Recruitment & Selection Policy
Statement of Intent:

It is Park Nursery’s policy to recruit staff in accordance with:
· Child Protection guidelines

· Ofsted  Standards
· Equality of Opportunity best practice

· Anti-Discriminatory practice

And to:

1. Obtain a full employment history from the applicant, and a completed Application Form (if not straight from college) and get an explanation of any gaps in employment history.

· Pre-interview
2. Confirm the identity of the applicant by seeing original documents (not copies) of Passport, Driving Licence, and Birth Certificate.

· At interview
3. Ensure the applicant completes a Health Declaration document and any concerns should be discussed with the applicant to decide if they are suitable to work with children.

· At interview
4. Obtain at least 2 satisfactory references (professional and character) and check that these are genuine.

· Pre-job offer/Pre-invite for interview (of c.v. details)
5. Check qualifications by seeing original documents (not copies) and check with the awarding bodies that these are genuine.

· Pre-job offer/Pre-invite for interview (of c.v. details) 
6. Complete a DBS check and obtain an enhanced disclosure.

· Pre-job offer (check with TMG for any disclosures before interview)
7. Make the job offer subject to a Probationary Period and only if references are approved, DBS enhanced disclosure is received and qualifications check is satisfactory.
· At the job offer
8. Ensure new staffs undergo an Induction Programme which includes an initial training and development needs analysis with action plan and continuous reviews of development are carried out throughout the employment period. 

· When the new employee begins employment
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