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SAFER RECRUITMENT POLICY

We are vigilant in our recruitment procedures aiming to ensure all people working with children are qualified and suitable to do so. We follow this procedure each and every time we recruit a new member to join our team. 

Interview stage 

· We shortlist all suitable candidates 
· The manager and one other manager will sit on the interview panel 
· All candidates reaching the interview stage are questioned using the same set criteria and questions.
· Each shortlisted candidate will be asked to take part in a trial session supervised practical exercise which will involve spending time in a particular age group in the nursery interacting with the children and staff
· The manager will then select the most suitable person(s) for this position

Starting work 
· The successful candidate(s) will be offered the position subject to at least two references from previous employment or their tutor and a personal or professional reference. This will be followed up with a written reference which will form part of their personnel file 
· All candidates’ identities will be checked using, for example, their passport and/or photo card driving licence. All candidates will be required to prove they are eligible to work in the UK 

· All new starters will be subject to an enhanced Disclosure and Barring Service check (DBS) whether they currently hold an enhanced DBS check or not. They will not have unsupervised access to any child before this check comes back clear. Further to this, changing the nappy of any child or taking them to the toilet will not be undertaken by any new member of staff without an up-to-date enhanced DBS check (whether supervised or not) 

· All qualifications will be checked and copies taken for their personnel files 
· Two forms of identification will be obtained and checked

· Copies of any relevant qualifications will be obtained
· All new members of staff will undergo an induction period during which time they will read and discuss the nursery policies and procedures.

· During their induction period all new staff will receive training on how to safeguard children in their care and follow the Safeguarding Children policy and procedures 
PUPIL / STUDENT DEVELOPMENT 
Staff and volunteers must comply with Twixus policies and procedures that support the well-being and development of pupils / children. 

Staff and volunteers must co-operate and collaborate with colleagues and with external agencies where necessary to support the development of pupils / children. 

Staff and volunteers must follow reasonable instructions that support the development of pupils / s children. 
HONESTY AND INTEGRITY 
Staff and volunteers must maintain high standards of honesty and integrity in their work. This includes the handling of money and the use of Twixus property and facilities. 
CONDUCT OUTSIDE WORK 
Staff and volunteers must not engage in conduct outside work which could seriously damage the reputation and standing of Twixus or the employee’s own reputation or the reputation of other members of the community. 

In particular, criminal offences that involve violence or possession or use of illegal drugs or sexual misconduct are likely to be regarded as unacceptable. 

Staff and volunteers must exercise caution when using information technology and be aware of the risks to themselves and others. 

Staff and volunteers may not babysit for children attending Twixus, as it will conflict with the interests of the school and  may contravene the working time regulations set out at Twixus.
During the course of their employment, staff and volunteers must report to the Pricipal or Safeguarding Designated Person(s)  any conviction, caution, warning, reprimand, pending court appearance or any other Police involvement which may have an impact on their suitability to work with or around pupils / students. 

CONFIDENTIALITY 
Where staff and volunteers have access to confidential information about pupils / students or their parents or carers, staff and volunteers must not reveal such information except to those colleagues who have a professional role in relation to the pupil / student.
Legal requirements 

· Keeping children safe in Education (April 2018)
Acceptance and Application of Terms: The Management and Staff at the Twixus Childcare Centre has agreed (by signature) to uphold the legislative terms and working practices of this policy.   This policy will be reviewed annually and/or when legislative terms or practical application requires amendments.

Baby Unit for 0 – 2 year old children


Day Nursery for 2 – 5 year old children


Before and after School Holiday Care for 5 – 16 year old children


Primary School Holiday Care for 5 – 16 year old children
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