Staff Recruitment, Vetting, and DBS Policy
Policy Statement
Roxwell Pre-school is committed to safeguarding and promoting the welfare of all children in our care. We operate a robust and transparent recruitment and vetting process to ensure that all staff, volunteers, and contractors are suitable to work with children. This policy follows the principles of Safer Recruitment and complies with the Early Years Foundation Stage (EYFS) Statutory Framework, the Childcare Act 2006, and Keeping Children Safe in Education (2024).
1. Aims
• To ensure the recruitment process is fair, consistent, and non-discriminatory.
• To safeguard children by recruiting only suitable and qualified individuals.
• To verify the identity, qualifications, and right to work of all employees.
• To maintain accurate and confidential recruitment and vetting records.
2. Equal Opportunities
Roxwell Pre-school is an equal opportunities employer. We welcome applications from all individuals regardless of gender, race, age, disability, religion, or sexual orientation. Recruitment decisions are made solely based on merit, suitability, and the ability to meet the requirements of the role.
3. Safer Recruitment Principles
Our safer recruitment process includes:
• Clear job descriptions and person specifications outlining safeguarding responsibilities.
• Application forms requiring full employment history with explanations for any gaps.
• A minimum of two references, including one from the most recent employer.
• Verification of identity, qualifications, and right to work in the UK.
• An enhanced DBS check with barred list information for all staff working directly with children.
• Probationary periods with close supervision and performance reviews.
4. Recruitment Procedure
1. Advertising the Vacancy:
   - All adverts include a statement on the organisation’s commitment to safeguarding.
2. Application and Shortlisting:
   - Applications are reviewed against clear selection criteria.
   - Incomplete or inconsistent applications are not accepted.
3. Interviews:
   - Interviews are conducted by at least two members of staff/management.
   - Questions assess suitability, experience, and understanding of safeguarding.
4. Conditional Offer and Pre-Employment Checks: 
   - Employment offers are conditional upon satisfactory checks and references.
   - No employee may start work unsupervised until all checks are complete.
5. Vetting and Disclosure Checks
• All staff, students, and volunteers must undergo an enhanced DBS check before starting work.
• DBS checks are renewed every three years (or sooner if required).
• Original DBS certificates must be seen and recorded by the Manager.
• Individuals registered with the DBS Update Service will have their status checked online.
• The Manager records all checks in the Single Central Record (SCR).
6. References and Employment History
• At least two written references are required, including one from the most recent employer.
• References are verified by phone or email to confirm authenticity.
• Any employment gaps must be explained and verified during the interview process.
7. Identity, Qualification, and Right to Work Checks
• All applicants must provide original documents proving their identity (e.g., passport, driving licence, birth certificate).
• Qualification certificates relevant to the role must be seen and copied.
• Right to work in the UK documentation must be verified and recorded in line with Home Office guidance.
8. Induction and Probation
• All new staff receive a full induction, including safeguarding, health and safety, and behaviour management training.
• New staff complete a probationary period (typically three months) with supervision and feedback.
• The Manager monitors performance and suitability throughout the probation period.
9. Ongoing Suitability and Supervision
• Staff must declare any changes that may affect their suitability to work with children (e.g., cautions, convictions, or health issues).
• The Manager conducts annual suitability checks and appraisals.
• Continuous professional development (CPD) is provided to maintain knowledge and compliance.
10. Volunteers, Students, and Contractors
• Volunteers and students are never left unsupervised with children.
• All long-term volunteers and students must complete an enhanced DBS check.
• Contractors visiting the setting must show proof of identity and DBS clearance or be always supervised.
11. Record Keeping
• The Manager maintains a secure Single Central Record (SCR) containing details of all staff vetting checks.
• All recruitment records are stored confidentially in compliance with UK GDPR and data protection laws.
• Records will be retained for at least six months following recruitment or in accordance with safeguarding requirements.
12. Review
This policy will be reviewed annually or sooner if legislation or statutory guidance changes. All staff involved in recruitment will be made aware of updates and provided with refresher training where appropriate.
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