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Safer Recruitment Policy
This policy Outlines the effective system in place at Hayley’s Little Heroes to recruit staff, volunteers, students and parent/carer helpers. This policy supports us to determine whether an individual is suitable to work, be responsible for, and have regular contact with children. It is crucial that our recruitment culture helps to identify and eliminate people who might pose a safeguarding or welfare threat. This policy also covers the recruitment of ex-offenders and is made available to all enhanced disclosure applicants at the outset of the recruitment process.

Hayley’s Little Heroes are committed to the fair treatment of its staff, potential staff or users of its services, regardless of ethnicity, gender identity, religion, sexual orientation, responsibilities for dependants, age, disability or offending background. We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates. We select all candidates for interview based on their skills, qualifications and experience.

Our Recruitment Procedure for paid employees is as follows:
· All application forms, job adverts, job briefings etc will contain a statement that clearly states any permanent job offers will be subject to a clear enhanced DBS disclosure, and 2 satisfactory references.
· Candidates will receive a job description and person specification for the role applied for, with induction packs
· Candidates must complete our application form and sign company disclaimer.
· Full employment history will be obtained via our application forms and discussed within the first interview stage where any gaps in employment can also be discussed and explained where necessary. 
· 2 references will be obtained, and one must be from the last employer and or the last childcare organisation if relevant. 
· Original copies of any qualifications and DBS checks will be viewed by management and checked via the government portals and returned to the candidate following verification and dates will be held on single central record and candidate’s personnel file. Any CPD certifications will be copied and stored on site with the candidate’s permission for viewing by relevant authorities for inspection when required.
· Short listed candidates who are not UK nationals will be subject to the right to work in the UK forms completed and a DBS check for the country of origin, plus UK DBS checks and 2 Separate ID checks. Any British National who may be shortlisted will be required to provide 2 separate forms of ID checks which will again be noted in personnel file. 
· Any successful candidates will be asked to return for a second interview where they will spend supervised time with the children to further view their suitability for the role applied. 
· Where HLH feels we have successfully found a new candidate though we are awaiting relevant references and DBS checks, the candidate will be shadowed by a room leader or member of the management team whilst on site, and will not be unsupervised at any time, nor will they be permitted to carry out any personal/intimate care routines, or access our online application Babys days (child’s personal info) til such documents have been obtained and are clear.  

Offers of employment
· Probationary period of 3 (12 weeks) month minimum from start date is set for each candidate/ employee.
· Staff to agree to use the update service OR agree to have this deducted from wage yearly. 
· Staff to sign a yearly declaration form during supervisions for disclosure and criminal records where the employee has been employed for 12 months or more. 
· Staff agree that where the employment only lasts less than 12 months from the start date, the cost of enhanced disclosure will be paid back to HLH in full by the applicant/ employee (usually in final wage).

Procedures relating to ex-offenders
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. We encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. 
We request that this information is sent under separate, confidential cover to the management team, and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process. 
Unless the nature of the position allows HLH to ask questions about your entire criminal record, we only ask about unspent convictions as defined in the Rehabilitation of Offenders Act 1974. 
We ensure that all members of HLH management team have relevant Safer Recruitment Training held either by our Local Authority (Warrington) Or our online learning platform (Flick Learning). 

 At interview or in a separate discussion we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. We make certain that every subject of a DBS is aware of the existence of the DBS Code of Practice and copies of this are supplied with our induction pack for all potential candidates. We undertake to discuss any matter revealed in an enhanced disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Procedures for Volunteers (adults 18 and over) 
Hayley’s Little Heroes does not currently have any roles for volunteers within the company and do not yet foresee this changing in the future. However, should this for any reason change then volunteers would also be subject to the above suitability checks. 

Procedures for students and work experience pupils. (this would be any college student or high school student on work experience and under the age of 18)
· All students/ pupils will be subject to interview either where Hayley/ Paula will attend their educational setting and interview alongside a responsible person from their setting or the student will attend HLH setting with another responsible adult from their educational setting or parent. 
· A reference or suitability check and disclaimer will be completed by the student and responsible adult/ parent from their school/college, and risk assessment carried out by the school or college prior to any start date being agreed. 
· HLH will send all insurance documents to the school/college to show compliance prior to student starting placement/ work experience.

Employees Leaving HLH. 
Every staff member who leaves the employment of HLH will be offered an exit interview. This will be with a member of the management team. Any information supplied during the exit interview is confidential, although relevant feedback which could help improve practice or the experience of staff at HLH is fed back discretely on a no names basis as part of the appraisal system. We hope this will improve HLH as an employer and give the staff a chance to offer feedback on their experience with us.
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