The Berrypatch Nursery and out of school club
Safer recruitment policy 

To ensure the safety of all children in the setting we will carry out the following upon recruiting new members of staff/committee.
The role will be advertised with the statement that the position is  exempt from the Rehabilitation of Offender’s act 1974 and that Safeguarding the children is our priority.
Successful candidates will be required to undergo a fully enhanced Dbs, regardless of if they already hold one.
Identification documents will need to be produced and these will be checked. For example marriage certificate if surname has changed since birth, Check that date of birth matches.
A full employment history record will be recorded and gaps in employment will be asked to be explained.
A Reference from the current employer/training provider or education setting will be requested along with a reference from the most recent role working with children . If the candidate has never worked with children then their current employer/training provider/Education setting will be requested to provide a reference. These will be requested using our own template ( See Appendix A) . If insufficient information or vague information is given this will be followed up by contacting the referee and asking for clarification. References will not be accepted from the applicants family member/s or if they are not addressed to the person that requested them. If the reference is to be sent electronically an internet search will be carried out of the name of the employer, training provider or education setting to ensure that they’re genuine.

References will need to be obtained before employment commences.
The information given by the candidate on their application form will be compared to the information given on the returned reference form. Any uncertainties or discrepancies will be discussed with the candidate. Any issues arising must be resolved to a satisfactory level before the post is offered. The candidate will be asked the reason for leaving their current employment. The information will also be asked from the person completing the reference.
Any qualifications will need to be evidenced and will be checked on the Department for Education qualifications checklist. Copies of qualifications will be kept in each staffs personal file alongside copies of identification documents such as driving licenses , passports , proof of address ( utility bills) 

Upon employment a fully enhanced DBS check will be required. Applicants who work directly with the children will be informed that they are expected to declare to us all convictions and /or cautions; as well as court orders which may disqualify them from working with children or affect their suitability to do so. If a DBS reveals that the person is barred from working with children then the DBS service will be contacted If there is any information revealed that has not already been disclosed by the applicant this will be discussed and recorded.
Employment will only be offered when Management and committee members are confident that references ,full employment history ,qualifications - interviews ,identity checks have been checked and agreed. Checks are all recorded and kept on the successful applicants personal file.
 Members of staff will not be permitted to be alone with children or change nappies/take a child to the toilet until the DBS is returned and it is clear. Staff then required to register on the update service . Every 12 weeks staff and committee DBS will be checked to ensure there are no changes by Management. A committee member will check the managers DBS. Each time a DBS is checked it will be printed out and added to the staff/committee members personal file. 
All staff and committee members DBS Numbers, date of issue and who issued them are kept on a central file.





















Request for reference 

	Name of candidate
	

	Position applied for
	

	Name of organisation
	



The above named person has expressed an interest in working with our organisation and has given your name as a referee. The post involves substantial access to and responsibility for children. 
As an organisation committed to the welfare and protection of children, we wish to know if there is any reason at all to be concerned about this candidate’s suitability for this type of role. 
If you are happy to complete this reference, any information will be treated confidentially and in accordance with relevant legislation and guidance. Information will only be shared with the person conducting the assessment of the candidate's suitability for the post, if he/she is offered the position in question. We would appreciate you being open and honest in your evaluation of this person.
	Your knowledge of the candidate 

	Dates of employment or volunteering (DD/MM/YY)
	From:
	To:

	Capacity in which the candidate was employed or known
	

	Main duties:

	Please comment on the candidate’s suitability and overall ability to work with children and young people:

	Please rate the candidate 
on the following qualities:

	
	Poor
	Average
	Good
	Very good
	Excellent

	Responsibility
	
	
	
	
	

	Maturity
	
	
	
	
	

	Self-motivation
	
	
	
	
	

	Ability to motivate others
	
	
	
	
	

	Energy
	
	
	
	
	

	Trustworthiness
	
	
	
	
	

	Reliability
	
	
	
	
	



	Safeguarding and child protection concerns 

	This post involves substantial access to children. As an organisation committed to the welfare and protection of children, we wish to know if you are aware of any reason why this person might not be suitable to work with children.
	
	No
	
	Yes – please provide more information:

	

	Are you aware of any previous substantiated allegations, sanctions and/or disciplinary action taken against this person where there were concerns relating to children’s safety or protection?
	
	No
	
	Yes – please provide more information:

	

	Are you aware of any current or ongoing allegations or investigations, or of any disciplinary sanctions that remain against this person? This may or may not be related to children’s safety and protection.
	
	No
	
	Yes – please provide more information:

	

	Would you re-employ or re-engage this person in volunteering?
	
	No – please provide more information:
	
	Yes 

	[bookmark: _Hlk64563541]



	Reason given by person  for leaving their position with your company 

	



	Your details and declaration

	Name
	

	Organisation
	

	Position
	

	Contact number(s)
	

	Signature
	

	Date
	



Please return to:
Rebecca Stanford-Durdan 
The Berrypatch Nursery and Out of school club 
Finedon Community Centre
71 Wellingborough Road 
Finedon
NN9 5LG
berrypatchfinedon@gmail.com
07597557861




