NOAHS ARK COMMUNITY PRE-SCHOOL

25.STAFF RECRUITMENT POLICY

(September 2025)

1. Recruitment Procedure

2. Aims

3. To ensure safe recruitment methods are practiced when employing staff.  

4. Methods

a. Recruitment Officers

i. The Pre-school Leader (Atiq Chowdhry) the Director, has overall responsibility for the recruitment of qualified and suitable employees.

ii. At least one of the officers will have completed the on-line safer recruitment training or an accredited course.

b. Job descriptions

i. There will be a person specification and job description for every position and the job description will provide detailed guidance to applicants on the role.

ii. The job description will include a statement on the responsibility of the member of staff to safeguard and promote the welfare of children.

iii. The person specification will include reference to the member of staff’s suitability to work with children.

c. Advertising

i. Posts are advertised widely.

ii. Job adverts state clearly the position, required skills and knowledge, and expected qualifications and experience.  Adverts will also include the hours and salary for the position.

iii. All job adverts will list safeguarding training as a desirable qualification and include a statement on safeguarding children.

iv. Job adverts will inform applicants that an enhanced Disclosure & Barring Service (DBS) check will be required for the post.

v. Adverts will state a closing date for the receipt of application forms, expected interview dates and the start date for the post.

d. Applications

i. All applicants will be requested to complete an application form either online or a hard copy.  Only fully completed application forms will be considered.

ii. Application forms will include an applicant’s full employment history, training and qualifications, and professional references.

iii. Applicants will be required to disclose any criminal convictions, cautions, or reprimands, warnings or bind-overs that they have incurred. The application form will include a statement explaining that positions working with children are exempted from the Rehabilitation of Offenders Act 1974.  This includes any convictions considered as ‘spent’ under the Act.

iv. All application forms should be signed by the applicant.

e. Shortlisting

i. Applicants will be short listed according to the criteria set out in the job advert and job description by the named recruitment officers.

f. References

i. Where possible references should be sought for short-listed candidates prior to the interview and all references must be collected before employment.  One reference must be from the applicants’ current or more recent employer where possible. References must be made directly to the named referee on the application form by direct email.
ii. Written references must be followed up by a telephone call to verify authenticity to the named referee on the application form.
g. Interviews

i. Shortlisted applicants should be contacted to attend an interview.

ii. Prior to the interview applicants should be informed of the documentation they will need to provide as evidence of their identification and in support of their qualifications.

iii. Applicants will be informed in advance if they will need to come in at an additional time to do a practical element for the interview process. 

iv. Pre-agreed questions based on the post will be used to conduct the interview.  Responses will be recorded on the short listing and recruitment analysis form. The interview process will also include a written and practical task.

v. Any discrepancies on the application form, or gaps in employment should be explored at the interview, as well as any individual questions arising from references or the interview.

vi. Check whether the applicant is suitable for work with children (Including DBS checks, references and self-disclosure)

h. Checks

i. The applicant’s identity is verified with photographic proof e.g. passport or driving licence.

ii. The applicant’s qualifications are verified with the original documents.

iii. An applicant’s right to work in the UK is confirmed through scrutiny of appropriate documents.

iv. The applicant’s health and physical capacity to undertake the role is verified.

v. No copies of the above documents are taken at the interview.  Successful candidates will be asked to bring in all the documentation again on their first day of work.

i. Decision to appoint

i. Successful interviewees will be sent an employment offer letter, clearly stating that the position is subject to a clear DBS check and satisfactory references.

ii. The letter will state the candidate’s rate of pay.

iii. The candidate will need to return a signed copy of the letter as acceptance of the position prior to starting work.
iv. Candidate will also have to complete a disqualification declaration as set out by the government in October 2014.
j. Commencement of employment

i. A suitable date to start will be agreed.

ii. The candidate will need to bring in all verification documents on this day for the manager to take copies.

iii. The candidate will take part in an induction on the first day. This should include a checklist covering all key aspects of the organisations policies, particularly Safeguarding, Behaviour Management, Confidentiality and Adult Code of Behaviour.

iv. They will be asked to read and sign a confidentiality statement.

v. The candidate will be informed of tasks and activities they are not to, or to do under supervision, until a satisfactory DBS disclosure arrives.

vi. New staff must sign a Health Declaration form.

k. Probationary Period

i. All new staff will be subject to a 6 month probation period. The staff member will be offered regular supervision during this period. 

ii. There will be annual appraisals there after, with regular supervisions.

We work towards an equal opportunities policy, seeking to offer job opportunities to men and women with or without disabilities from  all social, ethnic and cultural backgrounds.

The pre-school committee will be flexible in offering interview times to those answering job adverts.

This policy is reviewed annually 

Signed on behalf of the Pre-School: 03/09/2025      

Position: Manager               
