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Policy Number 2.1 



Policy Statement 

 

Churchwood Kindergarten is committed to safer recruitment practices and aims to create a safe 

recruitment culture. We will uphold this policy at every stage of the recruitment process and are 

dedicated to only employing suitable adults so that the safeguarding of the Kindergarten children is 

upheld. 

 

Churchwood Kindergarten meets the Safeguarding and Welfare Requirements of the Early Years 

Foundation Stage by ensuring that our staff and volunteers are appropriately qualified. We also carry 

out checks for criminal and other records through the Disclosure and Barring Service (DBS) in 

accordance with statutory requirements.  

 

Staff Recruitment Procedures 

 

These procedures set out the minimum requirements of a recruitment process that aims to: 

 Attract the best possible applicants to vacancies. 

 Deter prospective applicants who are unsuitable to work with children. 

 Identify and reject applicants who are unsuitable to work with children. 

 

The Kindergarten’s Director will act reasonably in making decisions about the suitability of 

prospective employees, based on evidence checks, references and interview information.  

 

Inviting applications 

 We work towards offering equality of opportunity by using non-discriminatory procedures for 

staff recruitment and selection. 

 We welcome applications from all sections of the community. Applicants will be considered 

on the basis of their suitability for the post, regardless of disability, pregnancy and maternity, 

race, religion or belief, sexual orientation, sex, age, marriage or civil partnership status. 

Applicants will not be placed at a disadvantage by our imposing conditions or requirements 

that are not justifiable. 

 Advertisements for posts will include the following statement: 

“The Kindergarten is committed to safeguarding children and, as such, we expect all 

applicants to uphold our safeguarding values. All post holders will be subject to a 

satisfactory enhanced Disclosure Barring Service (DBS) check.” 

 Prospective applicants will be supplied with the following: 

o Job description and person specification 

o Application form (to be completed by the applicant) 

o The Kindergarten’s Safeguarding and Child Protection Policy (including details on 

whistleblowing) 

o Reference request pro-forma 

o Kindergarten self-disclosure form 

 

 



Short listing and references 

 Short listing of candidates will be against the person specification for the post. 

 Where possible, references will be taken up before the selection stage, so that any 

discrepancies can be probed during the selection stage. References will be sought directly 

from the referee and must be on the Kindergarten’s own reference request form. References 

or testimonials provided by the candidate will never be accepted.  

 One of the references MUST be the candidate’s current or, if unemployed, most recent 

employer. 

 Referees will always be asked specific questions about: 

o The candidate’s suitability for working with children.  

o Any disciplinary warnings and/or action. 

o The candidate’s suitability for the post. 

 

Interviews 

 All interviewees must supply photo ID in order to check their identity prior to starting 

interviews. 

 Interviews will always be face to face. 

 Interviewees will always be required to: 

o Satisfactorily explain any gaps in employment 

o Satisfactorily explain any anomalies or discrepancies in the information available to 

recruiters 

o Declare any information that is likely to appear on a DBS check 

o Demonstrate their capacity to safeguard and protect the welfare of children 

 All application information will be kept on record for six months following the interview of 

unsuccessful candidates. All records of successful candidates will be filed in the staff central 

record folder.  

 

Pre-employment checks 

 All successful applicants will be given a conditional offer of appointment and must complete 

the following checks prior to commencing the role: 

o Provide proof of identity, photo ID and proof of address 

o Complete an enhanced DBS application and receive satisfactory clearance 

o Provide actual certificates of qualifications 

o Complete a confidential health questionnaire 

o Provide proof of eligibility to live and work in the UK 

 

Disclosure Barring Service (DBS) checks 

 We follow the requirements of the Early Years Foundation Stage and Ofsted guidance on 

checking the suitability of all staff and volunteers who will have unsupervised access to 

children. This includes obtaining references and ensuring they have a satisfactory enhanced 

criminal records check with barred lists check through the DBS. This is in accordance with 

requirements under the Safeguarding Vulnerable Groups Act (2006) and the Protection of 

Freedoms Act (2012) for the vetting and barring scheme. 



 We require that our staff and volunteers keep their DBS up to date by subscribing to the DBS 

Update Service throughout the duration of their employment with us. 

 Where an individual is subscribed to the DBS Update Service, we carry out a status check of 

their DBS certificate (after checking their identity and viewing their original enhanced DBS 

certificate) to ensure that it does not reveal any information that would affect their suitability 

for the post.  

 We keep all records relating to the employment of our staff and volunteers – in particular 

those demonstrating that suitability checks have been done, including the date of issue, 

name, type of DBS check and unique reference number from the DBS certificate, along with 

details of our suitability decision. 

 Our staff are expected to disclose any convictions, cautions, court orders, reprimands and 

warnings which may affect their suitability to work with children – whether received before, 

or at any time during, their employment with us.  

 Where we become aware of any relevant information which may lead to the disqualification 

of an employee, we will take appropriate action to ensure the safety of children. In the event 

of disqualification, that person’s employment with us will be terminated. 

 

Notifying Ofsted of changes 

 We inform Ofsted of any changes to our Registered Person and/or our Managers/Director. 

 

Induction 

 

We provide an induction for our staff and volunteers in order to fully brief them about the 

Kindergarten setting, the families we serve, and our policies and procedures, curriculum and daily 

practice.  

 

We have a written induction plan for all new staff which includes the following: 

 Introductions to all employees and volunteers. 

 Familiarisation with the Kindergarten site and wider woodland area. 

 Familiarisation with the fire and evacuation procedures. 

 Ensuring our policies and procedures are read and adhered to. 

 Introduction to the parents, especially parents of allocated key children, where appropriate. 

 Familiarisation with confidential information in relation to any key children, where 

applicable.  

 Details of the tasks and daily routines to be completed. 

 

The induction period lasts for at least two weeks. The Kindergarten Manager is responsible for 

inducting new employees and volunteers. The Director is responsible for inducting new managers.  

 

During the induction period, the individual must demonstrate understanding of, and compliance 

with, policies, procedures, tasks and routines. Successful completion of the induction period forms 

part of the probationary period. 

 



Following induction, we will continue to support our staff to deliver high quality performance 

through regular supervision and appraisal of their work. 

 

Training and Staff Development 

 

 The Managers are appropriately trained and qualified and will hold a relevant Level 3 (or 

above) qualification in Early Years as well as being qualified Level 3 Forest School Leaders. 

 At least 50% of all other staff must hold a relevant Level 2 qualification in childcare, or higher. 

 We provide regular in-service training to all our staff – whether paid staff or volunteers. 

 Any new staff will be signed up to any safeguarding training they may need upon 

appointment, and completion of this training will take place at the earliest possible date. 

 For new members of staff, regular supervision will be held during the first three months of 

employment between the new employee(s) and the appropriate manager(s) to ensure an 

appropriate level of support is offered and that the employee remains a suitable person for 

the role. 

 The work of existing staff is supported by holding regular supervision meetings and 

appraisals. 

 We are committed to recruiting, appointing and employing staff in accordance with all 

relevant legislation and best practice.  

 

Policy Monitoring and Review 

This policy is monitored by the staff and management of Churchwood Kindergarten and will be 

reviewed annually, or before if necessary. 
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