
Abacus Nursery – Safer recruitment  
 

Abacus Nursery will only recruit people when it is clear that a long-term permanent or fixed-
term (limited to a period of time; terminating on a specified date) vacancy exists. At which 
time we shall recruit only the best person for the post, this will be regardless of race, creed, 
sex or disability in line with our Inclusion and Equality Policy.  We aim to ensure that 
employment and progression within our organisation is determined sorely by objective 
criteria and personal merit.  
  
Full consideration will be given to existing employees and whenever possible i.e. they meet 
the qualifications and experience the role demands, they will be invited to apply for the 
alternative or promotional opportunity.  
 
This policy is to ensure:-  

 the efficient and safe recruitment of staff 
 that legislation in regard to recruitment is adhered to 
 all applicants are treated fairly, consistently and courteously 
 recruitment and selection decisions are made on merit alone 
 the appointment of suitably qualified and skilled employees 
 staff appointed will understand and uphold the Abacus Ethos. 

 
Legal requirements:-  

 We abide by all legal requirements relating to safe recruitment set out in the 
Statutory Framework for the Early Years Foundation Stage (EYFS) and accompanying 
regulations  

 We also follow any requirements or guidance given by the Disclosure and Barring 
Service (DBS) in relation to carrying out checks; and abide by the employer’s 
responsibilities relating to informing the DBS of any changes to the suitability of their 
staff, whether this member of staff has left the nursery or is still under 
investigation. Please refer to the child protection/safeguarding policy for further 
information.   

 
Advertising:-  

 Adverts will be placed externally and also placed on the staff notice board to ensure 
existing employees do not miss the opportunity of applying for a new position. 

 We use reputable newspapers, websites and the local job centre to advertise for any 
vacancies  

 We ensure that all recruitment literature includes details of our equal opportunities 
policy and our safe recruitment procedures; including an enhanced DBS check and at 
least two independent references for every new employee. We also include the 
requirement for an additional criminal records check (or checks if more than one 
country) for anyone who has lived or worked abroad.  

 
 
 
Recruitment procedure:- 



All job vacancies will be dealt with by the Management team. 
Applications are reviewed and acknowledged as soon as possible To ensure each applicant is 
given fair consideration when a number of applications have been received, a score card will is 
completed. Using the ‘Score card’ results, management draw up a short list of suitable 
candidates to be interviewed. Unsuccessful applicants will be informed. 
Successful applicants (those who meet our criteria i.e. correct qualification/years of 
experience etc) are emailed a letter inviting them to interview. The invitation will detail time, 
place, who will be interviewing and what they need to do/bring to the interview. A copy of our 
job description and an Application forms (if not already received) will accompany this 
invitation. The completed application form along with any relevant certificates will be 
requested on their arrival.  
An informal pre-visit to the nursery where requested would be accommodated.   
Interviews will be carried out by two members of the management team. 
Each candidate will be asked the same set of questions with their responses recorded on the 
same sheet. Once the interview has concluded, an interview score card will be completed for 
each interviewee and the successful candidate will be contacted initially by phone with the 
job offer. If the job is accepted the offer will be made in writing with details of Start date, 
number of hours and hourly rate of contract and the next point of contact to be made with 
the Nursery. If the offer is not accepted, the post may be offered to the next suitable 
applicant. The unsuccessful applicants will be notified by phone or in writing within seven 
days of the interview. 
 
All offers of employment will be subject to satisfactory references, identification with 
appropriate documents (e.g. Birth certificate, passport etc), health checks and confirmation 
of suitability through a DBS check applied for through Abacus Nursery  
(unless registered for the continuous update service). Until a receipt of an enhanced DBS is 
received the new starter will not be allowed to have unsupervised access to any child or their 
records, administer medication or complete toileting duties.   
Any person subject to Immigration control with the intention of working in the UK must have 
a Work Permit. (See Asylum and Immigration Act 1996 in ‘Staffing and Employment’ policy)   
The employee’s contract, hand book, terms and conditions along with a number of other 
documents e.g. Health declaration that need completing, information and Nursery policies will 
be made available within the first week of duty.  
All new staff will be subject to a probationary period of six months. A robust induction 
programme must be completed, assisted and monitored by the Nursery Deputy downstairs or 
the Baby-room Supervisor upstairs, this will include reading and discussing nursery policies 
and procedures to include how to safeguard children in their care and follow the 
Safeguarding Children/Child Protection policy and procedure, emergency evacuation 
procedures, equality policy and health and safety issues  
During this initial six months they will receive regular feedback on their employment at one, 
three and six months as a minimum.  
If satisfactory progress is not being made the employee will be made aware of the situation 
and either have their probationary period extended or notified that their employment is 
likely to be terminated. 
 
On satisfactory completion of the probationary period the employee will receive verbal 
confirmation and their supervision notes will be updated.   



 
Where an enquiry is made and there is no post available, CV’s will be requested and held on 
file for the following six months to be considered should a post become available. 
 
Ongoing support and checks:- 

 ‘Staff change of circumstance’ slips are available on the staff notice board to ensure 
management are kept updated of any changes to their circumstances that may affect 
their suitability to work with children. This includes any incidents occurring outside 
the nursery, change in health/medication. Staff will face disciplinary action should 
they fail to notify the manager immediately. 

 All members of staff will update a health questionnaire on an annual basis (as part of 
their yearly supervision) to ensure management have a good knowledge of any changes 
that may require support or additional resources to aid them to carry out their day-to-
day duties. This will also be discussed at termly ‘staff chats’.  Management may require 
this more regularly where they are aware there is an ongoing health concern. There 
are more details about how the nursery deals with any health problems in the Absence 
Management policy. 

 The management team will review any significant changes to an individual’s 
circumstances that may suggest they are no longer suitable to work with children and 
take appropriate action to ensure any unsuitable or potentially unsuitable employee 
does not have unsupervised contact with children until the matter is resolved. Please 
see the Disciplinary Policy for further details 

 Every member of staff will have a yearly formal supervision with the manager and a 
further two ‘chat’ with their room supervisor. This will provide an opportunity for the 
manager and member of staff to discuss training needs as well as evaluate and discuss 
their performance.  

 The manager, deputy and room leaders will be responsible for any support the staff 
team may have between these reviews. This includes mentor support, one-to-one 
training sessions, ongoing supervision, work-based observations and constructive 
feedback. All staff are aware of the office ‘open door’ policy 

 The nursery will provide appropriate opportunities for all staff to undertake 
professional development and training to help improve the quality of experiences 
provided for children. 

 


