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Recruitment Procedures (Vetting and DBS)

At Owls Nest we ensure that there is effective Safer recruitment system in place, Management have accessed safer recruitment training. 

At Owls Nest we feel that it is crucial to plan ahead so that the nursery has the right team at the right time. Before the candidates start their employment, we aim to allow sufficient time to draw up all the necessary documents, place advertisements, liaise with agencies, shortlist applicants, arrange interview and allow for references, DBS etc. 

The recruitment process can take up to 4 weeks to complete. This often can leave a gap between employment ending and new employment beginning. At present our staff give us 4 weeks’ notice before terminating their employment.

We abide by Safer Recruitment Policies and Procedures in appointing all our staff.

On beginning the process for appointing a new member of staff, we either telephone one of our local agencies or place an advertisement in the local newspaper or on our facebook page. We may also use online recruitment websites. We send out applications to interested parties and require all the information to be completed. Once a number of applications have been received, we begin the selection process. We normally sift through the applications to draw up a shortlist of suitable candidates to be invited for an interview. The questions asked will depend on the position available and the amount of experience required for the post.

Interviews are carried out by the Manager of the provision together with the Deputy Manager. During the interview, one person will ask the questions and the other person will take notes and there will be a written summary or assessment at the end. This assists the company to refresh questioning at second interviews. It also means there is a written record of the reason of the decisions taken on selection. This helps protect our nursery from claims of unfair selection procedure. Notes from interviews of all successful candidates will be kept on file in the staff member’s personnel folder.

After the interviews have been completed, the successful candidate’s references are traced and checked. At least two references are then taken up, one of which will always be the previous employer, and a DBS check is ordered. The offer letter of employment contains a Staff Details Form and Job Description.

The original proof of relevant professional qualifications is requested at the interview and copies are required before the start date. Once an offer of employment is made, we give a new employment contract and ask him/her to thoroughly go through the employment handbook.
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The staff member is required to complete an induction process and to sign the induction pack after being inducted about the policies and procedures and routine of the nursery, early year’s foundation stage curriculum, child protection / safeguarding procedures, emergency evacuation procedures, the policy statement on equal opportunities and valuing diversity and health and safety issues. The staff member will be given a copy of the Staff hand book to look through.

All signed induction forms will be kept in the individual staff member’s folder.
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All staff are expected to disclose any convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children during the initial application stage, induction stage and during employment with Golden Steps.

An Enhanced DBS check will be carried out for every staff member working within Owls Nest.  

Upon receipt of DBS confirmation, details are then recorded i.e. reference number, date of issue, renewal date etc.

Until a DBS check is completed, the staff member is not allowed to have unsupervised contact with children regardless of position or responsibility. This includes toileting and nappy changes.

Staff will be asked to confirm that they are not disqualified by association and will update this declaration on a regular basis.

If their circumstances has changed staff to inform manager or at supervisions meeting we also are aware of link to ofsted disclosure and barring checks which has been revised 2017.
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