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[bookmark: _Hlk192668110]Safeguarding – Safer Recruitment

At The Learning Zone Nursery, we are committed to safeguarding and promoting the welfare of all children in our care. We are equally committed to recruiting, selecting, and retaining staff who share this commitment. This Safer Recruitment Policy outlines the processes and checks in place to ensure that all staff, volunteers, students, and agency workers are suitable to work with children.
Aims
· To deter unsuitable individuals from applying to work with children.
· To ensure that the recruitment and selection process is robust and consistent.
· To ensure that the nursery operates in line with current safer recruitment legislation and guidance.
· To promote a culture of safe, transparent practice and continuous safeguarding awareness.

Recruitment Procedure
1. Application Stage:
· All applicants must complete an application form, detailing full employment history, education, and qualifications.
· Applicants must declare any criminal convictions or safeguarding concerns.
· A CV alone is not accepted in place of a full application form.
2. Shortlisting and Interview:
· Candidates who meet the shortlisting criteria will be invited to a face-to-face interview.
· Candidates are required to bring the following documents:
· Proof of identity (e.g. passport, driving licence, birth certificate)
· Proof of address (e.g. utility bill or bank statement, dated within 3 months)
· Evidence of right to work in the UK
· National Insurance number documentation
· Relevant qualifications
· Disclosure of any criminal convictions or police involvement
· Name change documentation, if applicable (e.g. deed poll or marriage certificate)
3. Interview:
· All interviews will include questions on safeguarding, child protection, and professional conduct.
· Interviewers will explore any gaps in employment or inconsistencies in application forms.
· Candidates are assessed for values, behaviours, and attitudes consistent with safeguarding children.

4. References and Pre-Employment Checks: (see appendix A)
· A minimum of three written references will be obtained, ideally before interview, and always before employment starts.
· We will not accept open references e.g. to whom it may concern. 
· We will not rely on applicants to obtain their reference. 
· Ensure any references are from the applicant’s current employer, training provider or education setting and have been completed by a senior person with appropriate authority. 
· Not accept references from a family member. 
· Obtain verification of the individual’s most recent relevant period of employment where the applicant is not currently employed. 
· Secure a reference from the relevant employer from the last time the applicant worked with children (if not currently working with children). If the applicant has never worked with children, then we will ensure a reference is from their current employer, training provider or education setting. 
· Ensure electronic references originate from a legitimate source. 
· Contact referees to clarify content where information is vague or insufficient information is provided. 
· Compare the information on the application form with that in the reference and take up any discrepancies with the applicant. 
· Establish the reason for the applicant leaving their current or most recent post, and ensure any concerns are resolved satisfactorily before appointment is confirmed.
· All offers of employment are conditional upon satisfactory references and an Enhanced DBS check.
Induction and Probation
1. Induction Process:
· All new staff will complete a structured induction programme, including:
· Reading and signing nursery policies and procedures
· Completing mandatory training (Safeguarding, paediatric First Aid, Prevent, FGM, Health & Safety, Food Hygiene, etc.)
· Familiarisation with key procedures: whistleblowing, intimate care, fire safety, confidentiality etc..
2. Probation Period:
· A 3-month probation period is in place for all new staff.
· New staff will not be allowed unsupervised access to children or carry out intimate care tasks (e.g. nappy changing, toileting) until:
· Their DBS check is completed and confirmed as clear
· They have completed their safeguarding training
· Their identity and references have been fully verified
3. Mentoring and Support:
· Each new member of staff will be allocated a mentor who supports them during induction and probation.

Ongoing Suitability and Monitoring
· Staff must attend termly supervisions and performance reviews.
· Staff are responsible for disclosing any:
· Health issues/Medication
· Criminal proceedings or convictions
· Changes in personal circumstances that may affect their suitability to work with children
· Any concerns about a staff member’s ongoing suitability will be managed under the relevant safeguarding or disciplinary procedure.
Enhanced DBS Checks
· All staff must hold an Enhanced DBS check with a check of the Barred List.
· New employees are required to register with the DBS Update Service (currently £16 annually), allowing regular checks by the nursery. You must register within 30 days of receiving your certificate, if staff fail to do this, they will be required to apply and pay for another enhanced DBS check. The Learning Zone will not cover the cost of a second enhanced DBS check.
· The nursery covers the cost of the initial DBS check for new employees only.

Record Keeping and Confidentiality
· All recruitment documents are stored securely in locked cabinets with restricted access.
· Staff files include, application form, interview notes, references, ID checks, DBS certificate details, training records, and suitability declarations.
Suitable People
References should be provided for employees upon request in a timely manner. When asked to provide references, providers should ensure the information confirms whether they are satisfied with the applicant’s suitability to work with children and provide the facts (not opinions) of any substantiated safeguarding concerns/allegations that meet the harm threshold* . They should not include information about concerns/allegations which are unsubstantiated, unfounded, false, or malicious.

Disqualification
OFSTED will be notified of any significant event which is likely to affect the suitability of any person who is in regular contact with children on the premises. This will be done as soon as reasonably possible, but in any event within 14 days of the date that we became aware of the information. We will take appropriate action to ensure the safety of the children.
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	Name of candidate
	

	Position applied for
	Childcare Practitioner

	Name of organisation
	The Learning Zone Nursery



The above named person has expressed an interest in working with our organisation and has given your name as a referee. The post involves substantial access to and responsibility for children. 
As an organisation committed to the welfare and protection of children, we wish to know if there is any reason at all to be concerned about this candidate’s suitability for this type of role. 
If you are happy to complete this reference, any information will be treated confidentially and in accordance with relevant legislation and guidance. Information will only be shared with the person conducting the assessment of the candidate's suitability for the post, if he/she is offered the position in question. We would appreciate you being open and honest in your evaluation of this person.
	Your knowledge of the candidate 

	Dates of employment or volunteering (DD/MM/YY)
	From:
	To:

	Capacity in which the candidate was employed or known
	

	Main duties:





How did the applicant relate with parents and staff?


Was the applicant patient with the children? 


Were there ever any emergency situations? How did the applicant handle this?


How did the applicant handle discipline? Was this in line with nursery practise?





	What are their strengths?



What are their weaknesses?





	Please rate the candidate 
on the following qualities:

	
	Poor
	Average
	Good
	Very good
	Excellent

	Responsibility
	
	
	
	
	

	Maturity
	
	
	
	
	

	Time Keeping
	
	
	
	
	

	Self-motivation
	
	
	
	
	

	Ability to motivate others
	
	
	
	
	

	Energy
	
	
	
	
	

	Trustworthiness
	
	
	
	
	

	Reliability
	
	
	
	
	



	Safeguarding and child protection concerns 

	This post involves substantial access to children. As an organisation committed to the welfare and protection of children, we wish to know if you are aware of any reason why this person might not be suitable to work with children.
	
	No
	
	Yes – please provide more information:

	




	Are you aware of any previous substantiated allegations, sanctions and/or disciplinary action taken against this person where there were concerns relating to children’s safety or protection?
	
	No
	
	Yes – please provide more information:

	

	Are you aware of any current or ongoing allegations or investigations, or of any disciplinary sanctions that remain against this person? This may or may not be related to children’s safety and protection.
	
	No
	
	Yes – please provide more information:

	

	Would you re-employ or re-engage this person in volunteering?
	
	No – please provide more information:
	
	Yes 
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	Reason given by person for leaving their position with your company 

	






	Your details and declaration

	Name
	

	Organisation
	

	Position
	

	Contact number(s)
	

	Signature
	
	Date
	



Please return to:
Annette Gasson & Janet Merrell

The Learning Zone Nursery
Symonds Green Community Centre, 
Filey Close, 
Stevenage, 
Herts, 
SG1 2JW

EMAIL: thelearningzonenursery@hotmail.com 
TEL: 07747411137   
Legal framework
Keeping Children Safe in Education” all requirements of the EYFS statutory framework.			   To be reviewed: October 2026
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