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Safer Recruitment

At Gina’s Montessori Nursery we are vigilant in @acruitment procedures aiming to
ensure all people working with children are suiatol do so. We follow this
procedure each and every time we recruit a new reetoljoin our team.

Legal requirements

* We abide by all legal requirements relating to safguitment set out in the
Statutory Framework for the Early Years Foundati®tage (EYFS) and
accompanying regulations

 We also follow any requirements or guidance giventhe Disclosure and
Barring Service (DBS) in relation to carrying outecks; and abide by the
employer’s responsibilities relating to informiniget DBS of any changes to
the suitability of their staff, whether this memlwdrstaff has left the nursery
or is still under investigation. Please refer te thild protection/safeguarding
policy for further information.

Advertising
* We use reputable newspapers, websites and the jixaentre to advertise
for any vacancies
* We ensure that all recruitment literature includgstails of our equal
opportunities policy and our safe recruitment pdures; including an
enhanced DBS check and at least two independesiterefes for every new
employee.

Interview stage

» We shortlist all suitable candidates against asgtespecification and ensure
all applicants receive correspondence regardlessether they are successful
in reaching the interview stage or not

» All shortlisted candidates will receive a job déstion, a person specification,
an equal opportunities monitoring form and a regtegsidentification prior to
the interview

* At the start of each interview all candidates’ itlies will be checked using,
for example, their passport and/or photocard dgvicence. All candidates
will be required to prove they are eligible to warkthe UK. The interview
will also cover any gaps in the candidate’s emplegtrhistory

» All candidates reaching the interview stage arestjoeed using the same set
criteria and questions. These cover specific amashildcare, including
safeguarding the children in their care, planninigable activities to enhance
the child’'s development and their understandingthed legal frameworks
applied to childcare and used in the nursery. Tuestijons will be value based
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and will ensure the candidate has the same vakiéseanursery with regards
to the safety and welfare of the children in tloaire

Candidates will be given a score for their ansvirectuding a score for their
individual experience and qualifications

Every shortlisted candidate will be asked to takg j a supervised practical
exercise which will involve spending time in a pautar age group in the
nursery interacting with the children, staff andendnappropriate parents

The manager and deputy will then select the mogalda person for this
position based on these scores and their knowladdeunderstanding of the
early years framework as well as the needs of tingeny

Every candidate will receive communication from thesery stating whether
they have been successful or not. Unsuccessful idztied are offered
feedback.

Starting work

The successful candidate will be offered the pasisubject to at least two
references from previous employment or, in the aafsa newly qualified
student, their tutor and a personal or professioef@rence. These references
will be taken up BEFORE employment commences. Thay be verbal
initially and then followed up with a written retgrce which will form part of
their personnel file

The successful candidate will be asked to providefpof their qualifications,
where applicable. All qualifications will be checkand copies taken for their
personnel files

Prior to employment but after the job has beenreffea health check
guestionnaire will be given to the employee andetults will be taken into
account in making an overall decision about suitgbiThe nursery reserves
the right to take any further advice necessargiation to a person’s physical
and mental fitness to carry out their role. Plesse the absence management
policy for more details about how the nursery masadealth problems
including access to medical records

All new starters, other than those who have regadtdor the continuous
updating service (see below), will be subject toeahanced Disclosure and
Barring Service (DBS) check. This will be initiatbdfore the member of staff
commences work in the nursery and they will notehamsupervised access to
any child or their records before this check colmask clear. Further to this,
the new starter will not be allowed to take phoapins of any child, look at
their learning and development log or change thgpyaf any child without
an up-to-date enhanced DBS check (whether supdroiseot)

The nursery will record and retain details aboet itidividual including staff
gualifications, identity checks carried out and tetting process completed.
This will include the criminal records disclosurefarence number, the date
the disclosure was obtained and details of whoiddait. The nursery will
not retain copies of the disclosure itself once tkenployment decision is
taken

There may be occasions when a DBS check is not blgathe individual is
still suitable to work with children. This will beeated on an individual case
basis and at the manager's/owner’'s discretion ¢pkimto account the
following:
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seriousness of the offence or other information
accuracy of the person’s self-disclosure on thdiedpn form
nature of the appointment including levels of sujzon
age of the individual at the time of the offencetirer information
the length of time that has elapsed since the offem other
information

o relevance of the offence or information to workimgbeing in regular

contact with children

If the individual has registered on the DBS systeimce 17 July 2013
managers may use the update service with the caetdpermission instead
of carrying out an enhanced DBS check
New starters are required to sign (either applbicatorm, contract or separate
form) to state that they have no criminal conviesipcourt orders or any other
reasons that disqualify them from working with dnéin or unsuitable to do
so; and that, to the best of their knowledge, ne-lving in their household
has been disqualified from working with children
All new members of staff will undergo an intensimeluction period during
which time they will read and discuss the nurseglicpes and procedures and
be assigned a ‘mentor/ buddy’ who will introducerthto the way in which
the nursery operates
During their induction period all new staff will geive training on how to
safeguard children in their care and follow thee§afrding Children/Child
Protection policy and procedure, emergency evamugirocedures, equality
policy and health and safety issues
The new member of staff will have regular meetimgh the manager and
their mentor during their induction period to dissuheir progress.

O O O OO

On going support and checks

All staff are responsible for notifying the managemperson if any there are
any changes to their circumstances that may affesit suitability to work
with children (staff suitability status will alscelchecked through an annual
‘staff suitability questionnaire’). This includesyaincidents occurring outside
the nursery or involving people they live in a helusld with. Staff will face
disciplinary action should they fail to notify thmanager withimmediate
effect

All members of staff will update a health questiaine@ on an annual basis to
ensure management have a good knowledge of angebdhat may require
support or additional resources to aid them toycaut their day-to-day duties.
This will also be discussed at staff supervisiasaw meetings. Management
may require this more regularly where health cirstances change. There are
more details about how the nursery deals with asglth problems in the
absence management policy.

The nursery manager*/owner* will review any sigo#éint changes to an
individual's circumstances that may suggest they ram longer suitable to
work with children and take appropriate action tswe any unsuitable or
potentially unsuitable employee does not have uzrsiged contact with
children until the matter is resolved. This maylude requiring the individual
to obtain a waiver from Ofsted in relation to angadialification. Please see
the Disciplinary Policy for further details
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 Every member of staff will have two meetings a yeath the manager: a
formal appraisal and a more informal review. Thill provide an opportunity
for the manager and member of staff to discussiitrgi needs for the
following six months as well as evaluate and disdbeir performance in the
previous six months

* The manager will be responsible for any support dtaf team may have
between these reviews. This includes mentor suppor-to-one training
sessions, ongoing supervision, work-based obsenstiand constructive
feedback

* The nursery will provide appropriate opportunities all staff to undertake
professional development and training to help imprahe quality of
experiences provided for children.

Signed on behalf of the
nursery

This policy was adopted on Date for review




