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Safer Recruitment Policy Review Date: Nov 2026

Wildwood Tuition and Childcare is committed to recruiting staff and volunteers who are suitable to work with children and prioritises the safety and welfare of children.
This safer recruitment policy statement sets out our organisation’s commitment to safer recruitment:
· safeguarding policies must be adhered to at all times.
· Unsuitable applicants will be identified and applicants rejected who are unsuitable to work with children and young people.  All applicants should have an enhanced DBS and be on the update service.
· A response to the concerns about the suitability of applicants during the recruitment process will be available within any application form.
· responding to concerns about the suitability of employees and volunteers once they have begun their role will occur through PCF – parental co-production and SEF forms.
· ensuring all new staff and volunteers participate in an induction which includes child protection through TES online training portal and relevant paediatric first aid training.
· a list of all policy documents are available online.
· the date the policy comes into force and when you will review it is clearly stated on each document.
· All job applications will have an equal opportunities statement to ensure a non-biased process.  The Equality policy works in conjunction with all other policies.

Safer recruitment procedures
Having a safer recruitment policy statement in place is a vital first step towards keeping the children and young people who have contact with staff and volunteers. 
The whole of the recruitment process is planned in advance to make sure you have a consistent approach every time you recruit a new staff member or volunteer.
Taking a planned and structured approach will help:
· minimise the risk of appointing someone unsuitable
· ensure you select the right person for the role
· make sure the process is fair
· make sure there are records of the process for future reference.
Following a written procedure also means you’re less likely to miss anything out and that each time you recruit you’re adhering to legislation and guidance.
For any role working with children and young people, both the role description and the person specification will highlight the safeguarding responsibilities.
Advertising the role
The advertisement will send out a clear safeguarding message. Every advert for a role that includes work with children will include a statement about our commitment to keeping children safe.
The role will require a criminal records check and this will be included in the advert.
All positions will be advertised all vacancies to attract a wide selection of applicants – whether the role is for paid staff or a volunteer. 
Applicant information pack
Providing an application pack ensures that people interested in applying for a role have all the information they need about Wildwood Childcare and the advertised vacancy. It’s best practice to use a standard application form for all roles, whether paid or unpaid. This will make sure all the information you need from each candidate is available. It should include space for the candidate to explain how they meet the criteria outlined in the person specification.
An overview of the safer recruitment process will be available so that each candidate understands what information will be sought from them and why, and what will be expected of them at each stage of the process.




Safer recruitment (non-education)
Self-disclosure form
A self-disclosure form gives candidates the opportunity to tell you confidentially about any relevant criminal convictions, child protection investigations or disciplinary sanctions they have on their record. 
You can only ask for the information you are entitled to know about as a potential employer. What you can ask will depend on the role they will be doing. For more information about this, see our legislation and guidance section.
Applicants should complete a self-disclosure form before the interview and bring it in a separate, sealed envelope marked 'Confidential'. You should only open the self-disclosure forms of candidates who have been selected for the role, and review the information inside as part of your vetting checks, applying a risk assessment process if information has been disclosed. You can find more information about risk assessments in the What to do if vetting checks raise concerns tab.
You must securely dispose of all unopened self-disclosure forms.
The self-disclosure form does not replace the need for a criminal records check. Criminal records checks should always be carried out as appropriate to the role.
> See our example self-disclosure forms
References
You should ask applicants to provide the details of at least two referees and check references as part of your vetting checks.
It's a good idea to give candidates an overview of the questions you'll be asking referees, so the candidate can consent to this information being provided. Make sure you ask about the candidate’s suitability to work with children and young people.
A standard reference form for all roles, will make sure all the information need is obtained.
Selecting applicants for interview
Shortlisting will be carried out by at least two people. They should each be clear about what the role involves, and should assess each application form according to how well it meets the criteria set out in the person specification.
Preparing for interview
Each applicant will be assessed on their ability to carry out the role, based on justifiable and objective criteria. A range of selection methods that are clearly related to the person specification will be planned
Panel
At least two people will be on the interview panel.
Agree beforehand who is responsible for ensuring all assessments are conducted fairly and candidates are treated equally.
Children's participation
Involving children, young people and their families in recruitment could be a really useful way of finding the right people for the role.
Practical test
A question and answer format may not be the best way to test a particular requirement or competency. Other methods, such as a practical test, may be useful especially when establishing curriculum knowledge.
Interview
Interviews to recruit people to work with children will be conducted face-to-face.
Candidates will be asked in advance whether they have any access requirements for the interview venue.  An outline of the selection methods will be provided alongside asking if they need any special arrangements for these. 
Questions will be planned in advance. Questions that relate to items in the person specification and enable the candidate’s suitability to work with children, to be explored, alongside their attitude and their motivations for applying for the role.
You should ask each candidate the same questions so that they are all treated equally.
Interview notes will be made. This will form the evidence for assessing each candidate after the interviews are complete. A scoring system based on the person specification will be followed and the same criteria used for each candidate.
During the interview candidates should show that they are able to:
· establish and maintain professional boundaries and professional integrity
· establish and maintain relationships with children
· take action to protect a child.
Checking identity
Each candidate’s identity will be  checked during the recruitment process. The first opportunity to do this is usually when the candidate attends an assessment day and interview.

Making an offer
When contacting the successful candidate, it will be made clear that the offer is still subject to satisfactory completion of all the vetting processes you need to undertake.
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