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Barley Lane Montessori Pre-School and After School Centre
suitable people / RECRUITMENT Policy and Procedure

Barley Lane Montessori Pre-School and After School Centre has a robust recruitment policy and procedure in place, which is linked to our safeguarding children policy. Prospective staff is informed that checks will be carried out on them to ensure that children are safeguarded and protected.

Applicants have the opportunity to state whether they have any convictions and an enhanced DBS is carried out on all staff. The number and date is noted and we ensure that this is stored in a confidential place. During the interview we question the applicant about any gaps in their employment and cross reference with employment dates in their application forms.

Two references are taken up – one must be from a previous employer or place of study, and again, dates are checked as to when they were in employment. We ask prospective employees about their health – for example, how many sick days they have had in last rolling year, and this is sometimes verified from the previous employer. Further clarifications may be sought if the individual has a medical condition that may impact on their suitability. We would always make a risk assessment of the situation.

The applicant has to produce identification, which is matched to their address and date of birth. Photo identification is also in place to make sure that the prospective candidate is who they say they are.

Recruitment Procedure:

· Any job position would be well advertised in leading industry magazine NURSERY WORLD, FiND Bulletin which is our Redbridge Local authority portal and WWW.GUMTREE.COM a popular site used by Londoners to source good quality candidates. Candidates would be asked to email their CV'S.
· Once CV'S are received they would be scrutinised and matched against the job description, we would shortlist only suitable CV's and invite the applicant for an interview with one of our senior managers.
· Stage 1: First Interview - this is an informal chat to know the candidate and them to know the company and the job role. This is an opportunity for applicant to understand our systems and processes and have a tour of the nursery. At the same time it’s our opportunity to understand the candidate and look at their qualifications and experience certificates.
· Stage 2: Work Trial - we would offer 2-3 days UNPAID WORK TRIAL to applicants that have been select after the first interview. Our work trial is aimed at observing the applicants’ interactions and relationships with the children, and to observe how well they perform within a team. On the basis of their work trial next stage would be determined.
· Stage 3: Second Interview and EYFS Knowledge Test - After a successful work trial we would invite the applicant for a second interview with the panel of our managers and a parent rep from our parents committee. A written knowledge test would be given to check the applicants’ Knowledge of EYFS. The test also determines a applicants’ literacy skill.


· Stage 4: Background Checks and Reference Checks - If the candidate passes previous stages, we would then conduct background checks like: previous employer, submit a DBS check from our company and reference checks from at least 2 people who have known the candidate for 3 years. One out of 2 would be there previous manager.
· Job Offer - A Formal Job offer would be then be made to the applicant and a start date given. 
Staffing:

A high adult : child ratio is essential in providing good quality Centre care. To meet this aim we use the following rations of adult to child:

-
Children aged two years 

1 adult: 4 children

-
Children aged three – seven

1 adult: 8 children

A minimum of two staff/adults are on duty at any one time. We also use a key person system to ensure that each child and each family has a particular member of staff for discussion and consultation on the child’s development and needs.
In the Centre:
1. We have at least one member of staff to each eight children and one to each 4 toddlers.
2.  Regular staff meetings provide opportunities for staff to undertake curriculum planning and to discuss the children’s progress and any difficulties.
3. We work towards an equal opportunity employment policy. We seek to offer job opportunities equally to both women and men, with and without disabilities from all religious, social, ethnic and cultural groups.
4. At least half of our staff holds the NVQ 2 or 3 in Childcare and Education qualifications or an equivalent qualification.
5. Regular in-service training is available to all staff members; through the Redbridge Early Years Pedagogy team Training and in-setting trainings.
6. Our Centre budget includes an allocation towards training costs. Staffs are sent for regular training to keep their qualification up to date. DBS is generally encouraged and staffs are made aware of what trainings are available and at what cost.

7. We support the work of our staff by means of regular monitoring/appraisals.
8. We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation.

Student Placement Policy:

We recognise that the quality and variety of work which goes on in a pre-school makes it an ideal place for students on placement from school and college childcare courses as well as those on the Diploma in Pre-school Practice or any similar courses. Students are welcomed into the Centre on the following conditions:
1. The needs of the children are paramount. Students will not be admitted in numbers which hinder the essential work of the Centre.
2. Students must be confirmed by their tutor as being engaged in a bona fide childcare course which provides necessary background understanding of children’s development and activities.
3. Students required to conduct child studies will obtain permission from the parents of the child to be studied.
4. Any information gained by the students about the children, families and other adults in the Centre must remain confidential.
5. Unless registered as fit persons, students will not have unrestricted access to children.

Record

The Centre keeps and maintains detailed record to the Staffs employment for as long as the Employee remains in our Centre. Each staff has a file in which all documents relating to that staff is kept; from application form to incidental disciplinary reports

Continuous Checks

In line with the Child Safeguarding Rules, Centre has a policy of ensuring that the staffs remain suitable to work with children. Annual Suitability Declaration Forms are required to be completed by all staff members as a continuous attempt to ensure that the staffs remain qualified.

Staffs are also reminded to inform the Management immediately any situation occurs that alters their standing or that might have an effect on their DBS rating with the authorities.
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