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Safe Recruitment Policy
Stanstead Mill Nursery is committed to Safeguarding and promoting the welfare of the children and expects all staff and volunteers to share in our commitment. 
Mrs Shelley Ward is responsible to oversee staff recruitment and ensuring all safeguarding procedures are met at each stage of the recruitment process. 
Procedures for Safe Recruitment Vacancies advertised will show the Nursery’s commitment to Safeguarding. They will state all successful applicants will be employed subject to an Enhanced Disclosure through the Criminal Records Bureau Check, (DBS). Details will be given in regards to the position of the post, salary, qualifications needed and experience required or recommended. 
All applicants will be asked to send an up to date CV and a covering letter when applying for the position.  Interviews will then be offered to suitable applicants. 

During the interview, applicants will be questions on previous positions and experiences.  Any gaps in employment history will be questioned. Any applicants selected for an interview will be asked to bring documentary evidence of their identity. This can be a full birth certificate, passport or photo-card driving licence. Documentation relating to a name change will need to also be provided
Applicants moving forward from the interview will be asked to come back to provide an activity for the age group they would be working with.  This will be completed under the supervision of a senior member of staff.

References will be requested by for both professional and character referees.  As from 2017 we will be asking for references from the previous 2 employers. 
In circumstance where an employers reference can not be obtained we will seek a reference from either their secondary school or a professional who knows them, such as a doctor or health visitor.   
Where ever possible references will be obtained prior to an interview. A reference request form with questions relating to the applicants suitability to work with children will be sent to the referees. 
Professional references will NOT be accepted by a relative of the candidate or by a friend. 
Successful applicants will be invited back for part 1 of an induction after a job offer is made.  Job offers are dependant on paperwork checks and a cleared DBS.  

During this time we will make copies for further ID, record qualification information, provide them with policies, a staff information booklet and arrange for a DBS to be completed.  

The nursery hold a record of information to be obtained during this meeting and it also highlights important information that the applicant will need to be aware of.  For example, safeguarding procedures. 

A 3 month Induction Programme will be carried out by Room Leaders, supporting in the Nursery Rooms and overseen by management.  

The Induction process will involve training and information on the Nursery’s Policies and the Job Description and the training will help the new member of staff understand their roles and responsibilities. All roles and responsibilities are discussed and explained. The new member of staff will have the opportunity to discuss any issues or concerns in relation to their role and responsibilities. 
All aspects of Safeguarding and any issues relating to Safeguarding will be discussed and explained. Basic safeguarding training will be arranged unless they already have a level 1 certificate or higher that is no older than 3 years.  

An Induction may vary dependant on the role and previous experience the member of staff has but will always include information about emergency evacuation procedures, safeguarding and child protection, the equality policy and health and safety policy. The new team member will be supervised at all times until they fully understand and are competent in the position. 
After 3 months they will attend an end of probation meeting where all training from the induction tick sheet must be completed.  In the event where it is not, the probation period can be extended.  

Staff will continue to have frequent opportunities to maintain qualifications, study towards new ones and to meet for regular supervisions to support the setting having a knowledgeable, professional and happy staff team.  

Links to key legislation, guidance and policies

Every Child Matters 2004

The Children Act 2004

The Early Years Foundation Stage 2017
The Data Protection Act 1998 

Stanstead Mill Safeguarding children Policy
                                                                       Safe Recruitment Policy
 January 2019  

