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	Statement of Intent

	Hagbourne Pre-school is committed to the safeguarding and welfare of the children in our care, and we expect all staff, volunteers and students to be the same.

We strive to find the best possible person and to achieve this, we believe it is important to recruit individuals with different skills and experiences from a variety of backgrounds, allowing us to continue providing the highest level of care and education. 



	Aim

	To implement a rigorous recruitment process when recruiting new employees, whilst providing equal opportunities for all applicants.



	Method

	Procedure

· Adverts are placed in reputable places and we try to fill the role locally, by using the local school’s Newsletter, our own website and Newsletter, and the Parish Magazine. We will then use other websites, such as Oxfordshire County Council and the Job Centre

· The advert will contain a statement relating to our commitment to safeguarding and child welfare, a job description, date of interview and closing date for the application together with contact details

· All applicants will be required to complete an application form first and supply two referees

· Hagbourne Pre-school has the right not to invite all applicants for an interview, if their application seems unsuitable, those who have been unsuccessful at this stage may not be contacted directly
· All shortlisted candidates will be contacted and invited for an interview

· References will be sought and verbally checked before the interview

· Candidates will be asked to bring the following to the interview

Evidence of identity, address, qualifications and proof to work in the UK

· Current Driving Licence or passport or full birth certificate

· Two utility bills or statements (from different sources) showing their name and home address ( not mobile telephone bills)

· Documentation confirming their National Insurance Number

· Documents confirming any qualifications referred to in their application

Where an applicant has changed his/her name (deed poll, marriage adoption), documentary proof will be required

· Written references will be sought after the interview

· Shortlisted candidates will also be invited to spend some time in the setting prior to the interview itself

· Each candidate will be asked to about their criminal history, with reference to anything that may show up in the DBS check

· Detailed enquiries will also be made regarding any gaps in their employment record

· The Early Years Manager and Co-Chair of the Management Committee will be present at the interview, both of whom will be Safer Recruitment trained

· All candidates will be asked the same basic questions, giving the interviewers the opportunity to ask the candidates to expand on certain areas if needed.

· Notes should be taken during the interview and recorded on the Interview Question Grid

· Questions about the candidate’s personal circumstances which are not related to the job and discriminatory questions should not be asked

· The interview will be conducted fairly and consistently for all candidates

·  Each candidate will be notified as soon as possible, as to whether they were successful or not
· Unsuccessful candidates may write to request notes from the interview panel
Starting Work

· The successful candidate will be informed that the job offer is conditional depending the results of an enhanced DBS check and successful completion of the probationary period (usually 3 months)

· The new member of staff will not be left unsupervised until the DBS check is returned clear

· The new member of staff will undergo an induction period (usually 8 weeks) and be assigned a Mentor.

· The mentor will have regular meetings with the new member of staff and make them aware of the Pre-school’s Policies and Procedures, also the daily running of Pre-school. They will be given any help and guidance needed

· All New members of staff will be given their own copies of the policies

· Their work ethics and performance will be monitored closely during the probationary time and if satisfactory levels are not being reached, their employment may be reconsidered

· If the candidate has proved to be satisfactory or more, a permanent job offer will be made

· All employees undergo regular Supervisions and Appraisals. See Staff and Employment policy


	Contacts

	Pre-school Early Years Manager
Pre-school Early Years Play Assistants

Pre-school Committee Members
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