
    
 

 
Pound Park Nursery School and Pound Park Nursery School at Cardwell 

Safer Recruitment Policy 
 

The nursery is committed to ensuring the well-being and safety of all service users.  This 
includes developing, implementing and maintaining effective recruitment and human resources 
procedures to promote safeguarding of children young people and vulnerable adults. 

 It is a criminal offence for a barred person to work, or volunteer, in Regulated Activity. 

 It is a criminal offence for Pound Park Nursery to knowingly employ (either on a paid or 
voluntary basis) a barred person in Regulated Activity. 

 It is a criminal offence to allow someone to work in Regulated Activity without carrying 
out the required checks. 

Where a person is removed from Regulated Activity by an employer because the person has 
caused harm to a child or adult considered vulnerable, the DBS must be notified. 

This policy is applicable to all Pound Park Nursery School job applicants and employees. 

This procedure aims to ensure a consistent and robust decision making process for all posts 
subject to DBS checks.   

Frameworks for DBS checks 
If Pound Park Nursery considers that an individual will be engaged in a Regulated Activity a 
check against the relevant barred list and an enhanced Disclosure will be required.   
All school based posts require enhanced DBS checks – including school governors & volunteers 

When the school engages contractors, for example builders, measures should be put in place to 
ensure that there is no unsupervised contact with children.  Where this is not possible, 
appropriate checks should be arranged, via the contract.  Staff contracted to the school on a 
routine basis, for example, catering or cleaning staff will be subject to the same checks as staff 
employed directly by the school.  The checks should be conducted by the contractor and details 
provided to the school. 

Adverse information contained in a Disclosure will not necessarily act as an automatic bar to 
employment, (please refer to the Royal Borough of Greenwich’s policy on recruitment of ex-
offenders) 

Procedure 
A safeguarding statement will be included in recruitment documentation for relevant posts 
linked to safeguarding. 

Recruitment 
Where the post requires a DBS check, the requirement for a DBS check must also be included on 
the job description. 

A safeguarding statement will be included in recruitment documentation for relevant posts 
linked to safeguarding. 
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Once a recruitment panel have made a decision on who they would like to appoint, they must 
retain the interviewee and appointment paperwork.  The offer of employment letter issued by 
the school will inform the candidate that the offer is subject to relevant clearances, including a 
DBS disclosure.  The DBS application form and guidance will be enclosed with the offer of 
employment. 

Processing DBS Applications 
Successful candidates are required to complete the DBS application form.  The school will view 
and validate proof of identity, ensuring the DBS application form is completed correctly.  The 
school are responsible for verifying the applicant’s identity when they check completed 
applications before it is submitted for processing. 

The DBS certificate is sent to the appointee only.  They will need to arrange to bring the 
certificate to be checked by the Business Manager or Admin Assistant. 

Information that will lead to an individual automatically being unsuitable 
Enhanced Disclosures provide details of whether the individual is included on a list of people 
named as barred from working with children or adults considered vulnerable. 

 Children’s Barred list (formerly List 99 and POCA  - Protection of Children’s Act list) 

 Adults Barred List (formerly POVA – Protection of Vulnerable Adults) 

Candidates/employees who are named on the lists are considered unsuitable to work with 
children/adults and must not be employed in Regulated Activity.  There is no discretion.  It is a 
criminal offence to allow someone to engage in Regulated Activity when barred. 

It is a criminal offence for a person on either list to apply for work with children or adults 
considered vulnerable.  If a Disclosure reveals that a job applicant on these lists has applied to 
work with children, or a Disclosure reveals that an existing employee is registered on one of the 
lists, the School has a legal duty to inform the police. 

Making Decisions using Disclosure Information 
If a Disclosure reveals information of convictions, reprimands or cautions, the Headteacher 
should first check that whether the individual has previously disclosed details of any convictions 
or cautions.  The Headteacher should discuss the case with the Chair of Governors for a final 
decision on future employment. 

If the individual has not disclosed convictions on an application form they should be asked why 
they had not done so.  Non-disclosure of relevant information or the disclosure of false 
information by candidates will normally lead to a withdrawal of an offer of employment. 

If an individual denies that the conviction relates to them, a further check must take place.  This 
can be done by the individual contacting the DBS and advising that there is a dispute on the 
evidence submitted.  The DBS should then undertake an investigation. 

Factors to consider when making a decision 
Once it is established that the convictions/cautions relate to the individual, the Headteacher 
should explore with the applicant the circumstances surrounding the convictions/cautions and 
when they took place.  An applicant’s criminal record should be assessed in relation to the tasks 
they will be required to perform and the circumstances in which the work is to be carried out. 
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Factors to consider include: 

 An examination of the circumstances leading up to the offence, e.g. the influence of 
financial or domestic circumstances. 

 The seriousness of the offence 

 Whether the individual’s circumstances have changed since the offence was committed, 
making re-offending less likely. 

 The degree of intent on behalf of the offender 

 Any relevant information offered by the applicant about the circumstances which led to 
the offence being committed 

 The nature of the job, i.e. does the nature of the job present any opportunities for the 
individual to re-offend in the course of their work? 

 The degree of risk that the offence suggest that the individual represents  

 The length of time since the offence took place 

 The extent of job supervision i.e. does the job involve one-to-one contact with children or 
other vulnerable groups and what level of supervision will the post-holder receive. 

The fact that someone has a conviction or a caution would not necessarily prevent them from 
taking up or continuing in employment with Pound Park Nursery, although serious 
consideration must be given to the information that has been received before a decision is 
made. 

The decision on whether to confirm or withdraw the offer of employment will be documented 
on the Disclosure Review and Clearance Form.  If the decision is made to appoint, the form 
needs to be kept on the employee’s personal file.  If the decision is not to appoint, this will be 
kept on the recruitment file. 

Our procedure is as follows:  

 We use the Royal Greenwich, school and TES websites when advertising any vacancies.  
 The adverts always contain the statement written above, regarding our commitment to 

safeguarding and promoting the welfare of children and young adults.  
 All applicants will be required to complete an application form and only those successful 

in reaching the next stage will be contacted either by e-mail / phone or letter, (face to 
face interview).  

 All shortlisted candidates will receive a job description and where possible, have their 
references checked before attending an interview.  

 During an interview applicants will be asked to prove: Their identity (passport and/or 
photo card and/or driver’s license) Relevant qualifications (certificates) 
Eligibility to work in the UK (official paperwork + office NI notification)  
Their criminal history (disclosing anything that will show up on a DBS)  

  Detailed enquiries will also be made regarding any gaps in their employment.  
 The nursery manager and proprietor (or supervisor) will be present at interview although 

the final decision regarding employment will remain with the proprietor at all times.  
  Each short-listed applicant will receive communication from the nursery stating whether 

they have been successful or not.  
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Starting work  

 The successful candidate will be informed that their job offer is conditional, dependant 
on the return of 2 satisfactory written references and an enhanced Criminal Records 
Bureau check.  

 New members of staff will not be allowed unsupervised access or be able to provide 
intimate care (nappy changing/toileting) to any child until their CRB check comes back 
clear.  

  New members of staff will undergo an induction period (minimum of 8 weeks) during 
which time they will read and discuss the nursery’s policies and procedures and receive a 
mentor who will introduce them to the way in which the nursery operates. Their work 
ethic and performance will also be monitored very closely during this time and if 
satisfactory levels are not being reached their employment may be reconsidered.  

All staff are responsible for notifying the manager, in person, if any circumstances arise that may 
affect their suitability to work with children. This includes any health concerns or incidents that 
have occurred outside of the nursery. Staff will face disciplinary action if they fail to notify the 
manager within in a reasonable time scale.  

 

 

This policy / procedure was checked, reviewed and updated in March 2018 
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