
 

Safe Recruitment  

Aims

At Jack and Jill’s Preschool we are committed to providing the best possible care and 
education for our children.  We strive to safeguard and promote the welfare of all children 
and young people. 


In order to achieve these aims, we recognise that it is of fundamental importance to 
attract, recruit and retain staff of the highest calibre who share our commitment and 
strong ‘family’ values.


This policy is designed to ensure that: 
• the best possible staff are recruited

• that people who may be a risk to children are identified and rejected

• all job applicants are considered equally and consistently;

• no job applicant is treated unfairly on any grounds including race, colour, nationality, 

ethnic or national origin, religion or religious belief, sex or sexual orientation, marital or 
civil partner status, disability, age, gender re-assignment, pregnancy or maternity, 
membership or non-membership of a trade union. 


Legislation and regulation 
This policy complies with all relevant legislation, recommendations and guidance 
including the statutory guidance published by Keeping Children Safe in Education 
(KCSIE), Department for Education (DfE), Childcare Disqualification Regulations.  It also 
includes reference to Childcare Disqualification Regulations 2009 on ‘Regulated 
Activity’ (i.e work that a barred person can not do), Safeguarding Vulnerable Groups Act 
2006 and Protection of Freedoms Act 2012, and any guidance or code of practice 
published by the Disclosure and Barring Service (DBS).  All of the work carried out at Jack 
and Jill’s Preschool come under ‘Regulated Activity’, whether a permanent member of 
staff, a volunteer or student.


Safer Recruitment Training 
Manager and Deputy must have undertaken appropriate and current safer recruitment 
training to be considered qualified to interview possible new employees.


Responsibilities 
Management involved in the recruitment and selection process are responsible for 
familiarising themselves with and complying with the provisions of this policy.


Interviews and Selection Tests 
Jack and jill’s Preschool meets its commitment to safeguarding and promoting the welfare 
of children and young people by carrying out all necessary pre- employment checks.  All 
applicants must provide a fully completed application form (a CV alone is not acceptable)

If those shortlisted have DBS checks, these should be brought along to interview.  If the 
applicant does not have a full DBS this should be obtained as soon as the job offer is 
given, and will be a condition of employment.  


All applicants need to come to an interview and spend the morning in Preschool - so we 
can see how they interact with the children, the environment and staff.


Offer of employment




 
Any job offer will be conditional on the following:

Agreement of a mutually acceptable start date;

• verification of the applicant's identity (where that has not previously been verified);

• Receipt of two references (one of which must be from the applicant's most recent 
employer which the Manager considers to be satisfactory.

• An enhanced disclosure from the DBS. A new check must be conducted when an 

employee has a gap in service of more than three months. For new employees or those 
that have had a break from employment -it will be necessary to apply for a new DBS 
clearance or encourage them to sign up for the DBS update service https://www.gov.uk/
dbs-update-service. 


Medical Fitness 
At Jack and Jill’s Preschool all successful applicants must complete a health and well-
being questionnaire to ensure they are emotionally and physically fit for the role.


Pre-employment checks 
Verification of identity and address 
All applicants who are invited to an interview will be required to bring with them evidence 
of identity, right to work in the UK, address and qualifications as set out below and in the 
list of valid identity documents at Appendix 1 (these requirements comply with DBS 
identity checking guidelines) available https://www.gov.uk/government/publications/dbs-
identity- checking-guidelines


Where an applicant has changed his / her name by deed poll or any other means (e.g. 
marriage, adoption, statutory declaration) he / she will be required to provide 
documentary evidence of the change.


References 
All offers of employment will be subject to the receipt of a two satisfactory references. 
One of the references must be from the applicant's current or most recent employer.  If 
the current / most recent employment does / did not involve work with children, an 
additional reference should if available be from the employer with whom the applicant 
most recently worked with children. Neither referee should be a relative or someone 
known to the applicant solely as a friend.

All referees will be asked whether they believe the applicant is suitable for the job for 
which they have applied and whether they have any reason to believe that the applicant is 
unsuitable to work with children.

All referees will be sent a copy of the job description and person specification for the role 
for which the applicant has applied.


 Criminal records check

Due to the nature of the work, The Manager applies for an enhanced disclosure from the 
DBS in respect of all prospective staff members and volunteers.


Enhanced DBS 
An enhanced disclosure from the DBS and a check of the Children's Barred List (now 
known as an Enhanced Check for Regulated Activity) is required for all, as defined in the 
Safeguarding Vulnerable Groups Act 2006. The purpose of carrying out an Enhanced 
Check for Regulated Activity is to identify whether an applicant is barred from working 
with children by inclusion on the Children's Barred List maintained by the DBS.




 
DBS disclosure certificates are sent to the subject of the check only, rather than to the 
Employer. It is a condition of employment that the original disclosure certificate is brought 
in and shown to the Manager along with a copy off the DBS to go on file.  This must be as 
soon as is reasonably practicable.  Within 30 days of receiving the DBS check, they will 
need to apply for the update service.  As this can be taken to a new employment and 
therefore the cost of the DBS and the Update Service is the responsibility of the 
employee.  If the employee fails to keep up to date with the update service a new DBS 
check will be sought and the cost of a new DBS will be deducted from the pay.

Employment will remain conditional upon the original certificate being provided and it 
being considered satisfactory.

If there is a delay in receiving a DBS disclosure the Manager has discretion to allow an 
individual to begin work pending receipt of the disclosure. This will only be allowed if all 
other checks, including a clear check of the Children's Barred List have been completed 
and once appropriate supervision has been put in place. The manager must complete a 
risk assessment in this circumstance.


Recruitment of ex-offenders 
All applicants must therefore declare all previous convictions and cautions, including 
those which would normally be considered "spent" except for those to which the DBS 
filtering rules apply (see paragraph 15.4 above). A failure to disclose a previous conviction 
(which should be declared) may lead to an application being rejected or, if the failure to 
disclose is discovered after employment has started, may lead to summary dismissal on 
the grounds of gross misconduct. A failure to disclose a previous conviction may also 
amount to a criminal offence.


It is unlawful to employ anyone who is barred from working with children. It is a criminal 
offence for any person who is barred from working with children to attempt to apply for a 
position at Jack and Jill’s. The Manager will make a report to the Police and / or the DBS 
if:

• she receives an application from a barred person;

• she is provided with false information in, or in support of an applicant's application; or

• she has serious concerns about an applicant's suitability to work with children.


 If an applicant wishes to dispute any information contained in a disclosure, he / she can 
do so by contacting the DBS direct. In cases where the applicant would otherwise be 
offered a position were it not for the disputed information, at Jack and Jill’s we will, where 
practicable and at the Manager’s discretion, defer a final decision about the appointment 
until the applicant has had a reasonable opportunity to challenge the disclosure 
information.


Retention of records 
All information and documentation obtained as a result of an interviewing process for a 
successful candidate will be kept in their personal file.  If a candidate is unsuccessful, it 
will be kept confidential and then destroyed after 6 months; in line with the requirements 
of Data Protection Legislation.


Appointed Staff 

New staff will be placed on a Probationary Period for 6 months.  If the Manger feels they 
have not met the expectations of their job role, the Probationary Period can be extended 
for up to another 6 months.  




 
All new staff will complete Safeguarding training within the first month of working at Jack 
and Jill’s Preschool.  They will receive on the job training in health and safety, manual 
handling and data protection.  Further training will be given on observations, planning and 
assessments of the children.  All staff are expected to sleep up to date with new training 
available and continuously develop their skills to meet the requirements of the 
Government, work, Ofsted and their Key Children in the setting.


Signed by Manager


Signed by Deputy


 

 

 



