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Recruitment and Selection Policy
Clever Cloggs aims to ensure that any vulnerable people, whether children, young people or adults, are protected
and kept safe from harm while they are with staff and volunteers in this organisation. In order to achieve this,
we will ensure our staff and volunteers are carefully selected, screened and supervised. This policy works in
conjunction with:
Policy Number 21 Staffing and Employment Policy
We will through our recruitment process try and deter unsuitable applicants by making it clear our commitment
to safe guarding vulnerable people from the first point of contact. It will be made clear in all literature and
information provided for applicants to withdraw from the application process and that we will inform registered
bodies if concerns about applicant arises.
In our literature we will also make it clear that the position is exempt from the Rehabilitation of Offenders
Act 1974 and all reprimands cautions and court convictions must be disclosed on the application forms.
When approached by volunteers or applicants for work within the Pre-school, an interview process will be used
to evaluate if the applicant is suitable and asked to provide references. All such references will be followed up.
All applicants and volunteers will undergo an online Enhanced DBS check where they will have to provide
evidence to back up identification, address and their eligibility to work in the UK. Applicants and Volunteer is
asked to complete and sign a suitability form.
Volunteer or applicant will be asked to attend induction sessions before starting any placement. This will allow
the Volunteer/applicant time to know the staff and settings daily routines before their start date. Applicants
will not be unsupervised until all checks are returned and clear and references received. Volunteers will not be
left unsupervised while in the setting even after all checks are made.

The following is Clever Cloggs Recruitment Procedure
o

When the need to recruit staff arises, vacancies will be advertised locally and open to all persons who
meet the criteria of the position vacant making clear our commitment to safe guarding.

o

Applications will be collated, and a short list will be arranged by the managers and leadership team.

o

Shortlisted applicants will be asked to attend an interview process that will include supervised time with
a group of children in free play and/or a pre-planned activity and a written observation.

o

Before the interview is complete verbal references maybe sort, if not received prior to the interview.

o

Shortlisted candidates will be scored during the process and the best candidate offered a post, if no
candidate if suitable then the process will start again.

During the interview applicants will be challenged on any gaps in employment, concerns or discrepancies that
could lead to questions about the applicant’s suitability to work with vulnerable people or young children. It will
be made clear that the management reserves the right to contact external agencies when concerns about the
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applicant’s suitability is in question that could impact on the applicant from working with vulnerable people or
young children.
Any applicant will be excluded from the application process if they disclose any of the following:
1.

convictions or charges of an offence against a child or being made the subject of an order
where a child has been removed from his/her care or been prevented from living with him/her

2. convictions or charges of certain offences, against an adult (e.g. murder, kidnapping, rape,
indecent assault, assault causing actual bodily harm)
3. being on the Protection of Children Act (POCA) list of persons considered unsuitable to work
with children and being placed on list 99
4. being made the subject of a disqualifying order
In such circumstances where an application has been received the managers reserve the right to contact the
Disclosure Barring System (DBS) and Ofsted on 0300 123 1231 without notifying the applicant on grounds of
unsuitability of working with vulnerable people and young children.

Screening
All successful applicants will be subject to obtaining a cleared DBS and will not be offered employment.
References will be double checked, and verbal references taken where written are not received and a verbal
check on references where applicants or references show cause for concern.

Training
During the employment probation period management will arrange for the applicant to attend training courses,
where possible courses will be within the normal hours of the day, but may only be on offer as additional hours,
these will be paid as over time at the normal rate. If the applicant refuses to attend training within their
normal hours of work, a suitable reason is required. Failure to attend the courses applied for will be charged at
£80.00 and reclaimed from the end of month wages.
All new employees will be sent on training that will support the role of childcare practitioner and to provide
opportunities for up to date information and build on skills needed for working in a pre-school setting. Applied
for courses must benefit the setting and not just the individual.
In addition to offsite and online training the management will provide additional advice and information on
health and safety, safe guarding and fire safety.

Supervision/ Appraisals
During a staff member’s probation period the managers observe and gather information to use as a basis for
the first supervision meeting. During this meeting the management will discuss how things are and to either
extend beyond 3 months or end the probation period if all checks are clear.
After the probation supervision meeting new dates will be provided for additional supervisions or appraisals to
take place during the academic year, forming part of the terms and conditions of employment.
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