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Safer Recruitment Policy and Procedure
‘Creating a safer working culture’
Our setting upholds its duty to prevent anyone who poses a risk of harm to children from working within our setting. We are vigilant in our recruitment process, aiming to ensure that all people looking after children are suitable to fulfil the requirements of their role. We are committed to ensuring that all staff, including students, cleaners, volunteers and people working regularly in the setting with contact to children are suitable.
 A robust recruitment procedure allows for safeguarding to be embedded across the whole process, from the initial job advertisement, through to the continued suitability of people working with children. 
All legal legislation will be adhered to throughout the recruitment procedure and must provide equal opportunities to maintain a strong, diverse team with the right knowledge, skills and understanding to provide the best care possible.
Everyone has a role to play in keeping children safe.
Always act if in doubt!
Our Safer Recruitment Procedure:
The application stage - The advertisement of a position will be advertised internally where it is suitable to do so, and may be advertised externally when needed. It must include a job description and personal specification, within which safeguarding must be present, along with a statement referring to a clear enhanced DBS check. The advertisement must provide sufficient detail to remain open to anyone suitable for the role and not discriminate against any person or protected characteristic. 
Specific duties, skills, knowledge and experience must be identified, including what tasks they will carry out with and for children, including any intimate care. 
Pre-interview information gathering – Verification of information provided on application form and/or CV. An online search will take place on all shortlisted candidates; this will include a google search of their name and all social media platforms. Details found in the search will be recorded and any concerns flagged. Searches are looking for any evidence that a person may be unsuitable to work with children, including but not limited to the support of radical ideologies and their attitude towards children.   All unsuitable candidates must be rejected. 
The interview – Applicants must be requested to bring to interview the following:
· Identification: 3 forms of ID, two stating address, two stating DOB and 1 photo ID. Copies of these must be kept in the staff’s paper file and used for the DBS application.
· Qualification certificate.
· Reference email addresses (one must be their previous employer or collage).
· Paediatric first aid certificate
· Any other documents relevant to the application.
The interview will take place in three stages; The formal questions which will include questions around safeguarding gathering information about the candidates attitude and approach to keeping children safe, an activity or play session in the room (maximum 20 minutes), to verify their approach to children and safeguarding and finally a trial session (maximum 3 hours), providing a real life view of the candidates attitude towards and about children and safeguarding. All interviewees must keep notes on the answers provided and their decisions on the candidate. These will be kept in individual staff files.
References – Two references must be obtained, one of which MUST be the candidates most recent employer or education provider if first time employment. The reference should be on the reference request document issued for the setting by the director. Where the referee has not used the format all information on the format must be within the reference provided and addressed to the setting by name. Where there is insufficient evidence to confirm whether there were any safeguarding concerns to the referee a follow up MUST take place. This would ideally be in writing, via email, however, can be sought via phone call, with details obtained clearly written on the reference print out. In this situation the person receiving clarification must note their name and the date the information was provided. 
All references received MUST be reviewed by management, signing on the printed version and dating to prove they have reviewed and accepted the reference.
Single central record – A profile Must be created for each individual and hold all relevant details of all employees and is updated when required and reviewed by management. This record must include information on which checks have been carried out with dates, number of references, and any further action or follow ups. 
DBS application – Details of criminal offences must not be requested prior to short listing as it could lead to discrimination. Within the offer letter of employment is MUST state it is subject to references and a clear enhanced DBS check. All staff including volunteers or people working within the setting having regular access to children must have an enhanced DBS certificate which is in the name of our setting. Where an individual has already signed up to the update service a new certificate in the name of the setting is not required, however the online update service check must be carried out and the results printed for the staff paper file and recorded on the staff single central record. Both the certificate number, update number and date of last check must be recorded on the staff single central record. 
Anyone receiving a DBS check via our setting must sign up to, and keep up to the payments of, the update service. 
All DBS results must be checked annually on the update service. Should the DBS bring any results other than ‘Clear’, the contents must be shared with the director and a discussion had on the individual’s continued suitability. The LADO must be consulted if the DBS shows a criminal offence and may affect their suitability to work with children. DBS must be informed of facts pertaining to the suitability of a person. In line with legislation and guidance if a person is deemed unsuitable their contract of employment will be terminated. 
Should a person be deemed unsuitable or a risk of harm to children the manager must follow the safeguarding policy and make the necessary referrals to LADO, DBS, and Ofsted. It is not compulsory, but is recommended, that the local Early Years Improvement Team are brought into the loop of decisions of unsuitable people by the manager of the setting (They will be informed by Ofsted, DBS etc as per their policies and procedures, however they are a good place for information, advice and support for the manager).
New starter form – All staff must complete a new starter form which is a duplication of the details provided throughout the recruitment process. The contents will be reviewed by management and recorded on the staff single central record (central log). It will also gain information about other personal details, including information around protected characteristics, family, health etc. For candidates under 18 the under 18 forms must also be completed gaining parental consent and an insight into their involvement in their child’s employment.
Continued suitability and maintaining a safer working environment – The manager of the setting must have complete confidence that all staff, volunteers and people working regularly with children within the setting are suitable to do so. This understanding can include information found readily online. Managers must use inductions, training, probation, supervisions and appraisals to maintain this understanding and share an expectation that ‘It could happen here’. 
Regular safeguarding training must ensure that all staff understand the process of voicing their concerns about a colleague’s suitability, and that the CFC forms are readily available in multiple locations within the setting. The manager and director of the setting must be a DSL for the setting and have annual training on safeguarding and safer recruitment.
Suitability questionnaires will be completed by all employed or people working at the setting regularly (at least twice a year), with details updated on the staff single central record and reviewed throughout employment. This review includes information on general health, mental health, medication, criminal action/involvement, social service involvement with their own family and any other areas the manager deems necessary to clarify a person’s suitability.
Inductions, supervisions and training will be provided for all employees:
· Induction from the manager (Manger to employee induction performed within the first week of employment)
· Room induction for their base room (Room leader to employee induction performed in the first fortnight of employment).
· Inductions are then continued over the span of the 3-month probation period, to ensure employees have time to learn and understand policies, procedures and safeguarding. Deeper knowledge induction programme and an employee training package are provided. These will be updated at each review point noting next steps for training and suitability for role.
Relevant government documents are:
· Early Years Foundation Stage Statutory Framework
· Keeping Children Safe in Education
· Equality Act 2010
· LSCP
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