RECRUITMENT AND SELECTION POLICY

No job applicant, trainee applicant, employee or trainee will be treated less favourably than another.

If appropriate checks reveal that a person has a previous conviction, Fontmell Magna Under Fives will comply with the Disclosure and Baring System (DBS) when receiving such information. We will consider all the circumstances before making a recruitment decision including our duties under the Criminal Justice and Court Services Act 2000, the Rehabilitation of Offenders Act 1974, the Education Act 2002, and the Race Relations Act 1976 (Amended) Regulations 2003.

· Advertising – In the interests of Equal Opportunities the childcare provision will ensure that all job vacancies are advertised in a variety of places (Local school notice board, Newspapers) to attract applicants from all the community.

· Interviewing – Fontmell Magna Under Fives will shortlist candidates against the job specification and invite them to attend an interview. The best candidate will be selected for the job.

· Employing staff – Fontmell Magna Under Fives will ensure to investigate checks and references, notifying the registering authority about staff appointments and prepare an induction package.

· Reviewing the Policy – Recruitment, selection, employment procedures and practice will be kept under review to ensure that individuals are recruited, selected, trained and promoted based on their abilities, merits and requirements of the job.

Roles and Responsibilities of Various Members of Staff

· The keyworker will liaise with the parents/carers of the child.

· The role of the SENCO is to take responsibility for the operation of the Fontmell Magna Under Fives SEND policy and to co-ordinate provision for children with SEND.

SUPERVISION OF STAFF

The person in charge is responsible for ensuring all staff are registered to work on the premises. OFSTED forms are issued and checks are carried out, however staff can work at Fontmell Magna Under Fives before these checks are completed as long as they are supervised by registered staff at all times.

All Fontmell Magna Under Fives staff will be informed of staff awaiting registration clearance.

Unregistered staff must never:

· Be left unsupervised whilst caring for children.

· Take children for toilet visits unless supervised by registered staff.

· Be left unsupervised during outdoor play.

· Be left in a room for children.

· Administer medication.

· Administer first aid.

Whilst ensuring all the above are adhered to, it is vital that the unregistered staff be made to feel part of the team and participate fully in every aspect of the session.

As a provision, when recruiting new staff, they will need to carry out a check thorough the Disclosure and Baring Service to help assess the suitability of applicants. We will do all in our power to comply with the (DBS) Code of Practice and the Data Protection Act, when handling, using, storing, retaining and disposing of Disclosures and Disclosure information (i.e. the information we receive from the Disclosure and Baring Service).

Aim

· Handling – We aim to comply with section 124 of the Police Act 1997, i.e. Disclosure information will only be passed to those who are authorised to receive it in the course of their duties. We will keep a record of all those people to whom disclosure information has been revealed and we understand it is a criminal offence to pass this information to anyone who is not entitled to receive it.

· Using – Disclosure information will only be used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.
· Retaining – Once a recruitment decision has been made, we will not keep Disclosure information for any longer than it is necessary (i.e. not normally longer than six months). If we do need to keep the information for a longer period, we will contact the Disclosure and Baring Service about this.
· When we have finished with the Disclosure information, we will immediately destroy it in a secure manner, i.e. shredding or burning.
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