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Employment Policy and Procedures including the recruitment of Ex-offenders.
The Pre-School will appoint the best person for each job and will treat fairly all applicants for jobs and all those appointed.

· All jobs will be advertised in the relevant local press in order that a wide selection of people are given the opportunity to apply. No applicant will be rejected on the grounds of age, gender, sexuality, class, means, family status, disability, colour, ethnic origin, culture religion or belief.

· The interviewing panel (normally committee officers) will then shortlist all applicants who appear to fulfil the essential requirements of the person specification as advertised. Shortlisted candidates will then be informed of the time, date and place of the interview in writing, even if informed by phone initially. References or verification of previous employment would be taken up at this time. All unsuccessful applicants will be notified at this time. 

· Following the interviews, the most suitable applicant will be offered the post. If he/she does not wish to accept, then the post can be offered to the next most suitable candidate. If there are no suitable alternative candidates, the job will be re-advertised and the procedure as outlined above repeated. 
· All unsuccessful candidates will be notified in writing to this effect.

· Once the successful candidate has been offered and accepted the job, the offer will be put in writing and will include the following:

1. The start date, rate of pay and holiday entitlement.

2. That the offer is subject to verification/references being taken up (if this has not already been completed.) 

3. That the offer is subject to approval by OFSTED and a satisfactory Criminal Record Bureau disclosure.

4. A request for written authority to approach the person’s GP for a reference.

5. That the offer is subject to a trial period of 3 months.

· A contract stating the terms and conditions will be sent to the prospective employee together with bthe letter of offer which will contain the statement ‘I accept this offer on the terms and conditions outlined ‘ with a space for this acceptance to be signed and dated.

· All the relevant persons will be informed of the new appointment.
The recruitment of Ex-offenders

· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess an applicants’ suitability for positions of trust, Little Bears Pre-School complies fully with the CRB code of practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

· Little Bears Pre-School is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age physical/mental disability or offending background. 

· This policy is available to all Disclosure applicants at the outset of the recruitment process.
· Little Bears Pre-School actively promotes equality of opportunity for all with the right mix of talent, skill and potential. It welcomes from a wide range of candidates, including those with criminal records. We select all candidates for interview on the based on their skills, qualifications and experience.

· We encourage all applicants called for interview to provide us with details of their criminal records at an early age in the application process. This information should be sent under separate, confidential cover, to a designated person at the Pre-School and will only be seen by those who need to see it as part of the recruitment process.
· Unless the nature of the position allows Little Bears Pre-School to ask questions about the applicants criminal record and only ask about unspent convictions as defined in the Rehabilitation of Offenders act 1974.

· At interview, or in a separate discussion, the Pre-School will 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.

· The Pre-School would discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.
· Having a criminal record will not necessarily bar an applicant from employment with the Pre-School. This will depend on the nature of the position and the circumstances and background of the offences.
This policy was first adopted at a meeting of the Pre-School on 10/09/03. It was reviewed on the 14/9/06 and undated on the 7/4/11. It will be subject to regular reviews.
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