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SAFER RECRUITMENT AND SELECTION POLICY
1. I NTRODUCTION
1.1 Purpose of the policy
The purpose of this policy is to provide a framework for recruitment and selection within Docklands Day Nursery (DDN). We are committed to provide the best possible care and education to our children and to safeguard and promote their welfare. DDN is also committed to providing a supportive and flexible working environment to all its staff members. DDN recognises that, in order to achieve these aims, it is of great importance to attract, recruit and retain staff the highest quality of who share this commitment with us. 
The aims of DDNs safer recruitment and selection policy are as follows: 
(  to ensure that the best possible staff are recruited based on their merits, abilities and suitability for the position 

(  to ensure that all job applicants are considered equally and consistently. 

(  to ensure that no job applicant is treated unfairly on any grounds including race, colour, nationality, ethnic or national origin, religion or religious belief, sex, or sexual orientation, marital or civil partner status, gender reassignment, disability or age. 

( It is Docklands Day Nursery’s Policy that recruitment and selection will be carried out within the legal framework that exists and will enshrine recognised good employment practice,  to ensure compliance with all relevant legislation, recommendations and guidance including the statutory guidance published by the Department for Education (DfE), Keeping children safe in education (1 September 2022) (KCSIE), Disqualification under the Childcare Act 2006 (DUCA), the Prevent Duty Guidance for England and Wales 2015 (the Prevent Duty Guidance) and any guidance or code of practice published by the Disclosure and Barring Service (DBS); and  
(  to ensure that the DDN meets its commitment to safeguarding and promoting the welfare of the children by carrying out all necessary pre-employment checks. 
At DDN, we have a principle of open competition in our approach to recruitment and will seek to recruit the best applicant for the job. The recruitment and selection process should ensure the identification of the person best suited to the job based on the applicant’s abilities, qualification, experience, behaviours, and merit as measured against the job description and person specification. 

The recruitment and selection of staff will be conducted in a professional, timely and responsive manner and in compliance with current employment legislation, and relevant safeguarding legislation and statutory guidance. 
If a member of staff involved in the recruitment process has a close personal or familial relationship with an applicant, they must declare it as soon as they are aware of the individual’s application and avoid any involvement in the recruitment and selection decision-making process. 

DDN aims to operate this procedure consistently and thoroughly while obtaining, collating, analysing, and evaluating information from and about applicants applying for job vacancies. 

Employees involved in the recruitment and selection of staff are responsible for familiarising themselves with and complying with the provisions of this policy. The Director in charge of recruitment will decide the most appropriate people for the interview panel. There will be at least two people involved in each interview. one member of the panel would have attended safer recruitment training, but both will be involved in the overall decision making. 
  In the interview, all the candidates’ identities will be checked, and all of them would be required to prove they are eligible to work in the UK. The panel will explore any gaps in each candidate’s employment history and any gaps noticed would need to be explained by the candidate. 

The candidate will be asked to provide proof of their qualifications, where applicable. All qualifications will be checked, and copies taken for the Candidate’s personnel files. 
It is also Docklands Day Nursery’s policy that the principles of Safe Recruitment are embodied in the procedures to ensure that the maximum amount is done to safeguard the children who access Docklands Day Nursery’s services.

Appointment to jobs within Docklands Day Nursery will therefore be based on ability to do the job and not on other non-job-related criteria. It will be this principle that will underpin all decisions and actions taken when recruiting staff.
RISK ASSESSMENT
The risk that Docklands Day Nursery faces if this policy is not adhered to is that an applicant could bring a claim of discrimination against the organisation. In addition, we could employ an individual who is unsuitable for working with children. Both risks are serious which means that it is important that the policy and procedure is always adhered to.

Data protection 
DDN is legally required to carry out the pre-appointment checks detailed in this procedure. Staff and prospective staff will be required to provide certain information to the nursery to enable the us to carry out the checks that are applicable to their role. DDN will also be required to provide certain information to third parties, such as the Disclosure and Barring Service, etc. Failure to provide requested information may result in the nursery not being able to meet its employment, safeguarding or legal obligations. 
Recruitment and selection procedure 
Advertising 
We advertise on many well-known job platforms as well as the local press as well as our nursery website. The job website we always use are Indeed.com, CV Library, Total Jobs, Nursery World, Talent Hunts, Health Jobs 4 U, Talent Finders UK, and other job platforms. 

We will make sure that our adverts include details of our equal opportunities and our safer recruitment procedures, which includes the need for an enhanced DBS check, and at least two references for every new employee, and the requirement for additional criminal record check for anyone who has lived or worked abroad for more than 3 months in the last five years. 

All applicants for employment will be required to complete an application form containing questions about their academic and employment history and their suitability for the role. This information must be provided by the applicant for the application to be accepted. 
Incomplete application forms will be returned to the applicant where the application deadline has not passed. Should there be any gaps in academic or employment history, a satisfactory explanation must be provided. A curriculum vitae will not be accepted in place of the completed application form. 

Applicants will receive a job description and person specification for the role applied for. 

DDN will then conduct a shortlisting exercise by reviewing all application forms received to determine which applicants will be invited for interview. The shortlisting exercise will usually be conducted by two members of staff, who will ideally also be involved in the interview process or panel. 

Shortlisted applicants will be invited to attend a formal interview at which their skills and experience will be discussed in more detail. All shortlisted applicants will be tested at interview about their suitability to work with children. 
 All shortlisted candidates reaching the interview stage are questioned using the same set criteria and questions. These are draw from the job description, personal specifications, and the cover specific areas (depending on the role applied for), including safeguarding the children in their care, planning suitable activities to enhance the child’s development and their understanding of the legal frameworks applied to childcare that are used in the nursery. The questions will be value based and will ensure the candidate has the same values as the nursery with regards to the safety and welfare of the children in their care. 
The Candidates will be given a rating for their answers this will be combined with their individual experience and qualifications, and they may be asked to take part in a supervised practical exercise which will involve spending time in a particular age group in the nursery, interacting with the children, staff, and if appropriate, parents, depending on the role they are being interviewed for. 

If the nursery decides to make an offer of employment following the formal interview, any such offer will be conditional on the following: 

(  their answers to the interview questions asked; 

(  their knowledge and understanding of the Early Years Framework, 

(  their experience and qualifications and understanding of child development. 

( Their attitudes towards children and interaction if they are assessed in that area 

(  the needs of the nursery. candidates will be given feedback. 

(  the agreement of a mutually acceptable start date and the signing of a contract incorporating the nursery’s standard terms and conditions of employment 

(  verification of the applicant's identity (where that has not previously been verified) 

(  verification of qualifications, whether professional or otherwise, which the DDN considers in making the appointment decision, or which are referred to in the application form, whether a requirement for the role or not 

(  verification of the applicant's employment history 

(  the receipt of two references (one of which must be from the applicant's most recent employer) which the nursery considers to be satisfactory. 

(  where the position amounts to "regulated activity a receipt of an enhanced disclosure from the DBS which nursery considers to be satisfactory 

(  where the position amounts to "regulated activity" (confirmation that the applicant is not named on the Children's Barred List through an enhanced DBS check.
(  Every candidate will receive communication from the nursery stating whether they have been successful or not. Unsuccessful
NOTE: DDN is required to carry out an enhanced DBS check and a Children's Barred List check.  for all staff, who will be engaging in both regulated activity and non-regulated activities in the nursery. Every Agency or supply staff working with us must have an enhanced DBS check carried out by the supply company and a proof sent to the nursery before commencing of work by that very Agency or supply staff.

(  information about whether the applicant has ever been subject to a direction under section 142 of the Education Act 2002 which renders them unable or unsuitable to work at the Nurseries/Schools.
(  for management positions, information about whether the applicant has ever been referred to the Department for Education or is the subject of a direction under section 128 of the Education and Skills Act 2008 which renders them unable or unsuitable to work at the S Nurseries/Schools.
(  verification of the applicant's medical fitness for the role 
(  verification of the applicant's right to work in the UK; and 

(  any further checks which the nursery decides are necessary because of the applicant having lived or worked outside of the UK which may include an overseas criminal records check, certificate of good conduct or professional references. 

Newly appointed staff are not permitted to commence work at the nursery unless the recruitment checklist has been completed and signed by the manager or director. 

The completed checklist is retained on the individual staff member's personnel file and the manager phones or sends an email to the new staff member to confirm that they can commence work. The manager needs to update the single central register of the nursery staff members as soon as the new staff commences work.
Pre-employment checks
In accordance with the recommendations set out in Keeping children safe in education (1 September 2022) (KCSIE), and Disqualification under the Childcare Act 2006 (DUCA), the nursery carries out several pre-employment checks in respect of all prospective staff. 
In fulfilling its obligations to carry out pre-employment checks the nursery does not discriminate on the grounds of race, colour, nationality, ethnic or national origin, religion or religious belief, sex or sexual orientation, marital or civil partner status, gender reassignment, disability or age. 

Online searches  

DDN will determine how it approaches online searches on a case-by-case basis. However, all applicants for a role at the nursery will be treated consistently regarding online searches. 

Wherever possible online searches will be undertaken by a person who will play no other part in the recruitment process or the appointment decision. In carrying out online searches the nursery is looking for any publicly available information about an applicant that: 

(  may be relevant to their suitability to carry out the role for which they have applied; 

(  may be relevant to their suitability to work at the nursery or in an education setting; 

(  is of a safeguarding nature; and/or may have an impact on the nursery’s reputation (whether positive or negative). 

In evaluating any online information for relevance the nursery will use the following criteria: 

(  whether the information is relevant to the position applied for; 

(  whether the information is relevant to the applicant's suitability to work at the nursery or in an education setting. 

(  whether the information could have an impact on the nursery reputation (whether positive or negative); 

(  whether the information calls into doubt the applicant's willingness or ability to uphold the nursery commitment to safeguarding and promoting the welfare of children; 

(  the length of time since the information became publicly available and whether the applicant's circumstances have changed since the information was published. 

(  whether the information reveals a pattern of concerning behaviour; and 

(  the relevant circumstances and the explanation(s) offered by the applicant. 

For successful candidates, the nursery will retain information generated through online searches for the duration of the individual's employment. 
For unsuccessful candidates, the nursery retains the information generated from online searches for six months from the date on which they are informed their application was unsuccessful, after which it will be securely destroyed.  
 Verification of identity, address, right to work in the UK and qualifications
All applicants who are invited to an interview will be required to bring with them evidence of their identity, right to work in the UK, address, and qualifications. 

DDN will ask for this information at interview to ensure that the person attending interview is who they claim to be, that they are permitted to work for the nursery if appointed and that they hold appropriate qualifications. 

Identity and address: all applicants must bring with them to interview, original documents which evidence their identity and address as set out below and in the list of valid identity documents (these requirements comply with DBS identity checking guidelines): 

one document from Group 1*; and 

two further documents from either of Group 1*, Group 2a or Group 2b, one of which must verify the applicant's current address; and 

(*applicants must always provide their birth certificate as one form of identity unless there is good reason why this cannot be provided). 

Where an applicant claims to have changed their name by deed poll or any other means
(e.g. marriage, adoption, statutory declaration) they will be required to provide documentary evidence of the change. They will also be required to provide their birth certificate. 

DDN WILL ask for the date of birth of all applicants in order to verify identity and check for any unexplained discrepancies in the employment and education history. DDN does not discriminate on the grounds of age. 

Right to work in the UK: all applicants must also bring to interview a valid form of evidence which confirms their right to work in the UK. Valid forms of evidence can be found in the Home Office 'Right to Work Checklist': (Right to work checklist (publishing.service.gov.uk)) 

DDN will check this evidence in accordance with the Home Office 'Code of Practice on preventing illegal working: Civil penalty scheme for employers: 1 July 2021' (Code of practice on preventing illegal working (publishing.service.gov.uk)) 

Qualifications: all applicants must also bring to interview original documents which evidence any educational and professional qualifications referred to in their application form and/or which DDN requests. 

References 
References  can be taken up on short listed applicants prior to interview where possible, Interviewers to ask the Applicants if it’s fine with them for the nursery to take up references before interviews. Please note that no questions will be asked about health or medical fitness prior to any offer of employment being made. 
All offers of employment will be subject to the receipt of a minimum of two references which are considered satisfactory by the nursery. One of the references must be from the applicant's current or most recent employer. If the current / most recent employment does / did not involve work with children, then the second reference should be from the employer with whom the applicant most recently worked with children. Neither referee should be a relative or someone known to the applicant solely as a friend. 

All referees will be asked whether they believe the applicant is suitable for the job for which they have applied and whether they have any reason to believe that the applicant is unsuitable to work with children. All referees will be sent a copy of the job description and person specification for the role for which the applicant has applied. If the referee is a current or previous employer, they will also be asked to confirm the following: 

(  the applicant's dates of employment, salary, job title / duties, reason for leaving, performance, sickness* and disciplinary record 

(  whether the applicant has ever been the subject of disciplinary procedures involving issues related to the safety and welfare of children (including any in which the disciplinary sanction has expired), except where the issues were deemed to have resulted from allegations which were found to be unsubstantiated, unfounded, false or malicious 

(  whether any allegations or concerns have been raised about the applicant that relate to the safety and welfare of children or behaviour towards children, except where the allegation or concerns were found to be unsubstantiated, unfounded, false or malicious 

(  whether the applicant could be considered to be involved in "extremism" (see the definition of "extremism" at section below). 

(*questions about health or sickness records will only be included in reference requests sent out after the offer of employment has been made.) 

DDN will only accept references obtained directly from the referee and it will not rely on references or testimonials provided by the applicant or on open references or testimonials. 

DDN will compare all references with any information given on the application form. Any discrepancies or inconsistencies in the information will be taken up with the applicant and the relevant referee before any appointment is confirmed.  
If it has not been possible to obtain a reference prior to interview it will be reviewed upon receipt. Any discrepancies identified between the reference and the application form and/or the interview assessment form will be considered by the Nursery The applicant may be asked to provide further information or clarification before an appointment can be confirmed. 

DDN may at its discretion make telephone contact with any referee to verify the details of the written reference provided. 

DDN treats all references given or received as confidential which means that the applicant may not usually be provided with a copy.  
All internal candidates who apply for a new role at the nursery will have their application assessed in accordance with this procedure. References may be taken up on internal candidates as part of the application process and can be provided by colleagues as the nursery will be the most recent employer and will previously have taken up references from past employers. 
Criminal records checks 
Prior to 29 May 2013 an enhanced disclosure contained details of all convictions on record (including those which are defined as "spent" under the Rehabilitation of Offenders Act 1974) together with details of any cautions, reprimands or warnings held on the Police National Computer. It could also contain non-conviction information from local police records which a chief police officer considered relevant to the role applied for at the nursery. 

DBS filtering rules 

With effect from 29 May 2013 the DBS commenced the filtering and removal of certain specified information relating to old and minor criminal offences from all criminal records disclosures. The filtering rules developed by the DBS and the Home Office designate certain spent convictions and cautions as "protected". 

"Protected" convictions and cautions are not included in a DBS certificate and job applicants are not required to disclose them during the recruitment process. It is unlawful for an employer to take into account a conviction or caution that should not have been disclosed. If a protected conviction or caution is inadvertently disclosed to the nursery during the recruitment process it must be disregarded when making a recruitment decision. 
A conviction will always be disclosable if it was imposed for a "specified offence" committed at any age. A caution issued for a "specified offence" committed over the age of 18 will always be disclosable. However, a caution issued for a "specified offence" committed under the age of 18 is never disclosable. 

"Specified offences" are usually of a serious violent or sexual nature, or are relevant for safeguarding children and vulnerable adults. The list of "specified offences" can be found at: https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never- be-filtered-from-a-criminal-record-check 

The filtering rules have recently been updated and work as follows: 

For those aged 18 or over at the time of an offence 

A spent criminal conviction for an offence committed in the United Kingdom when a person was over the age of 18 will not be disclosed in a DBS certificate (and does not have to be disclosed by the job applicant) if: 

a. eleven years have elapsed since the date of the conviction. 

b. it did not result in a custodial sentence; and 

c. it was not imposed for a "specified offence". 

A spent caution for an offence committed when a person was over the age of 18 will not be disclosed in a DBS certificate (and does not have to be disclosed by a job applicant) if: 

a. six years have elapsed since the date it was issued; and 

b. it was not issued for a "specified offence". 

For those aged under 18 at the time of an offence 

A spent conviction for an offence committed when a person was under the age of 18 will not be disclosed in a DBS certificate (and does not have to be disclosed by a job applicant) if: 

a. five and a half years have elapsed since the date of the conviction; 

b. it did not result in a custodial sentence; and 

c. it was not imposed for a "specified offence". 

A caution issued for an offence committed when a person was under the age of 18 will never be disclosed in a DBS certificate (and does not have to be disclosed by a job applicant). 

Regulated activity 

The Nursery applies for an enhanced disclosure from the DBS and a check of the Children's Barred List (now known as an Enhanced Check for Regulated Activity) in respect of all positions at the Nursery which amount to "regulated activity" as defined in the Safeguarding Vulnerable Groups Act 2006 (as amended). The purpose of carrying out an Enhanced Check for Regulated Activity is to identify whether an applicant is barred from working with children by inclusion on the Children's Barred List and to obtain other relevant suitability information. Any position undertaken at, or on behalf of the Nursery will amount to "regulated activity" if it is carried out: 

1. frequently, meaning once a week or more; or 

2. overnight, meaning between 2.00 am and 6.00 am; or 

3. satisfies the "period condition", meaning four times or more in a 30 day period; and 

4. provides the opportunity for contact with children. 

Roles which are carried out on an unpaid / voluntary basis will only amount to regulated activity if, in addition to the above, they are carried out on an unsupervised basis. 

It is for the Nursery to decide whether a role amounts to "regulated activity" taking into account all the relevant circumstances. However, nearly all posts at the nursery amount to regulated activity. Limited exceptions could include an administrative post undertaken on a temporary basis in the Nursery office outside of term time or voluntary posts which are supervised. 

iii. The DBS disclosure certificate 

The DBS issues the DBS disclosure certificate to the subject of the check only, rather than to the nursery. It is a condition of employment with the Nursery that the original disclosure certificate is provided to the Nursery within one week of it being received by the applicant. Original certificates should not be sent by post. A convenient time and date for bringing the certificate into the Nursery should be arranged with the nursery Manager as soon as it has been received. 
Employment will remain conditional upon the original certificate being provided and it being considered satisfactory by DDN. 
Applicants with periods of overseas residence 

DBS checks will still be requested for applicants with recent periods of overseas residence and those with little or no previous UK residence. DDN  will take into account the "DBS unusual addresses guide" in such circumstances. 

For applicants who are living overseas, or who have lived overseas previously, obtaining a DBS certificate may be insufficient to establish their suitability to work at the Nursery. In such cases the applicant may be required to provide additional information about their suitability from the country (or countries) in which they have lived. When requesting such information, DDN should have regard to relevant government guidance and will therefore always require the applicant to apply for a formal check from the country in question i.e. a criminal records check (or equivalent) or a certificate of good conduct. 

DDN recognises that formal checks are not available from some countries, that they can be significantly delayed or that a response may not be provided. In such circumstances the Nursery will seek to obtain further information from the country in question, such as a reference from any employment undertaken in that country. 

DDN will also ask shortlisted applicants (and their referees) to disclose whether they have ever been referred to, or are the subject of a sanction issued by, the regulator of the teaching profession in the countries in which they have carried out teaching work. 

Sanctions and restrictions issued by the regulating authority of another country will not prevent a person from working as a teacher at the Nursery. However, the School will take all relevant information into account in determining whether an applicant is suitable to work at DDN.
DDN may allow an applicant to commence work pending receipt of a formal check from a particular country if it has received a reference and/or letter of professional standing from that country and considers the applicant suitable to start work. Decisions on suitability will be based on all of the information that has been obtained during the recruitment process. Unless expressly waived by the nursery, continued employment will remain conditional upon the Nursery being provided with the outcome of the formal check and it being considered satisfactory. 

If no information is available from a particular country the Nursery may allow an applicant to commence work if they are considered suitable based on all the information that has been obtained during the recruitment process. 

DDN will take proportionate risk-based decisions on a person's suitability in these circumstances. All suitability assessments must be documented and retained on file. 

If the formal check is delayed and the Nursery is not satisfied about the applicant's suitability in the absence of that information, the applicant's proposed start date may be delayed until the formal check is received. 
Retention of disqualification information 
DDN will securely destroy any information which is provided by an applicant which is not relevant to the childcare disqualification requirements as soon as it is established that it is not relevant. Where a person appointed to a role at the Nursery found to be disqualified the Nursery will retain any relevant information only for the period it takes for a waiver application to be heard and the decision communicated to the Nursery after which it will be securely destroyed. 

Continuing duty to disclose change in circumstances. 

After making this declaration staff in a relevant role are under an on-going duty to inform the Nursery their circumstances change in a way which would mean they subsequently meet any of the criteria for disqualification. Any failure to disclose relevant information now, or of a future change in circumstances, will be treated as a serious disciplinary matter and may lead to the withdrawal of a job offer or dismissal for gross misconduct. 
 Medical fitness
DDN is legally required to verify the medical fitness of anyone to be appointed to a post at the Nursery after an offer of employment has been made but before the appointment can be confirmed. 

It is the Nursery’s practice that all applicants to whom an offer of employment is made must complete a Health Questionnaire. This information will be reviewed against the Job Description and the Person Specification for the particular role, together with details of any other physical or mental requirements of the role i.e. proposed timetable, extra- curricular activities, layout of the nursery etc. The Nursery may also seek a further medical opinion from a specialist or request that the applicant undertakes a full medical assessment. 

Successful applicants will be required to sign a declaration of medical fitness confirming that there are no reasons, on grounds of mental or physical health, why they should not be able to discharge the responsibilities required by the role. 

DDN is aware of its duties under the Equality Act 2010. No job offer will be withdrawn without first consulting with the applicant, obtaining medical evidence, considering reasonable adjustments and suitable alternative employment. 

Contractors and agency staff 
Agencies who supply staff to the Nursery must also complete the pre-employment checks which the Nursery would otherwise complete for its staff. Again, the Nursery requires confirmation that these checks have been completed before an individual can commence work with us at the nursery.  
DDN will independently verify the identity of individuals supplied by contractors or an agency in accordance with section above and requires the provision of the DBS disclosure certificate before those individuals can commence work at the nursery.
Volunteers 
DDN will request an enhanced DBS disclosure and Children's Barred List information on all volunteers undertaking regulated activity with the children at or on behalf of the nursery (the definition of regulated activity set out in section above will be applied to all volunteers). 

DDN will request an enhanced DBS disclosure without Children's Barred List information on all volunteers who do not undertake regulated activity. This is likely to be because their volunteering duties are subject to regular, day to day supervision by a fully checked member of staff or by a volunteer who the Nursery has deemed appropriate to supervise and ensure the safety of those children in their care. 

Under no circumstances will the Nursery permit an unchecked volunteer to have unsupervised contact with pupils. 

In addition, the Nursery will seek to obtain such further suitability information about a volunteer as it considers appropriate in the circumstances. This may include (but is not limited to the following): 

(  formal or informal information provided by staff, parents, and other volunteers 

(  character references from the volunteer's place of work or any other relevant source; and 

(  an informal safer recruitment interview. 
Policy on recruitment of ex-offenders  
DDN will not unfairly discriminate against any applicant for employment on the basis of conviction or other details disclosed. DDN makes appointment decisions on the basis of merit and ability. If an applicant has a criminal record this will not automatically bar them from employment with the Nursery. 
All positions within the Nursery exempt from the provisions of the Rehabilitation of Offenders Act 1974. All applicants must therefore declare all previous convictions and cautions, including those which would normally be considered "spent" except those received for an offence committed in the United Kingdom if it has been filtered in accordance with the DBS filtering rules.

A failure to disclose a previous conviction (which should be declared) may lead to an application being rejected or, if the failure to disclose is discovered after employment has started, may lead to summary dismissal on the grounds of gross misconduct. A failure to disclose a previous conviction may also amount to a criminal offence. 

It is unlawful for the Nursery to employ anyone who is barred from working with children. It is a criminal offence for any person who is barred from working with children to apply for a position at the Nursery. DDN will report it to the Police and or the DBS if: 

(  it receives an application from a barred person 

(  it is provided with false information in, or in support of an applicant's application; or 

(  it has serious concerns about an applicant's suitability to work with children. 
Whistleblowing and exit interviews.
All staff are expected and encouraged to raise concerns they have, whether related to the safeguarding and welfare of pupils, the conduct of staff or other matters, during their employment in accordance with the Nursery's polices (including the Whistleblowing Policy, the Safeguarding Policy and the Staff Code of Conduct/handbook). Safeguarding children is at the centre of the DDN’s culture and is accordingly considered formally during staff performance development reviews and appraisal and finally at an exit interview which is to be held with all leavers. 

Referrals to the DBS 
This policy is primarily concerned with the promotion and practice of safer recruitment. However, applicants should also be aware that the Nursery has legal responsibilities to fulfil when employment comes to an end. In particular, the DDN has a legal duty to make a referral to the DBS where: 
( an individual has applied for a position at the nursery despite being barred from working with children; and/or 

( an individual has been removed by the nursery from working in regulated activity (whether paid or unpaid), or has resigned prior to being removed, because they have harmed, or pose a risk of harm to, a child. 

The DBS will consider whether to impose sanctions on that individual which may restrict or prevent them from working with children in future. 
 MONITORING AND REVIEW
This Policy is effective from August 2023 and will be reviewed annually. Responsibility for reviewing this Policy and ensuring it is kept up to date rests with the nursery manager.

The Directors will have the responsibility for approving any changes to the policy.

APPLICATION FOR EMPLOYMENT

Private and Confidential

Please complete in block capital Letters
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Position applied for

FOR THIS POSITION A DISCLOSURE FROM THE CRB WILL BE REQUIRED

PERSONAL DETAILS






EMPLOYMENT HISTORY

Please list in reverse order all the organizations for which you have worked

	NAME AND ADDRESS OF

EMPLOYER
	DATES
	POSITION HELD
	SALARY
	REASON FOR LEAVING

	
	
	
	
	

	NAME AND ADDRESS OF

EMPLOYER
	DATES
	POSITION HELD
	SALARY
	REASON FOR LEAVING

	
	
	
	
	


EDUCATION AND QUALIFICATIONS

	SCHOOL


	DATES
	EXAM
	SUBJECT
	GRADE

	
	
	
	
	


	UNIVERSITY/COLLEGE


	DATES
	EXAM
	SUBJECT
	GRADE

	
	
	
	
	



HEALTH

	ARE YOU IN GOOD HEALTH?                                                                                              YES/NO

If no, please give further information



	HAVE YOU EVER SUFFERED FROM A SERIOUS ILLNESS OR MAJOR OPERATION?  YES/NO

If yes, please give details



	ARE YOU PREPARED TO UNDERGO A MEDICAL EXAMINATION PRIOR TO APPOINTMENT?

                                                                                                                                                YES/NO




SUPPLEMENTARY INFORMATION

	HOW MUCH NOTICE ARE YOU REQUIRED TO GIVE TO LEAVE YOUR PRESENT EMPLOYMENT?




	HAVE YOU EVER BEEN CONVICTED OF A CRIMINAL OFFENCE? (which is not a 

spent conviction under the Rehabilitation of Offenders Legislation)                                      YES/NO

If yes, please give further information




	DO YOU HAVE ANY COMMITMENTS WHICH MIGHT LIMIT YOUR WORKING HOURS? YES/NO

If yes, please give further information




	ARE YOU SUBJECT TO ANY RESTRAINTS ON YOUR CURRENT OR FUTURE EMPLOYMENT?




	ARE YOU WILLING TO WORK OVERTIME WHEN REQUIRED?    YES/NO




	SALARY RANGE EXPECTED:




PERSONAL STATEMENT

	PLEASE GIVE DETAILS OF ANY SKILLS, EXPERIENCE OR ACHIEVEMENTS WHICH MAY BE RELEVANT IN YOUR APPLICATION FOR EMPLOYMENT




REFERENCES

Please give the names and addresses of two referees who are not related to you, who we can approach for a confidential assessment of your suitability for this post.

NOTE: One of these should be a previous employer

	
	Referee 1  (Current or most recent employer)
	Referee 2  (Recent employer)

	Name

	
	

	Job Title

	
	

	Company name
	
	

	Address
	
	

	Telephone number
	
	

	Email Address
	
	


Please tick in the box if you do not wish this referee to be contacted before an offer of employment is made.

	If called for interview, are there any special arrangements we would need to make to assist your attendance?                                                                                                                       YES/NO

If yes, please give further information:




DECLARATION OF APPLICANT

	I confirm the above information is correct.

I understand that false information or deliberate omission will disqualify me from employment or may render me liable for dismissal.

I understand a Disclosure from the CRB will be required for this position.

I consent to the Company processing the information I have provided on this form for the purpose of recruitment and I understand that it will be retained for as long as is necessary for the Company to comply with it’s statutory obligations.

Signed: …………………………………….         Date: …………………………………….




You should return your application either by post or Email: info@docklandsdaynursery.co.uk
Applications submitted through the email, if Shortlisted, would need to be signed before the interview. 
Agreement to Complete a Disclosure and Barring Check

(This signed form must be returned with your application)

Position applied for:



I understand that the position for which I have applied (as stated above) is subject to a DBS check.  I hereby give my consent for Docklands Day Nursery to carry out a DBS check, should I be made a conditional offer for this position.  

As it is a requirement of the job to have a satisfactory enhanced DBS check, which may include regulated activity failure to give consent would result in the withdrawal of any conditional offer.  An enhanced check details Convictions, Cautions, Reprimands and Warnings held in England and Wales on the Police National Computer (and most of the relevant convictions in Scotland and Northern Ireland may also be included). In addition it includes a check of the new barred lists and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). 

We require all applicants to provide details of any criminal record under separate cover with their application form.  We guarantee that this information will only be seen by those who need to see it as part of the recruitment process and undertake to discuss any matter revealed with the person seeking the position before withdrawing a conditional offer of employment.  

Posts involving working with children are exempt from the Rehabilitation of Offenders Act 1974. For these roles you must declare details of any cautions, criminal convictions, reprimands and final warnings given by the police and any proceedings being instituted against you.

Having a criminal record will not necessarily bar you from working with us.   This will depend on the nature of the position and the circumstances and background of your offences.  

Signed 
   Date


Print name
…………………………………..

Equal Opportunities Monitoring Form

Please complete and return with your application form. 

This is sensitive personal data and will be treated with the utmost confidentiality in line with the requirements of the Data Protection legislation. The data will only be used for general statistical and monitoring purposes. The data will not be taken into account in assessing information on your application form.

Please answer the following question and enclose with your returned application form

EQUAL OPPORTUNITIES MONITORING FORM                   

	Name:                                                          Position applied for:                      



	Where did you hear about this vacancy?     

    


	Docklands Day Nursery is committed to providing equality of opportunity, irrespective or race, colour, ethnic or national origins, gender, marital status, sexual orientation, age, disability, religious beliefs, political beliefs, economic status or class. 

In order to help us carried out the above task, it would be helpful if you could complete the following details so that we can monitor the applications throughout the employment process.  Please be assured that any information you provide will be treated with strict confidential and it will not be used as part of the selection process.




	ETHNIC ORIGIN 

	Bangladeshi
	
	White British
	

	Black African
	
	Asian Other (please specify):
	

	Black Caribbean
	
	Black Other (please specify):
	

	Chinese
	
	Mixed (please specify):
	

	Indian
	
	White Other (please specify):
	

	Irish
	
	Other (please specify):
	

	Pakistani
	
	
	

	DISABILITY STATUS 

	Do you think that you have a disability in accordance with the terms of the Disability Discrimination Act 1995?                
	Yes
	
	No
	

	If yes, please give brief details of your disability

	

	SPECIAL NEEDS 

	Do you have any special needs regarding the interview? E.g.    Do you need wheelchair access or any assistance for the interview?
	Yes
	
	No
	

	If Yes, please give brief details:



	OTHER INFORMATION

	Gender (male/female)


	Nationality



	Age                Please tick your age bracket below

	Under 21


	
	21-30
	
	31-40
	
	41-50
	
	51+
	
	


	How would you describe your Sexuality? 



	Heterosexual/Straight
	

	Gay (man)
	

	Gay (woman)/Lesbian
	

	Bi-Sexual
	

	Nonbinary gender
	

	Prefer not to say
	

	How would you describe your religion or belief?

	Christianity
	

	Islam
	

	Buddhism
	

	Judaism
	

	Other (please specify):
	

	Prefer not to say 
	

	
	


To the best of my knowledge and belief, the replies to the questions above are completely true.  I understand that any misleading or false statements may disqualify me from employment or be a cause for dismissal.

Signed: _______________________   Date: ______________________
Equal opportunity monitoring forms submitted through email, if Shortlisted, would need to be signed before the interview. 

Right to Work in the UK Policy

1. INTRODUCTION

1.1 Purpose of the policy

The purpose of this policy is to set out the steps that need to be taken to ensure that overseas nationals have permission to work in the UK before they can take up employment with Docklands Day Nursery. In addition it addresses what to do if an employee becomes ineligible to work in the UK.

1.2 Background and need.
The policy will be implemented within the framework of relevant legislation.

The introduction of the Immigration, Asylum and Nationality Act 2006 (the 2006 Act) has reinforced the law relating to the prevention of illegal migrant working in the UK.

The Immigration, Asylum and Nationality Act 2006 tackles illegal working through a penalty scheme for employers by introducing fines per illegal employee, custodial sentences of up to two years and unlimited fines for those found knowingly to use or exploit illegal workers.


We are aware that it is a criminal offence to take on an employee who is subject to immigration

control and who;

- has not been granted leave to enter or remain in the UK; or

- does not have permission to work in the UK.

Docklands Day Nursery is:

· An employer with a highly motivated and talented workforce

· A supportive and engaging place to work.
· An organisation where rights and responsibilities, both individual and

organisational are established, clear and communicated.
· A place where our commitment to co-production is evidenced in the

· way our policies and procedures are developed

1.3 Outcomes

As a result of the Right to Work in the UK Policy the manager has clear guidance on their responsibilities when employing migrant workers and how to take the necessary steps to ensure that prospective employees from outside the UK have permission to work in the UK before they can take up employment with Docklands Day Nursery .

2. KEY PRINCIPLES

The key principal of this policy is to ensure that the manager is aware of their responsibilities when employing migrant workers and the risk to Docklands Day Nursery should these responsibilities be ignored.
3. THE POLICY STATEMENT

3.1 Recruitment

Before recruiting an individual, the manager must give consideration to the immigration status of an overseas national. An overseas national falls into one

of the following categories:

· Nationals of EEA/EU countries that have full freedom to work in the UK

include: Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia,

· Finland, France, Germany, Greece, Hungary, Iceland, Ireland, Italy,

Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Netherlands,

Norway, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden, Switzerland, UK.

· Nationals from Bulgaria and Romania must get authorisation from the

Home Office prior to starting work in the UK.

· Commonwealth Citizens

· Other Overseas Nationals

3.1 Commonwealth Citizens

Commonwealth citizens with a British grandparent may apply for an Ancestry

Visa, which entitles them to come to the UK and work without restriction for up

to five years.

Those Commonwealth citizens who have a certificate of their right of abode in

the UK in their passport are entitled to work in the UK.

Some young people from certain countries may be eligible to work under the

Youth Mobility Scheme. 

3.2 Other Overseas Nationals

From November 2008 a new points based sponsorship system has been

introduced. This replaces the old work permit system. In most other cases

before an overseas national can be employed:

Docklands Day Nursery will need to issue a certificate of sponsorship to the individual. A certificate of sponsorship is not an actual certificate or paper document like a work permit. It is a unique reference number that is issued to the migrant to enable them to apply for permission to either:

· Enter if outside the United Kingdom (known as 'entry clearance')

· Permission to stay if inside the United Kingdom in immigration category that allows the individual to switch into the sponsored skilled worker category (Tier 2 General) (known as 'leave to remain') 

· Extend their permission to stay. If already in the United Kingdom as a

sponsored skilled worker (Tier 2 General) and the employee wishes to

extend their permission to stay within their existing category.

· the individual, upon receipt of this certificate, applies to the UK Border
· Agency (UKBA) for a visa to work in the role. They will need to pass a points
based assessment before they are given permission to enter or remain in the

UK.

Docklands Day Nursery has not got a license to issue a certificate of sponsorship under the sponsorship scheme. 

Full details of the recruitment requirements for each category are given in the Right to Work in the UK Procedure.

3.3 What if the employee becomes ineligible to work in the UK?

If the employee becomes ineligible to work in the UK i.e. their visa expires,

their right to remain in the UK expires or they fail to register with the Workers

Registration Scheme, it is illegal for Docklands Day Nursery to continue to employ them.

Full details of the potential termination of employment are given in the Right to

Work in the UK Procedure.

4. RISK ASSESSMENT

The purpose and reasons for this Policy are set out above. It follows that failure to follow this policy may place Docklands Day Nursery in a position of risk of incurring penalties such as fines per illegal employee, custodial sentences of up to two years and unlimited fines for those found knowingly to use or exploit illegal workers.

5. DEFINITIONS

Not applicable

6. LEGISLATION AND REGULATION

The Asylum and Immigration Act 1996 has made it a criminal offence to employ a person who is subject to immigration control and does not have the right to work in the UK.

7. LINKS TO OTHER POLICIES/PROCEDURES

In reading this procedure reference should also be made to:

· Disciplinary Policy and Procedure

· Recruitment and Selection Policy and Procedure

8. COMMUNICATION

The Directors/manager with responsibilities for recruiting staff should have a good knowledge of this Policy.

9. MONITORING AND REVIEW

This Policy is effective from June 2013 and will be reviewed again annually. Responsibility for reviewing this Policy and ensuring it is kept up to date rests with the Directors and the manager, as may be nominated from to time.

10. OVERSEAS WORKERS PROCEDURE

Please refer to the Right to Work in the UK Procedure for more detailed information on how this Policy will be implemented.

Guidance Notes for gaining medical clearance for an employee

Below is the Health Declaration Form which should be sent out to all prospective employees health declaration form (see below), for use with all staff 
NEW EMPLOYEE MEDICAL QUESTIONNAIRE

CONFIDENTIAL

The purpose of the questionnaire is to see whether you have any health problems that could affect your ability to undertake the duties of the post you have been offered or place you at any risk in the workplace. We may recommend adjustments or assistance as a result of this assessment to enable you to do the job. Our aim is to promote and maintain the health of all people at work. Before health clearance is given for employment you may be contacted by the Healthier Business UK Ltd and may need to be seen by an occupational health advisor or physician.

	Personal Information

	Title
	Surname
	First names
	DOB

	
	
	
	

	Home Tel:
	Work Tel:
	Mobile:

	Home Address:


	GP Address:




	Medical History 

	All staff groups complete this section
	Yes
	No

	Do you have any illness/impairment/disability (physical or psychological) which may affect your work?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you ever had any illness/impairment/disability which may have been caused or made worse by your work?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are you having, or waiting for treatment (including medication) or investigations at present? If your answer is yes, please provide further details of the condition, treatment and dates
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you think you may need any adjustments or assistance to help you to do the job?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Additional Information 

(If you have answered yes to any questions above please provide additional information below)

	


	Tuberculosis 
	

	Clinical diagnosis and management of tuberculosis, and measures for its prevention and control (NICE 2006)
	Yes
	No



	Have you lived continuously in the UK for the last 5 years?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you answered no above, please list all of the countries that you have lived in over the last 5 years



	Have you had a BCG vaccination in relation to Tuberculosis?   
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you answered yes please state when
	Date
	

	Tuberculosis Continued
	
	

	Do you have any of the following
	Yes
	No

	A cough which has lasted for more than 3 weeks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Unexplained weight loss
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Unexplained fever
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you had tuberculosis (TB) or been in recent contact with open TB
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Additional Information 

(If you have answered yes to any questions above please provide additional information below)

	


	Chicken Pox or Shingles  

	Have you ever had chicken pox or shingles

	Yes
	No
	Date

	
	
	


	Immunisation History

	Have you had any of the following immunisations 
	Yes
	No
	Date

	Triple vaccination as a child (Diptheria / Tetanus / Whooping cough)
	
	
	

	Polio
	
	
	

	Tetanus
	
	
	

	Hepatitis B  (If Yes is ticked please give dates below)
	
	

	Course: 
	1
	
	2
	
	3
	

	Boosters:
	1
	
	2
	
	3
	


	Proof of Immunity (Please send the following)

	Varicella
	You must provide a written statement to confirm that you have had chicken pox or shingles however we strongly advise that you provide serology test result showing varicella immunity

	Tuberculosis
	We require an occupational health/GP certificate of a positive scar or a record of a positive skin test result (Do not Self Declare)

	Rubella, Measles & Mumps 
	Certificate of “two” MMR vaccinations or proof of a positive antibody for Rubella Measles & Mumps

	Hepatitis B
	You must provide a copy of the most recent pathology report showing titre levels of 100lu/l or above 

	Proof of Immunity (Please send the following) EPP Candidates Only

	Hepatitis B 

Surface Antigen 
	Evidence of a negative Surface Antigen Test

Report must be an identified validated sample. (IVS)

	 Hepatitis C
	Evidence of a negative antibody test

Report must be an identified validated sample. (IVS)

	HIV
	Evidence of a negative antibody test

Report must be an identified validated sample. (IVS)


	Exposure Prone Procedures 

	Will your role involve Exposure Prone Procedures 
	Yes   
	No   


	Declaration 

	I declare that the answers to the above questions are true and complete to the best of my knowledge and belief. I also give consent for the Healthier Business UK Ltd to make recommendations to my employer.

	Name
	Signature
	Date

	
	
	


Return this form to the Nursery Manager

References Policy

1. INTRODUCTION

1.1 Purpose of the policy
The purpose of this policy is to provide guidance to the Directors/manager on seeking references for individuals in order to seek evidence of their suitability to carry out the role we are considering them for. Guidance is also given on providing references for current members of staff and ex-employees.

1.2 Background and need
It is required employment practice for Docklands Day Nursery to take up references on all prospective employees. In addition, at a minimum, all volunteers who could have direct contact with the children. This applies regardless of the capacity in which they are employed before the offer of employment or voluntary service.
Our objective in taking up references is to seek evidence of a person’s suitability to carry out the role we are considering them for. While this is important in all aspects of our work, it is particularly important where we are considering applications from those who seek to work directly with the children.

From time to time, employees and volunteers of Docklands Day Nursery may request references in order to support an application for employment or voluntary work. While there is no legal obligation on Docklands Day Nursery to provide such a reference, it is our policy to do so except in very exceptional cases where it has been agreed by the Directors that an employment reference for an ex-employee or volunteer should not be supplied.

1.3 Outcomes
This policy will support the Recruitment and Selection Policy in ensuring that Docklands Day Nursery follows good employment practice and employs the most suitable members of staff 

2. KEY PRINCIPLES

This policy aims to support the effective Recruitment and Selection of staff and Volunteers.
3. THE POLICY STATEMENT

Obtaining a Reference
3.1 It is required employment practice for Docklands Day Nursery to take up references on all prospective employees including temporary staff. In addition, at a minimum, all volunteers who could have direct contact with children. This applies regardless of the capacity in which they are employed before the offer of employment or voluntary service.

3.2 New staff should not start work unsupervised in all cases before at least one satisfactory reference has been received and in most cases two satisfactory references.

3.3 Whenever possible, references (at least 2) should be taken up before the interview. However, they should not be used as part of the selection process as this would be contrary to our equal opportunities policy; they should be used only to check facts.

3.4 Any provisional job offer must reflect that the offer is ‘subject to receipt of references satisfactory to Docklands Day Nursery’ (see Recruitment and Selection Procedure). Only when satisfactory references have been received will full statement of particulars be issued.

3.5 References should not be taken up without the candidate’s permission

3.6 References must be sought from any current employer and/or the most recent employers. They should cover at least 5 years of employment.

3.7 Where an individual will be working with children it is essential that any reference will verify their suitability for this type of work, even if this is not their most recent employment. In these circumstances more than 2 references may have to be requested.

3.8 All references should have the company stamp of the organisation supplying the reference on it or official email from the company’s website if sent by email. If necessary the recruiting manager should contact the referee to verify that a reference supplied is genuine. If a reference is given and is later found to be false, this may be sufficient grounds to justify the dismissal of an individual or the withdrawal of an offer of employment (i.e. if employment not commenced).
3.9 References should be obtained for internal applicants from the current line manager. If the line manager is also part of a recruitment panel they should still provide the reference to be referred to after the appointment decision has been made.

Supply References
3.10 References supplied on behalf of Docklands Day Nursery should be given only by the Manager or Directors.

3.11 References should accurately reflect Docklands Day Nursery’s experience of the individual employee/volunteer and should provide factual information about the person’s conduct and performance in the role they have occupied

3.12 The content should be confined to factual information and assessments of an individual’s skills, abilities, knowledge and experience. The reference should avoid any expressions of opinion about a person’s character or hearsay

3.13References will be provided only on receipt of a written request from a prospective employer and not in response to a verbal enquiry. Similarly, references will be provided only in writing to employers, and not verbally. 

3.14 All references supplied for employees or volunteers who have left Docklands Day Nursery as a result of suspected or actual acts of gross misconduct must be discussed with and authorised by the Directors.
3.15 When Docklands Day nursery closes all personal files will be archived for 7 years. 

3.16 All references supplied on behalf of Docklands Day Nursery must include the following statement:-

“This reference is given in good faith and reflects our knowledge of this person at the current time. Docklands Day Nursery is not liable for any inaccuracies or omissions that we could not reasonably be aware of at the time of writing”.
4. RISK ASSESSMENT

The purpose and reasons for this policy are set out above. It follows that not implementing this at all or incorrectly carries the following risks:

· Recruitment of staff that are unsuitable to carry out role. 

· Poor employment practice 

· Failure to adhere to Data Protection Act.

5. DEFINITIONS

Not Applicable

6. LEGISLATION AND REGULATION

Data Protection Act 1998

7. LINKS TO OTHER POLICIES/PROCEDURES

Recruitment and Selection Policy
Data Protection Policy
8. COMMUNICATION

The Manager/Directors recruiting staff. 

. 
Interview letter - external applicant

Date: 

 

PRIVATE & CONFIDENTIAL

 Name 

Address

 

 Dear 

 Re:
Interview for <POSITION> on XXX

Thank you for your application for the above post.  I am pleased to invite you to an interview on XXX at XXX at 24/26 Fairlop Road, Leytonstone. E11 1BN, you will be interviewed by XXXXXXXXXX and XXXXXXXX   Please ring 020 8539 0900 as soon as possible to confirm whether you will be attending the interview.

 

As you know, you will be working with children and it is important that we ensure that anyone who takes on this role is suitable to do so and will not put any child  at risk.  This is recognised by the government and for this reason we must carry out criminal record disclosures.  Please read the attached documentation in relation to this matter and ensure that you bring the details requested with you.   To ensure your fitness to work we also require you to complete the attached pre-employment health questionnaire – please read the guidance notes (on the form) in relation to this as you must bring it completed to your interview.

In accordance with the requirements of the Asylum and Immigration Act 1996 please provide evidence of your ability to legally work in this country by bringing in the relevant documents and copies listed in appendix 1 to the interview.  Legally we are unable to employ anyone without a check and you may not be interviewed if this information is not supplied.

Please note that in the event of you being offered the position your referees will be contacted.  Therefore, if you have not already included your referees on your application form please ensure that you bring the telephone numbers and, if available, fax numbers and addresses of your referees with you to the interview.  

If you have any special requirements and need any particular arrangements to be made for your interview, please contact me in advance and I will be pleased to arrange these.

Yours sincerely

 

XXXXXXXXX
Director/Manager
Enc: 
DBS form and information


APPENDIX 1

APPENDIX 1

VERIFICATION OF PERMISSION TO WORK IN THE UK – to be completed by all staff

Do you have any of the documents listed below


Yes
(
No
(
LIST 1 – Any One of the following documents:

A. A passport or ID card issued under the ID Cards Act 2006 showing that you are a  British Citizen, or have the right of abode in the UK


B. A national passport or national identity card or ID Card issued under the ID Cards Act 2006 showing that you are a national of an EEA country or Switzerland

C. A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the UK Border Agency to a national of an EEA country or Switzerland. 

D. A permanent residence card issued by the Home Office or the UK Border Agency to the family member of a national of an EEA country or Switzerland. 

E. A Biometric Immigration Document issued by the UK Border Agency to the holder that indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on his or her stay in the UK. 

F. A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on his or her stay in the UK. 

G. A full birth certificate issued in the UK which includes the names of at least one of the holder’s parents and a document giving a permanent National Insurance Number, e.g. P45, P46, NI card or a letter from a government agency.

H. A full birth certificate issued in the Channel Islands, the Isle of Man or Ireland, which includes the names of at least one of the holder’s parents and a document giving a permanent National Insurance Number, e.g. P45, P46, NI card or a letter from a government agency or previous employer; 

I. A certificate of registration or naturalisation stating that the holder is a British Citizen and a document giving a permanent National Insurance Number, e.g. P45, P46, NI card or a letter from a government agency or previous employer; 

J. A full adoption certificate issued in the UK, Channel Islands, the Isle of Man or Ireland that includes the name(s) of at least one of the holder's adoptive parents when produced in combination with an official document giving the person's permanent national insurance number and his or her name issued by a government agency or a previous employer.
The EEA includes: Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden and the United Kingdom.

If NO we will need to see documents from List 2.  

If YES then you only need to complete the declaration.

LIST 2 – A combination of documents under this section is required.  It must be a combination of one document from the first list plus one document from the second.

First List

A. A document giving your permanent National Insurance (NI) Number and name e.g. a P45, P60, NI number card, or a letter from a Government agency.

Do you have the above document


Yes
(
No
(
If you have answered NO to both the above you will need to contact the Home Office and/or the Department of Employment for advice and seek permission to work in the UK.  If you have answered YES please continue.

Plus one from this Second List: -

A.  A Biometric Immigration Document issued by the UK Border Agency to the holder that indicates that the person named in it can stay in the UK and is allowed to do the work in question. 

B.  A work permit or other approval to take employment issued by the Home Office or the UK Border Agency when produced in combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work in question, or a letter issued by the Home Office or the UK Border Agency to the holder or the employer or prospective employer confirming the same. 

C. A certificate of application issued by the Home Office or the UK Border Agency to or for a family member of a national of an EEA country or Switzerland stating that the holder is permitted to take employment that is less than six months old when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service. 

D. A residence card or document issued by the Home Office or the UK Border Agency to a family member of a national of an EEA country or Switzerland. 

E. An Application Registration Card issued by the Home Office or the UK Border Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service. 

F. An Immigration Status Document issued by the Home Office or the UK Border Agency to the holder with an endorsement indicating that the person named in it can stay in the UK, and is allowed to do the type of work in question, when produced in combination with an official document giving the person's permanent national insurance number and his or her name issued by a government agency or a previous employer. 

G. A letter issued by the Home Office or the UK Border Agency to the holder or the employer or prospective employer that indicates that the person named in it can stay in the UK and is allowed to do the work in question when produced in combination with an official document giving the person's permanent national insurance number and his or her name issued by a government agency or a previous employer.

Do you have any of the above documents   Yes
(    No
(    if Yes state which category __

-------------------------------------------------------------------------------------------------------------------------------

DECLARATION BY APPLICANT

I confirm that I am legally resident in the U.K. and have permission to work.

My National Insurance Number is: 

Signed _______________________________ Date _______________

NAME (Please Print) ________________________________________

DECLARATION BY RECRUITING MANAGER

I have seen the documents as required in the above schedules.

Applicant’s date of birth: __________________
Document(s) used to verify: _____________







(e.g. passport)

Managers Name: _______________________

Signed:  ______________________________ 
Date: ___________________________

Please ensure you copy, sign, date and file the documents you have used to verify.   If documents from List 2 have been used these must be checked on a 12 monthly basis.  People from Czech Republic, Estonia, Hungary, Latvia, Lithuania, Poland, Slovakia or Slovenia need to register with the UK Borders Agency under the Workers Registration Scheme if they have less than 12 months continuous service working in the UK (see Right to Work in the UK Procedure for details)

(Copies of passports must include the front cover, personal details page and any immigration stamps / work permits.  Passports and other identity documents must be valid)

Interview letter - internal applicant
Date

 

PRIVATE & CONFIDENTIAL

NAME

ADDRESS

Dear 

 

Re:
Interview for XXXXXXXXXX

Thank you for your application for the above post.  I am pleased to invite you to an interview on xxxx at xxxxxx. You will be interviewed by  XXXX and XXXXX. Please ring xxxxx on xxxxxx as soon as possible to confirm whether you will be attending the interview.

 

Please note that in the event of you being offered the position your manager will be contacted to supply a reference for you.  Therefore, if you have not already included your referees on your application form please ensure that you bring the telephone numbers and, if available, fax numbers and addresses of your referees with you to the interview.  

If you have any special requirements and need any particular arrangements to be made for your interview, please contact me in advance and I will be pleased to arrange these.

Yours sincerely, 

XXXXXXXXXX

Recruitment Manager/Director 

SHORTLISTING FORM

POST: _  _________      PANEL MEMBER: __  ___    DATE:​​​​​  __​​​​​​_

Candidates should be assessed against the following criteria, to identify if they are short listed for interview. Evidence can be sought from all parts of the application and core competencies sheet to identify if the applicant meets the criteria. The following scoring system should be used (please note, any candidate scoring 0 for any criteria should not be short listed).

	APPLICANT NAME
	CRITERIA IDENTIFIABLE AT SHORTLISTING (Enter Number from Person Specification)
	

	
	
	
	
	
	
	
	
	
	
	
	SHORTLIST

YES/NO

	
	1
	3
	4
	6
	7
	10
	11
	12
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


You should indicate in each box whether the candidate meets the criterion (M), partly meets the criterion (P), or does not meet the criterion (X).

Signature of Panel Member _____________________________________

Using the Knowledge and Experience part of the role profile (or the person specification), the recruiting line manager should establish the key criteria against which they can shortlist applicants.  

The criteria identified must be things that are identifiable from reading an application form.

These criteria are entered as numbers on the shortlist form and each candidate is then rated against the criteria. Either fully met (M), partially met (P) or not met (X).

The ratings should be done separately by each member of the short listing panel and then compared to reach consensus. 

Having completed this exercise those candidates who best meet the criteria can be invited to interview.

The form should be kept on file so that feedback can be given to candidates who are not short listed, should this be necessary.

Letter to Applicants

Dear Applicant

Re:  JOB TITLE

Thank you for your interest/requesting an application pack for the above job. Please find enclosed:

· An application form

· An Equal Opportunities Monitoring form with envelope for you to return it 

· A role profile for the position,  including person specification

I confirm that this post is one for which a DBS (disclosure) applies at a Enhanced level. I have therefore enclosed:

· Consent form for you to give your agreement to complete a Criminal Record Check

Applications must be hand or type written. CV’s will not be accepted in place of application and any submitted will be disregarded.

The application process requires you to relate your application to the person requirements for the role. These are contained in the Role Profile and Person Specification. Please use the free text space on the application form to provide supporting evidence, which you feel demonstrates your ability to fulfil the requirements of the role. If additional sheets are attached, please put your name and address and the job title on each sheet.

The closing date for receipt of returned applications is DATE.  It is anticipated that interviews will be held during the week commencing DATE.  Arrangements can be made to meet the needs of disabled applicants at the interview.

In order to keep costs to a minimum, we do not acknowledge receipt of applications. If you have not heard from us about an interview by DATE, you should assume that your application has been unsuccessful on this occasion. 

Please can you ensure that your application is returned to: (Nursery Manager, 24/26 Fairlop Road, Leytonstone, E11 1BN )

Thank you for your interest in Docklands Day Nursery and we look forward to hearing from you.

Yours sincerely, 

XXXXXXXXXX

Recruitment Manager/Director 

Job Offer  Letter

Address: 

Date: 

Dear ……………,

DOCKLANDS’S DAY NURSERY OFFER LETTER PENDING THE CLEARANCE IE -  BEFORE DBS, REFERENCES, HEALTH CHECKS, ETC ARE DONE.
APPOINTMENT OF ……………..

Further to your recent interview, we have pleasure in making a conditional offer of appointment as ………….. on a contract term of …………. from your start date. The following information shows the main terms, which will be confirmed in your Statement of Particulars.

Salary on commencement:  £……….. per annum (pro rata if applicable) 

Hours of Work: …….  per week. 

Location: Docklands Day Nursery, 24/26 Fairlop road, Leytonstone, London. E11 1BN

Your normal working arrangements will be:  Shift work which falls during the weekdays from Monday to Friday.

Holiday entitlement for a complete holiday year (April to March): 29 days including the bank holidays. 

Please let me know the date on which you will be able to take up this appointment. 

This offer is subject to the receipt of Disclosure and Barring Service (DBS), references and a medical report satisfactory to Docklands Day Nursery.  A Confidential Health Declaration is enclosed and I should be grateful if you would complete and us as soon as possible. 

The offer is also subject to verification of permission to work in the UK and I should also be grateful if you would at the same time complete and return the enclosed form for this purpose if not already done during your job application. You will need to show me your evidence of eligibility to work in the UK.

This offer is also subject to initial and on-going Criminal Record (Disclosure) Checks which must have a satisfactory outcome and I have attached the application form and further information to enable a check to be completed. 

Please contact me to arrange a suitable time when your identification can be verified.

Please note that you will not be able to commence employment with us until this initial check has been satisfactorily completed.   

This appointment will be subject to a satisfactory completion of a probationary period of 6 months. 

Salaries are paid for the entire calendar month on the last working day of the month by direct credit to your bank, building society or National Giro account. 

However, if you commence employment after payroll cut off, which is usually around the 20th of the month, or your details are received by payroll after the cut-off date, your first salary payment, including back pay, will be made on the last working day of the following month. 

 Please note that it is our policy that you must provide us with your National Insurance number within 8 weeks of commencing employment, or notify us that you have applied for a number. If you do not have a National Insurance number, please contact Jobcentre Plus to apply for one.  You will also need to supply us with your P.45 or other relevant tax documentation; otherwise you may not be correctly taxed.

I will arrange for a Statement of Particulars relating to your employment to be sent to you when we have received confirmation of your willingness to accept the offer, have agreed your start date and cleared the conditions of employment detailed above. 

Please sign and return to me the attached copy of this letter to signify your acceptance of the terms outlined above.  On receipt of your signed acceptance of this offer letter I will be taking up the references detailed in your application form.  

We are looking forward to working with you.  If you have any questions about working with us, please do not hesitate to let me know.

Yours sincerely

XXXXXXXXXXXX

For and on behalf of Docklands Day Nursery

JOB OFFER ACCEPTANCE STATEMENT

I accept the terms and conditions of employment as outlined above.

Name: ……………………………………………………………………………….   

Signed …………………………………………. Date …………………….
Administration procedure for New Starters

Please note that all staff are paid basic pay for the month that they work, and not a month in arrears.

The Manager will give the details of new employee to the Directors who will raise the offer letter and contract.  All paperwork including 2 references, DBS number and pre employment questionnaire and asylum and immigration proof should be received by the Directors/manager before decision to offer is made. The Directors will sign the contract. 


All information for Inspection (application form, 2 references and identification, etc) should be copied and kept in the nursery.  A file should be set up including all the recruitment information, application form, interview questions and the DBS number, references, etc.


The contract and starter form and various other documents are sent to the Employee.


Once employee has sent back signed contract, photo and starter form,   the Manager will check information against contract, fill out page two of the starter form and pass to Directors/Accountant for payment. A copy of the passport photo must also be passed to the Directors.
Recruitment Checklist

Name: 
Role Title: 

Date of commencement: 

	
	Date completed

	Offer letter sent
	

	References taken up (including one from current / last line manager)
	

	1st reference cleared
	

	2nd reference cleared
	

	Additional references taken up if required (to cover at least 5 years work history or relevant work experience).
	

	Medical questionnaire sent out
	

	Medical returned – signed by GP if required
	

	Additional health check undertaken if required
	

	DBS form sent out or completed online

	

	DBS disclosure received
	

	Right to work in UK cleared 
	

	Qualifications checked (if applicable)
	

	Cleared to join letter sent
	

	Statement of Particulars signed and  copy filed
	

	Probationary period completed


	

	Any additional information or Comment


	



Pro-forma for staff information to be kept in the Nursery.
To be completed for each member of staff

	Full name:
	
	Photograph

	Address:
	
	

	Date of birth:
	
	

	Qualifications:
	

	Proof seen?
	Y
N
	Date seen:
	

	Experience:
	

	Training history:
	


	References

	Reference 1
	Date received:


	Satisfactory?



	Reference 2
	Date received:


	Satisfactory?



	DBS 

	
	Req’d?

(Y/N)
	Enhanced (E) or

Standard (S)
	Date rec’d:
	Reference no:
	Satis?

Y/N

	DBS
	
	
	
	
	

	
	
	
	
	

	Disqualification Regs 2002
	Check required? (Y/N)
	
	Satisfactory?: (Y/N)
	

	Proof of identity (tick all seen)

	Birth cert
	Passport
	Driving Licence
	Utility bill
	ID card
	Other (specify)

	
	
	
	
	
	

	Membership of professional body/ies

	Body
	Membership No
	Expires

	
	
	

	
	
	

	
	
	

	
	
	


	Post details

	Job title:
	

	Summary of duties:
	

	Contracted Hours (pw):
	

	Date employed:
	

	Date left:
	

	Personnel records stored elsewhere

(for example disciplinary / grievance / occupational health / medical)

	Are any other personnel records stored on this person elsewhere:
	Y
N
N/a
	If yes, where kept:

	
	

	Employment history

	
	Full history (Y/N)
	Any gaps explained?

	
	Y
N
	Y
N
N/a

	Reason for leaving last child position
	Date verified:


	Satisfactory?



	Original documents / information are stored at this address:

	

	


Training record (including induction)

	Date
	Title of training
	Trainer
	Accredited

	
	
	
	

	
	
	
	


Completed and verified by the Nursery Manager
	Print Name:
	Signature:
	Date:


General Advice on Recovery of Overpayments 
Where Docklands Day Nursery staff receives an overpayment of salary, the recipient will be required to reimburse Docklands Day Nursery.  Our aim is to ensure that all staff are paid accurately and on time, but there will inevitably be occasions when this does not happen, and people are paid more than they are due.


Docklands Day Nursery’s Policy on Recovering Overpayments

All overpayments of salary, regardless of how they were made or the amount, will be recovered.

When staff are still employed, recovery will be a deduction from the next month’s salary or where this is not possible, within a 3-month period of the overpayment occurring. 

If, before the overpayment has been repaid, the employee leaves Docklands Day Nursery the outstanding amount will be recovered from their final salary, as stated in the Statement of Particulars.

Staff who have left Docklands Day Nursery’s employment will be requested to repay any amount overpaid either by cheque or, on request, by Standing Order.  

The Accountant will administer the recovery of all overpayments and provide detailed information to the employee and manager. For existing employees it will be the manager’s responsibility to ensure that their employees understand and complete the necessary paperwork to enable recovery from salary to take place.  

Where an overpayment is not repaid within Docklands Day Nursery’s terms, it reserves the right to pass on this overpayment to its solicitor for debt recovery.

All Docklands Day Nursery employees are subject to the following contractual term in their Statement of Particulars:

'In the event of an error with regard to your pay, you agree that after consultation with you any overpayments will be deducted from future pay and within a 3 month period.  Docklands Day Nursery will make good any underpayments.’

DOCKLANDS DAY NURSERY (DDN) AGENCY STAFF’S PROCEDURE 
1. INTRODUCTION
Agency workers can face particular problems regarding health & safety, for example, they may not be familiar with the environment they are working in or its particular hazards. These types of risks can be reduced through effective partnership and co-operation between DDN and the employment agency and by following best practice in areas such as risk assessment and communicating health and safety information.

To ensure DDN is not left open to employment risks, the Recruitment team has stipulated a Service Level Agreement with the agencies to provide agency staff and temporary workers to DDN. 

1.1. Purpose of the procedure

To ensure managers are aware of their responsibilities for the health and safety of agency workers and also the responsibilities of the employment agency.  

1.2. Legal requirements

Both DDN and the employment agency have duties under the Health and Safety at Work Act 1974, etc and the Management of Health and Safety at Work Regulations 1999 to ensure the safety of agency workers. Both parties need to have a clear understanding about who will provide what, example, the employment agency should training their staff, ensure that their staff are entitled to work in UK, Vetting of their staff, etc.

The Health and Safety Executive believes that it should be the employment agency who takes responsibility for basic training, and the responsibility of the host employer (DDN) to provide induction training in the DDN's policy and procedures, and also more advanced training should that be an expectation of employment agency workers employed.

1.3. Areas of responsibility

DDN’s Directors have the ultimate accountability to ensure that DDN complies with all statutory health and safety requirements. This accountability is shared by the Directors and the Manager who are responsible for statutory compliance in their areas of responsibilities. 


One of the roles of the Directors in Charge of the Health and Safety is to advise all staff on achieving the requirements of this procedure and monitoring compliance. This will be achieved via training, nursery visits, discussions, internal communications, and internal monitoring. 


2. PROCEDURE DETAILS

This procedure applies to all work involving agency workers.


No work involving agency workers should commence until the requirements of this procedure are satisfied. 


The term "agency workers" refers to people who obtain work through an employment business. This covers Childcare, academic and administrative type roles. This procedure does not cover contractors.

From the start, every interested party needs (and is required by law) to share information. For example, if DDN requires workers for a particular role, they should tell the employment agency about any risks to health and safety involved, and any special qualifications or skills required to carry out the work safely. This will help the agency put forward people with the right training, qualifications and experience. Similarly, the employment agency should tell DDN about agency workers’ skills and qualifications, to help all concerned decide what additional training the workers may need if required.

2.1
Responsibilities of the Employment agencies under the service level agreement                                                  
· The Agency must provide the Temporary Agency Worker with an induction pack containing a copy of DDN’s Health and Safety Guidelines, Equal Opportunities Policy, Introduction to DDN and Job Descriptions where applicable.

· The Agency will carry out an induction briefing with the Temporary Agency Worker before the start of an assignment, covering the content of the induction pack and arrangements for the first day of the assignment, including directions to the workplace and to whom the Temporary Agency Worker should report.

· The Agency is responsible for ensuring that the Temporary Agency Worker is legally able to work for DDN and has a valid work permit (if required).

· Agency staff in certain roles must have an enhanced DBS check.  Please refer to DDN’s DBS Checking Procedure. 

Portable DBS checks from other agencies are not acceptable by DDN.  

Individual temporary agency staff are expected to produce their own original copy of the DBS check on arrival at DDN for verification and the Agency must ensure that individuals are aware of this.

Checks must be renewed annually in order to be valid for DDN purposes.

· Prior to any engagement the Agency must hold references covering a period of 2 years for any proposed Temporary Agency Worker to be offered to DDN, which will be provided upon request to DDN. All gaps in employment must be explained satisfactorily. 

· If relevant, the Agency must provide proof that the worker is medically fit to undertake the duties for which they are recruited.

· The Agency will match all potential Temporary Agency Worker against the job description for the placement, where a detailed job description is supplied. The Agency must discuss the booking with DDN if the proposed Temporary Agency Worker offered does not meet all of the job requirements.

· The Agency will obtain a signed declaration that the proposed Temporary Agency Worker is not carrying out any other jobs that, if added to the DDN placement, will breach the 48-hour Working Time Directive requirements.

· All Childcare temporary workers must be trained to Childcare Level 2 standard as a minimum.

2.2
Day to day management responsibilities 

In all instances, the managers must complete DDN’s Record of Orientation and local Induction (Appendix 2) prior to the commencement of work and provide the agency worker with any specific information or instruction to enable them to complete the desired tasks or activities safely (see section 2.4).


If you use agency workers you must ensure that the workers have the same level of health and safety protection as ordinary employees. For example, if you provide employees with Personal Protective Equipment (PPE) such as protective clothing etc., agency workers will also need PPE if they are exposed to the same risks.

2.3
Risk Assessment 

If agency workers are on the nursery,  the assessment will take their special needs into consideration. For example, they will know less about the nursery than ordinary employees, and so could be at greater risk 

The risk assessment will also take into account any special cases such as pregnant women, young workers, or people who may not speak English as their first language.  
2.4
Information and training

Each new work placement poses health and safety risks. It's essential that the manager, the employment agency and the agency worker themselves share information to ensure worker health and safety is properly protected.


The manager will conduct induction for all agency workers and update them with health and safety information.


DDN has a responsibility to give appropriate instructions and readily understandable information about the risks agency workers may face when working in the nursery, about any special occupational skills or qualifications needed to do the work safely. 

The manager should check that workers have understood training once it's been given and are continuing to follow procedures correctly. Likewise, the manager must ensure agency workers use health and safety equipment and PPE as instructed and follow procedures.


Continuing co-operation throughout placements will help ensure that responsibilities are clear. It also allows everyone involved to co-ordinate health and safety activities such as giving information, instruction, training and supervision. The manager should not just assume that someone else is taking care of it. 

2.5
Working Time

The Working Time Regulations set limits on working hours. They also set out workers' entitlement to rest breaks and to holidays. Unless agency workers are genuinely self-employed (running their own business), they are covered by the regulations.


The manager should make reasonable enquiries of agency workers about whether they are working elsewhere and take reasonable steps to ensure that their weekly average of 48 working hours is not exceeded. 

3. MONITORING AND REVIEW                                                                                                   This procedure will be reviewed yearly unless legislative updates are required. The Director in charge of the Health & Safety will be responsible for monitoring and updating this procedure.                                                                                                                                           

4. REFERENCES

· Personal Protective Equipment Procedure

· DDN’s Criminal Records Bureau Checking Procedure.

5. SUPPORTING GUIDANCE

	Record of Orientation / Local Induction
	Appendix 1


Appendix 1:
Record of Orientation / Local Induction

	Name of new agency worker
	

	Date placement commenced
	

	Date of orientation
	

	Name of employing manager (or person leading the induction)
	


	Familiarisation tour (including)
	Completed (()

	First Aid
	

	· who the first aiders are
	

	· location of the first aid box(s) 
	

	Accidents 
	

	· Accident reporting procedure
	

	· location of accident reporting book
	

	Risk Identification
	

	· procedures for reporting hazards or concerns
	

	· What constitutes a hazard or a risk
	

	Fire
	

	· action on discovering a fire
	

	· action on hearing the alarm 
	

	· weekly tests (when scheduled)
	

	· how to raise the alarm
	

	· alarm call points
	

	· location of fire fighting equipment
	

	· exit routes
	

	· assembly points
	

	·  keeping exits and escape routes free from obstructions
	


	· policy that fire doors should be kept closed at all times
	

	· any safe refuge areas
	

	· Use of lifts
	

	Security
	

	· Signing in book 
	

	· security measures (locking door, windows etc) after work
	

	· personal safety (local environment)
	

	
	

	Facilities
	

	· toilet and washing facilities
	


Appendix 2:
Record of Orientation / Local Induction (continued)

Safe working practices (as applicable)

	· Display screen equipment 
	

	· Moving and handling 
	

	· Use, handling and storage of chemicals 
	

	· Kitchen safety
	

	· Infection control 
	

	· Personal protective equipment
	


Confirmation of orientation / Local Induction

	Signature of new agency worker:


	

	Date completed:


	

	Signature of manager:


	

	Date completed:


	


DOCKLANDS’S DAY NURSERY CONTRACT AFTER ALL CLEARANCES HAD BEEN DONE AND A STAFF IS DULY EMPLOYED.
STATEMENT OF PARTICULARS 

Name of Employer: 

Principal Address: 

Docklands Day Nursery

26 Fairlop Road, Leytonstone. 

E11 1BN

Name of Employee



Date of commencement of  these terms and conditions  of employment: 

Date of continuous service: 

Z
No employment with a previous employer count towards your period of continuous employment  with us. 

This document is a written statement of your terms of employment as required by law. All Docklands Day Nursery employees are expected to behave in accordance with the Code of Conduct and to operate in accordance with Docklands Day Nursery's policies and procedures in force at the time. 

The Code of Conduct and Health & Safety Procedures and other procedures referred to are  accessible and are available for your inspection

 from the Nursery manager. There  are no collective agreements that affect your employment. 


1. 
APPOINTMENT 

You have been appointed to Docklands Day Nursery to the post of Nursery Nurse Contract under a 40 hour’s contract. You will report to 

the Deputy Nursery Manager. However, changes to your reporting line may be made during the term of your employment. 


2. 
DESCRIPTION OF ROLE 

You will have received a role profile and person specification which is indicative of the range of  duties you will be expected to carry out 

and includes the attributes expected for competent  performance in this post. You may be required to carry out other duties as reasonably

 instructed  by the Deputy Nursery Manager/Nursery Manager or the Directors. 


3. 
PROBATION 

Your employment with Docklands Day Nursery is subject to a probationary period of 24 weeks, during which time you will be required to 

demonstrate to Docklands Day Nursery's satisfaction your suitability for the position in which you are employed. Following a successful 

probationary period, a continuation of your employment will be confirmed. 

If the Nursery manager or Directors are unable to confirm a successful completion of the probationary period, the probationary period may 

be extended beyond 24 weeks but for no longer than 44 weeks. The probationary period itself is subject to termination at any stage by 

Docklands Day Nursery giving you the appropriate notice as detailed in this Statement of Particulars.  

4. 
PLACE OF WORK 

You are required to work at the following locations: 24/26 Fairlop Road, Leytonstone. E11 1BN 

Docklands Day Nursery has the right as a term of your employment to transfer you either temporarily or permanently to any of its other 

establishments or areas within a reasonable travelling distance, but  the exercise of this right will be subject to prior consultation with you. 


5. 
CONSULTATIVE ARRANGEMENTS 

Docklands Day Nursery does not have any collective bargaining arrangements. Docklands Day Nursery recognises the right of an individual 

to belong or not belong to a Trade Union. 


6. 
CHANGES TO TERMS OF EMPLOYMENT 

Any changes to the terms and conditions of your employment detailed within this contract will be  subject to appropriate consultation and 

confirmed in writing. 


7. 
PAY 


a) 
Your basic rate of pay is £6.50 per hour. 

Your pay is calculated as follows: 

(Annual salary I 52) I FTE = hourly rate 

Salaries are reviewed on an annual basis, and the decision to award any increase in pay is  discretionary. Where salary increases 

are awarded they will be decided on an annual basis  as part of Docklands Day Nursery's Performance and Development Process. 

b. All authorised hours worked will be paid at the basic hourly rate. Hours must be authorised  by the Nursery Manager or the Directors. 

b. Salaries are paid for the previous calendar month on the last working day of the month by  direct credit to your* bank or building 

c. society account (*the account must be in your name  or you must be one of the named account holders if it is a joint account). 


d) 
You will receive a monthly pay slip itemising gross pay, deductions and net pay. 

e. Docklands Day Nursery reserves the right to require you to repay (either by deduction from salary or any other method acceptable to 

f. Docklands Day Nursery): 

· Any amounts of remuneration, expenses or any other payments (statutory or discretionary) which are overpaid to you, whether by mistake or through any  misrepresentation or otherwise, including holiday granted in advance of it being  accrued. 

Any other sums owed to Docklands Day Nursery by you including, but not limited to, outstanding loans, uniforms, training, equipment, advances, 

expenses, voucher payments, DBS payments, etc.

These deductions may be taken from your final salary and other leaving payments. Docklands Day Nursery reserves the right to recover an 

amount equal to the overpayment, including pursuing the matter through the civil courts as a debt. 

Docklands Day Nursery will make good any underpayments. 

8. 
WORKING HOURS 

a. You will be required to work 40 hours per week. Docklands Day Nursery guarantee to provide a minimum 40 hours work in any 

b. week and payment is only due when work is performed. You may be required to work split shifts when needed. 

b. For the purposes of calculating pay and leave, the notional full time equivalent week is 40  hours. 


c) 
Meal/other breaks will be agreed between yourself and the Manager or Directors. 

d. You are required to obtain the consent of the Directors prior to taking up any other  employment in addition to this employment 

e. with Docklands Day Nursery and to inform the Directors of the anticipated hours of work.  


9. 
ANNUAL LEAVE 

The annual holiday entitlement for a full time employee, in a complete leave year (1 April to 31  March) is 28 days, inclusive of all relevant 

National Public holidays. Your entitlement to a  paid period of leave will be calculated retrospectively, on a weekly basis. 

Annual leave of more than a week should normally be requested at least 30 days in advance. For  all other leave as much notice as 

possible should be given. All leave will be subject to the  agreement of the Manager or Directors. The Manager or Directors may require

you to take particular days as part of your annual leave entitlement by giving you at least 14 days' notice in advance.  

10. 
ALLOWANCES and PROVISIONS 

Expenses incurred for authorised business travel and subsistence can be claimed and will be  reimbursed in accordance with rates currently 

applicable. (N.B. expenses are not claimable from home to a permanent place of work, or between home and your first/last work appointment 

if you are picking Children. You will need to provide receipts/tickets for all expenses claimed. 


11. 
NOTIFICATION OF ABSENCE FROM WORK 

You should ensure that the manager or Directors are  informed of your absence from work as soon as possible and at the latest 6 hours before

 you were due to start. You should telephone if possible but if it is not, you should arrange for someone else to do so. Text messaging is not an 

acceptable means of communication and you should make direct contact with any of the manager or Directors and not pass messages through 

colleagues. If you need a reasonable adjustment to be made to this requirement, please speak to the Directors. 

Please note that an un-notified and unexplained absence will lead to forfeiture of pay and/or disciplinary action in accordance with Docklands

 Day Nursery's procedures. 


 12. 
PAYMENT DURING SICKNESS OR INJURY ABSENCE 

You will not be entitled to payments under the Docklands Day Nursery sick pay scheme but may qualify for SSP payments (subject to HMRC 

eligibility). Your entitlement to SSP payments is subject to compliance with Docklands Day Nursery's rules for reporting absence from work. 

Information about sickness reporting and entitlements are detailed in the illness policy and procedure. 

Docklands Day Nursery reserves the right to modify or alter the occupational sick pay scheme at any time. 


13. 
DISCIPLINARY, CAPABILITY AND GRIEVANCE PROCEDURES 

Your employment is subject to Docklands Day Nursery's disciplinary, capability and grievance procedures and details of these are in the 

policy and procedure’s file. In the event that you are dissatisfied with any decision under these procedures you may appeal in writing to the 

Manager or Directors.

If you wish to raise a grievance, please write to the Manager in the first place. 

Docklands Day Nursery reserves the right to modify or alter the Disciplinary, Capability or Grievance Procedure at any time. 


14.  IT POLICY 

Details of Docklands Day Nursery's current IT Policy are available on the office. The Policy sets out the  responsibilities of staff using IT for 

both business and personal use. You should be aware that breaches of the IT Policy will be dealt with through the Disciplinary Procedure, 

which may lead to dismissal. 


15. 
CONFIDENTIALITY AND OTHER WORK 

You are required to devote your services within your normal working hours to carrying out your  duties for Docklands Day Nursery. 

You must report to the Manager any conflict of interest which may arise between your work with Docklands Day Nursery and any other 

activities you may engage in, whether these are voluntary or paid. You must not, either during your employment with Docklands Day Nursery 

or afterwards, for any purposes other than those of Docklands Day Nursery: 

a. Disclose information of a confidential nature relating to Docklands Day Nursery service users, staff or Docklands Day Nursery's business affairs. 

a. Disclose any data stored by electronic or manual means as defined under the Data Protection Act. 

The only exception to the above would be when authorised to do so by the Directors. 

You, your partner, spouse or children must not get any unauthorised financial or other benefit from  contracts or transactions entered 

into by Docklands Day Nursery or any organisation associated with Docklands Day Nursery through any third party. 

You will promptly disclose in writing to the Directors all your interests in any business undertaking or concern other than Docklands Day Nursery. 

You will not during your employment, except with the written consent of the Directors, be directly or indirectly involved in any trade, business

 undertaking or concern (whether alone, or on behalf of, or in association with any other person) that may, in the reasonable opinion of your 

Directors, conflict with the activities or interests of Docklands Day Nursery. 

You will not sell or seek to sell to anyone information acquired by you in the course of your employment or seek to obtain any advantage 

(financial or otherwise) from the disclosure of such information. However, the above does not detract from your rights under the Public Interest 

Disclosure Act 1998. 


16. 
PERSONAL DATA 

Employees are required at all times during their employment to comply with the provisions of the  Data Protection Act 1998 and with 

Docklands Day Nursery's Data Protection Policy. 

You consent to Docklands Day Nursery holding and processing personal data (and sensitive personal data) relating to you as necessary f

or the effective conduct of Docklands Day Nursery's business. The data will be held for the duration of your employment and for a 

longer period in accordance with Docklands Day Nursery procedures to enable the organisation to answer any questions relating to you as 

an employee. 

You have the right to review and, if necessary, update the personal details held on you by Docklands Day Nursery. If your personal 

circumstances change at any time you must inform the nursery manager. 


17. 
EMPLOYEES' PROPERTY 

Docklands Day Nursery is not liable for any loss or damage to any property (including motor cars, cycles, phones and other personal items) 

that you may bring on to Docklands Day Nursery's premises. 


18. 
TERMINATION OF EMPLOYMENT 

Your contract may be terminated if you fail to make yourself available for work when requested to do so on two or more occasions in separate 

weeks during a three month period, other than for sound compelling reasons. The termination will be subject to the outcome of a disciplinary

 hearing with a right of appeal. 

Notice Required - by Employer 

Docklands Day Nursery has the right to terminate your employment on the grounds of misconduct, lack of capability, redundancy, illegality or 

contravention of a statutory duty relating to employment or for some other substantial reason. The period of notice to which you are entitled 

from Docklands Day Nursery is in accordance with the minimum requirements prescribed by statute, and is: 

	
	Length of Continuous Service 
	                Notice 



	
	
	

	a) 
	During probationary period 
	1 week 

	b) 
	After probationary period and up to 5 years 
	4 weeks 

	c) 
	5 years or more but less than 12 
	1 week for every year 

	
	years employment 
	of continuous employment 

	d) 
	12 years or more 
	12 weeks 


Notice Required - by Employee 

You are required to give Docklands Day Nursery 4 weeks' notice of termination of employment, in writing. 

Summary dismissal 

Docklands Day Nursery may summarily dismiss you from your employment (without notice or pay in lieu of notice) in the event that you 

are found by Docklands Day Nursery to have committed gross misconduct. Gross misconduct includes (but is not limited to) the 

examples given in Docklands Day Nursery Disciplinary Procedure


19. 
HEALTH AND SAFETY STATEMENT 

We require staff to discharge their general legal duty under section 7 of the Health and Safety at Work Act 1974, to take care for their own

 and other people's health and safety. Docklands Day Nursery's Health & Safety Policy is contained in the Health and Safety Procedure 

in the office, Failure to observe safety standards constitutes a disciplinary offence. 

20. CRIMINAL CONVICTIONS 

If, during the course of your employment you are convicted of a criminal offence, you must notify  your manager. For employees working 

directly with children and adults at risk, convictions include  cautions, etc. It is important to note that a criminal record is not an automatic 

disbar to continuing employment and each case will be considered on its own merits. 


21. 
CONDITIONS OF APPOINTMENT 

This appointment is subject to the pre-conditions set out below being met and satisfactory to  Docklands Day Nursery: 

Health Declaration 

Disclosure and Barring Service check 

As your role with Docklands Day Nursery involves working with children, we are required to obtain an enhanced Disclosure and Barring 

Service check on you. The Rehabilitation of Offenders Act does not apply to this role and therefore we do need to know about spent convictions 

as well as any other convictions. Should we receive a positive DBS disclosure for you, whether such matters come to light at the beginning of or

 during your employment, we reserve the right to withdraw the offer of employment or alternatively summarily dismiss you without notice. 

This statement and the terms and conditions specified within it supersede all previous documents relating to your terms and conditions in this post. 

SIGNED FOR AND ON BEHALF OF DOCKLANDS DAY NURSERY 

Name: 




Signature:


Date:

Name: 




Signature:


Date: 

ACKNOWLEDGEMENT OF RECEIPT OF STATEMENT OF PARTICULARS 

I have received a copy of this statement, understand, and accept it. 

Name: 

Signature:

Date: 







FULL NAME: MR/MRS/MISS/MS





TELEPHONE (including code)





HOME:





WORK:





MOBILE:








Tick box if you do not wish 


to be contacted at work		





ADDRESS:






































MEMBERSHIP OF PROFESSIONAL ASSOCIATIONS
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2
Adopted by the Directors: August 2013. This policy is reviewed the same period annually except where there is a change in circumstance. Review Date: 7th August 2023. Next Review Date: 7th August 2024. Reviewed by: Gabriel Ezemah.

NB: From 02/12/2022 all policies are electronically signed off as an e-signature by writing my full name in italics.


