Safer Recruitment Procedures

· All adults with access to children will have their identity checked.
· All adults will be DBS checked through Capita, this also includes volunteers and students age 16 and over. 
· Staff will be checked on the update service each term to ensure there have been no changes to their suitability.
· All recruitment advertisements will highlight the importance of safeguarding and the requirement for 2 references and DBS checks.
· We welcome applications from all sections of the community. Applicants will be considered based on their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation.
· All applicants will be required to complete an application form and employment history. All gaps will be considered and may require explanations.
· We will always obtain two references prior to employment. This will include apprentices, students and volunteers. References will be checked to ensure that they originate from a legitimate source. 
· Applicants must hold relevant qualifications and training. 
· Interviews will address safeguarding issues as part of their remit.
· New staff may be offered a temporary contract in the first instance and will always have 6 months’ probation. 
· Staff appointed will be expected to maintain an up-to-date knowledge base by continuous training as required.
· Staff will receive regular support and development sessions with their appointed mentor or pre-school manager.
· An annual self-certification will be required from all adults to confirm that there is no change in their ability to work safely with children.
· Any volunteers will always be supervised.
· Information will be recorded about staff qualifications and the identity checks, vetting processes and references that have been completed (including the criminal checks reference number, the date its was obtained and details of the person who obtained it). 
· A referral will be made to the Disclosure and Barring Service if a member of staff is dismissed (or they would have been, had they not left the setting first) because they have harmed a child or put a child at risk. 








References

We will: 
· Not accept open references e.g to whom it may concern
· Not rely on applicants to obtain their references.
· Ensure to the best of our ability that any references are from the current employer, training provider or education setting and have been completed by a senior person with appropriate authority.
· Not accept references from a family member.
· Obtain verification of the individuals most recent relevant period of employment where the applicant is not currently employed.
· Attempt to secure a reference from the relevant employer from the last time the applicant worked with children (if not currently working with children). If the applicant has never worked with children, then ensure a reference is from their current employer, training provider or education setting.
· Ensure electronic references originate from a legitimate source.
· Contact references to clarify content where information is vague or insufficient information is provided.
· Compare the information on the application form with that in the reference and take up any discrepancies with the applicant.
· Establish the reason for the applicant leaving their current or most recent post, and ensure any concerns are resolved satisfactory before appointment is confirmed.
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