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Safer Recruitment Policy – October 2025
Charlie Caterpillars is committed to safeguarding and promoting the welfare of children and expects all staff, students and volunteers to share this commitment. In this context Charlie Caterpillars will apply this recruitment and selection procedure and processes that identify people who are unsuited to work with children.

AIM
To help deter, reject or identify people who might abuse children or are otherwise unsuited to working with them by having appropriate procedures for the appointment of staff.

To operate such procedures consistently and thoroughly while obtaining, collating, analysing and evaluating information from and about applicants.

To seek to secure an on-going safe and secure environment for children by operating post appointment induction procedures.

The following recommended procedure will be completed for all positions within Charlie Caterpillars Day Nursery.

Advertisement:-
Charlie Caterpillars will use several forms of advertising to recruit and select staff/volunteers and will ensure that when a post is advertised, the advertisement makes clear our commitment to safeguarding and promoting the welfare of children.

The advertisement will also include the following:
Job Title and responsibilities of the role
The minimum level of experience or qualifications required.
A statement that the position applied for is an exempted post and requires a DBS (enhanced disclosure and barring service) check and ISA (independent safeguarding authority) Safeguarding Vulnerable Groups Act 2006, vetting and barring scheme will also apply.
Candidates will be made aware of closing date, shortlisting and interview dates in the advertisement.

Short Listing candidates:-
Once the closing date is reached, all applications will be subject to ‘sifting’ by the interview panel.

This ‘sifting’ will determine who meets the criteria for the position and will include:
Looking for full and completed application forms.
Information provided is consistent and does not contain any discrepancies or gaps in employment.
Assessed against the required criteria on the person specification.
All short-listed candidates will be assessed equally against the same criteria without exception or variation.
Shortlisting will take place separately by each panel member using numbers to identify each application.

Interview stage:-
A broad balanced approach to holistically assess applicants using a variety of methods are adopted as follows;

An interview panel will be established prior to the vacancy being advertised. This will consist of not less than 2 people and no more than 4 people. The Quality & Development Manager will be on the main interview panel.

A closing date, panel short listing date and interview date will be set prior to the vacancy being advertised.

Selection criteria will be established and will relate to the job description and person specification.

The interview panel will agree a task that will be submitted prior to interview or presented as part of the interview to assess knowledge and understanding of a related subject for management level positions.

A set of formal questions will be agreed to assess candidate’s depth of understanding relating to the role applied for, these will form part of the assessment alongside the information provided in the application form and/or references (if available).

A practical interview when deemed necessary will be arranged and supervised and scored by the Senior Practitioners giving the applicant the opportunity to demonstrate practical abilities of communicating with both the children and the team, the applicant must have a portable DBS.  For applicants without a portable DBS, the practical interview will be delayed until a new enhanced DBS is obtained.

Self Disclosure:-
All applicants will be requested to complete a self-disclosure form.   The purpose of this is to obtain from the applicant relevant details for the position including information on past criminal behaviour, records or investigations. A Disqualification by Association declaration will also be completed.

References
Details of two professional references will be requested on the application form.  At least one of these referees will be a current or last employer.

We will withdraw the offer of employment if no references are obtainable.

References from relatives/friends will not be accepted.

Referees will only be contacted prior to interview where the applicant gives consent. Where consent is not given, the references will always be taken up prior to any formal offer of employment.

New staff:-
Jane Durand will deliver classroom based training as prior to the start date as part of the induction process.

Pre-start training of Child protection, Prevent Duty, FGM, Food hygiene and allergy & dietary requirements will be undertaken prior to start date as part of the induction process.
Key codes to the nursery will be issued on first day of work.

Leavers:-
Key code to the nursery will be changed the day after the staff member leaves.
1. Short term contracts
2. Long term contracts


Students:-
· Short term
· Long term
· Work experience

Volunteers:-
· All volunteers will be issued a voluntary agreement in the form of a letter.
· All volunteers will undergo enhanced DBS check.

Contractors:-
A risk assessment will be prepared prior to the works taking place.
All contractors will carry out work outside of nursery hours.
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