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	                                             SAFE RECRUITMENT POLICY


                Early Years Foundation Stage key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environment
	Learning and Development

	1.3 Keeping Safe
1.4 Health and Well being


	
	
	


	Policy Statement 

Octopus Children’s Daycare is committed to the safe recruitment of staff, promoting the Daycare’s total commitment to safeguarding the welfare of children in our care. 

The Daycare’s safer recruitment process underpins Ofsted’s guidance on safe recruitment and selection and serves to help ensure that information provided by the candidates or third party at every stage of the recruitment process is scrutinised and addressed. This will help ensure that safer recruitment practices are always followed and establish a safe environment in which children can learn and develop in line with the Daycare’s Aims and Objectives.


	Procedures and Practices
Recruitment 

We abide by Ofsted requirements regarding references and checks for staff and volunteers, so that no disqualified or unfit person works in the Daycare or has access to children.

Applications from staff and volunteer positions are exempt from the 1974 Rehabilitation Act, and therefore must declare previous convictions. 

· Qualifications, CV, and previous employment history will be required at the point of application, along with evidence of training and qualifications.
· Any gaps in job history will be questioned and where possible be explored and investigated. 
· Applicants will be asked to submit a completed application form prior to their interview.
· Candidates will be informed of the need to carry out Disclosure Barring Service (DBS) checks, enhanced if working directly with children, and before having unsupervised access to them.
· Candidates will need to provide contact details of two references for professional and character checks, to obtain confirmation of the applicant’s suitability to work with children, which will include any disciplinary action, allegation, or concerns. These should include at least one previous employer and NOT be from a family member.
· If references are electronic then the daycare will ensure they originate from a legitimate source.
· Any discrepancies will be addressed at the interview process if the candidate has reached this stage.
· If an applicant is rejected because of information which has been disclosed in the checks, she/he has a right to know and to challenge incorrect information.
· DBS number and date of issue will be recorded by the Daycare. Disclosures will be handled in accordance with the DBS’s Code of Practice and Explanatory Guide available online.
· Establish the reason for the candidate leaving their current or most resent post.

· The daycare will pursue any concerns and that they are resolved satisfactory before appointment is confirmed.
The daycare holds a Single Central Record (SCR)and Information on each member of staff. Information includes staff qualifications, DBS reference number, references and data checks and where the checks were obtained from.

Previous Employees 

· References requested by previous employees should be provided in a timely manner.

· The daycare should ensure the information confirms whether they are satisfied with the applicants suitability to work with children and provide facts of any sustained safeguarding concerns/ allegations that meet the harm threshold. They should not include information about any concerns/ allegations which are unsustainable, unfounded, false or malicious. 
Interviewing process - 2 processes
Procedure 1
· All candidates will be assessed on set questions relevant to the position they are applying for including Early Years Foundation Stage. Their responses will be marked against pre recorded answers. Unsuccessful candidates will be informed as soon as possible after the interviewing process
Procedure 2
· A second part of their interview will be spent being supervised with the children and where appropriate provide and carry out a lesson plan suitable for a group of children of a nominated age group. 
· Successful candidates will be asked to provide proof of identification and residence including photographic evidence, a copy of which will be held in their personnel file. (Driving license, Passport, utility bill etc)
· Successful candidates will be required to complete and update as necessary a health questionnaire which includes physical capability for the job.
· If the candidate is not a UK resident, they will be required to provide proof that they are entitled to reside and work in the UK.
Apprenticeships

Any student taken on as an apprentice at Octopus Children’s Daycare will have the same application form, checks and interview process as others applying for a position. The applicants must be on a suitable and recognised child development course and from a local college. The college will be contacted if they have not already been in contact. 
All new staff will undergo an induction process. Please refer to the Staffing Policy 



	Disclosure and Barring Service:

· ALL staff have an enhanced DBS to check that they are suitable to work with children.
· All students must present their DBS to the Daycare manager or deputy manager.
· Only students on a reputable course from a local college will be accepted for a work placement.
· Any students/ volunteers /school children on a work placement or a member of the committee will NOT have unsupervised access to the children.  
· Any staff or management committee that has an enhance DBS check updated that comes back as unsuitable will be dismissed and supervised to leave the building immediately.
· All new staff waiting for their DBS to be returned may be required to delay their start until their DBS returns. New staff will NOT have unsupervised access to the children until their DBS comes back clear if their DBS is returned as not suitable their employment will be terminated immediately. 
 


	Other policies to read in conjunction with this policy 

· Octopus Children Centre policies and procedures
· Safeguarding Children Policy  

· Early Years Foundation Stage Policy 
· Inclusion Policy 
· Equal opportunities Policy

· Staffing Policy  
· Octopus Children’s Daycare General Data Protection Regulation Policy



	This policy was adopted at a meeting of Octopus Children’s Daycare Management Committee 



	Signed by the Chairperson on behalf of the Management Committee



	Date of signature



	This Policy will be reviewed in December 2026
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