VICTORIA COLLEGE BELFAST

(incorporating Richmond Lodge School)

Day Care 

Recruitment Policy- referencing Standard 12 (Suitable Person)
1.
Rationale:

Victoria College Day Care is committed to promoting high quality education by employing and supporting staff who will work with a high degree of commitment and professionalism in a healthy and safe environment.  The purpose of this policy and accompanying procedures is to establish a clear framework for recruitment to the Day Care staff.
2.
Aims and Objectives:

· To ensure that the best possible staff are recruited on the basis of their merits, abilities and suitability for the position. 

· To ensure that all job applicants are considered equitably and consistently.

· To ensure that no job applicant is treated unfairly on any grounds including race, colour, nationality, ethnic or national origin, religion or religious belief, sex or sexual orientation, marital status, disability or age.

· To ensure compliance with all relevant recommendations and guidance including the recommendations of the Code of Practice published by Access N.I. and the Social Services Minimum Standards document. 

· To ensure that the Victoria College Day Care meets its commitment to safeguarding and promoting the welfare of children by carrying out all necessary pre-employment checks.  

Employees involved in the recruitment and selection of staff are responsible for familiarising themselves with and complying with the provisions of this policy.

3.
 Procedures:

An interview panel will be appointed and all attempts will be made to ensure that the panel is cross-community and comprises of both sexes. Interviewers must have received recent training in Children Protection and have awareness pf Recruitment and Selection Procedures.  The relevant training provided to the Board of Governors will be reviewed every two years.

A pre-competition meeting will be arranged, during which the job description, advertisement, shortlisting criteria, interview questions, assessment methods and scorings will be agreed and documented by the recruitment panel.

All applicants for employment will be required to complete an Application Form containing questions about their academic and employment history and their suitability for the role. A Curriculum Vitae will not be accepted in place of the completed Application Form.  Applicants will receive a Job Description and Person Specification for the role applied for.

The personal details of all applications received by the submission deadline will be removed (i.e. name, sex, marital status, date of birth) and only the academic and employment history circulated to members of the recruitment panel for shortlisting purposes.

The applicant may then be invited to attend a Formal Interview at which his/her relevant skills and experience will be assessed in more detail. In addition to an interview, the recruitment process for all posts may include other forms of assessment. For teaching posts applicants may be asked to teach a lesson or lessons which will be observed, or participate in other selection exercises.  In the case of non-teaching staff, the assessment may include any other form of assessment as the Day Care deems appropriate.  If there is an assessment applicants will be informed in advance.

During the Formal Interview candidates will be scored according to criteria agreed at the pre-competition meeting.  At the end of the Formal Interviews candidates’ scores will then be ranked by each member of the panel and the total rankings for each candidate will be calculated.  The successful candidate will be the one with the lowest ranking total score.  

Any subsequent discussion will be noted and if it is decided to make an offer of employment, any such offer will be conditional on the following:-

· The agreement of a mutually acceptable start date and the signing of a contract incorporating the standard terms and conditions of employment.

· The receipt of two satisfactory references (one of which must be from the applicant's most recent employer) which the Day Care considers satisfactory.

· The receipt of an Enhanced Disclosure from Access N.I. with which the Day Care is satisfied.

· The completion of a Health Declaration Form (see Appendix 2).  On receipt of the completed form the Day Care may, at its discretion, require a candidate to attend a medical examination.  A Pre-employment health assessment from a GP is also required.
· A letter confirming Social Services Trust vetting clearance.

The successful applicant will be informed of the outcome of the interview by telephone the same day or as soon as possible thereafter, with a formal written offer posted within one working day of the interview, with this offer subject to vetting processes.  All unsuccessful applicants will be informed of the outcome of the interview by post within three working days of the interview and will be given the opportunity to learn from the panel, by way of written or verbal feedback.

If the offer is accepted and the above conditions are satisfied, the applicant will be issued with a Contract of Employment as confirmation of employment.

4.
Pre-employment checks:

In line with Social Services requirements, all staff and volunteers will be vetted by Social Services and must also complete an enhanced Access NI police check. This vetting will be a condition of employment/voluntary participation.  As part of this process, identity verification is completed and identification documents will be required for inspection.  Once approved, all disclosure certificates will be filed under the appropriate staff file or the Criminal Records Checks file as appropriate.
4.1
Verification of Identity and Address 

All applicants who are invited to an interview will be required to bring to the interview, or to provide as soon as possible thereafter, documentation to verify their identity and address as outlined in Appendix 1 (originals, not photocopies to be supplied).

Where an applicant claims to have changed his/her name by deed poll or any other mechanism (e.g. marriage, adoption, statutory declaration) he/she will be required to provide documentary evidence of the change.

4.2
References

References will be taken up on short listed candidates prior to interview.

All offers of employment will be subject to the receipt of a minimum of two satisfactory references, one of which must be from the applicant's current or most recent employer.  If the applicant has previously worked with children then a reference should be provided from that employer.  Neither referee should be a relative or someone known to the applicant solely as a friend.

All referees will be asked whether they believe the applicant is suitable for the job for which they have applied and whether they have any reason to believe that the applicant is unsuitable to work with children.  All referees will be sent a copy of the Job Description and Person Specification for the role which the applicant has applied for.  If the referee is a current or previous employer, they will also be asked to confirm the following:-

· the applicant's dates of employment, salary, job title/duties, reason for leaving, performance, sickness and disciplinary record;

· whether the applicant has ever been the subject of disciplinary procedures involving issues related to the safety and welfare of children (including any in which the disciplinary sanction has expired);

· whether any allegations or concerns have been raised about the applicant that relate to the safety and welfare of children or young people or behaviour towards children or young people.

Victoria College Day Care will only accept references obtained directly from the referee and it will not rely on references or testimonials provided by the applicant or on open references or testimonials.  Victoria College Day Care will compare all references with any information given on the application form.  Any discrepancies or inconsistencies in the information will be taken up with the applicant before any appointment is confirmed. 

4.3
Criminal Records Check

Due to the nature of the work, enhanced criminal record certificates from Access N.I. (via Department of Education) in respect of all prospective staff members, governors and volunteers are required. 

An Enhanced Disclosure will contain details of all convictions on record including current and spent convictions (including those which are defined as "spent" under the Rehabilitation of Offenders Act 1974) together with details of any cautions, reprimands or warnings held on the Police National Computer.  The Enhanced Disclosure will also reveal whether he/she is barred from working with children or vulnerable adults by virtue his/her barring from the Disclosure and Barring Service (DBS) register, i.e. those considered unsuitable to work with children or vulnerable adults maintained by the DBS.  It may also contain non-conviction information from local police records which a chief police officer thinks may be relevant in connection with the matter in question.  

5.
Policy on recruitment of ex-offenders:

5.1
Background

Victoria College Day Care will not unfairly discriminate against any applicant for employment on the basis of conviction or other details revealed.  Victoria College Day Care makes appointment decisions on the basis of merit and ability.  If an applicant has a criminal record this will not automatically debar him/her from employment within the College.  Instead, each case will be decided on its merits in accordance with the objective assessment criteria set out in paragraph 5.2 below.

In view of the fact that all positions within Victoria College Day Care will amount to "regulated positions" within the meaning of The Safeguarding Vulnerable Groups Act 2006, all applicants for employment must declare all previous convictions (including those which would normally be considered "spent" under the Rehabilitation of Offenders Act 1974).  A failure to disclose a previous conviction may lead to an application being rejected or, if the failure is discovered after employment has started, may lead to summary dismissal on the grounds of gross misconduct.  A failure to disclose a previous conviction may also amount to a criminal offence.  Under the relevant legislation, it is unlawful for Victoria College Day Care to employ anyone who is barred by or not registered with the DBS.  In addition, it will also be unlawful for the Victoria College Day Care to employ anyone who is the subject of a disqualifying order made on being convicted or charged with the following offences against children: murder, manslaughter, rape, other serious sexual offences, grievous bodily harm or other serious acts of violence. It is a criminal offence for any person who is disqualified from working with children to attempt to apply for a position within Victoria College Day Care.  If:-

· Victoria College Day Care receives an application from a disqualified person;

· is provided with false information in, or in support of an applicant’s application; or 

· Victoria College Day Care has serious concerns about an applicant’s suitability to work with children, it will report the matter to the Police, Access N.I. and/or the Independent Safeguarding Authority. 

5.2
Assessment Criteria

In the event that relevant information (whether in relation to previous convictions or otherwise) is volunteered by an applicant during the recruitment process or obtained through a disclosure check, Victoria College Day Care will consider the following factors before reaching a recruitment decision:-

· whether the conviction or other matter revealed is relevant to the position in question;

· the seriousness of any offence or other matter revealed;

· the length of time since the offence or other matter occurred;

· whether the applicant has a pattern of offending behaviour or other relevant matters;

· whether the applicant's circumstances have changed since the offending behaviour or other relevant matters; 

· whether an applicant barred by the DBS is currently appealing this decision; and

· the circumstances surrounding the offence and the explanation(s) offered by the convicted person.

If the post involves regular contact with children, it is the Victoria College Day Care’s normal policy to consider it a high risk to employ anyone who has been convicted at any time of any the following offences:- against adults: murder, manslaughter, rape, other serious sexual offences, grievous bodily harm or other serious acts of violence;

· against children or adults: serious class A drug related offences, robbery, burglary, theft, deception or fraud.

If the post involves access to money or budget responsibility, it is the Victoria College Day Care’s normal policy to consider it a high risk to employ anyone who has been convicted at any time of robbery, burglary, theft, deception or fraud.

5.3
Assessment Procedure

In the event that relevant information (whether in relation to previous convictions or otherwise) is volunteered by an applicant during the recruitment process or obtained through a disclosure check, Victoria College Day Care will carry out a risk assessment by reference to the criteria set out above.  The assessment form must be signed by the Day Care Manager before a position is offered.

If an applicant wishes to dispute any information contained in an Enhanced Disclosure, he/she can do so by contacting the DBS.  In cases where the applicant would otherwise be offered a position were it not for the disputed information, Victoria College Day Care will, where practicable, defer a final decision about the appointment until the applicant has had a reasonable opportunity to challenge the Enhanced Disclosure information.

5.4
Retention and Security of Disclosure Information

Victoria College Day Care‘s policy is to observe the guidance issued or supported by Access N.I. and the DBS on the use of Disclosure information.  

In particular, Victoria College Day Care will:-

· store Disclosure information and other confidential documents issued by Access N.I. and DBS in locked, non-portable storage containers, access to which will be restricted to the Day Care Manager.
· ensure that any Disclosure information is destroyed by suitably secure means such as shredding;
· prohibit the photocopying or scanning of any Disclosure information.
Victoria College Day Care complies with the provisions of Access N.I. Code of Practice, a copy of which is available on request.
6.
Retention of Records:

If an applicant is appointed, Victoria College Day Care will retain any relevant information provided on their application form (together with any attachments) on their personnel file.  If the application is unsuccessful, all documentation relating to the application will normally be confidentially destroyed after 6 months unless the applicant specifically requests Victoria College Day Care to keep their details on file.

7.
Queries:

If an applicant has any queries on how to complete the Application Form or any other matter they should contact the Prep School Secretary. 
8.
Review and Evaluation:
The policy will be reviewed at least once a year by the Board of Governors.  The policy will be kept under review by senior members of staff who will keep Governors informed of any difficulties that may arise.
Appendix 1

VALIDATION OF IDENTIFICATION – ACCEPTABLE DOCUMENTS

Three documents must be produced in the name of the applicant; one from Group 1 and two from Group 2.  If this is not possible, then 5 documents from Group 2 must be produced.  At least one document must include photographic identification.

	Group 1
	Group 2

	· Valid passport (any nationality)

· UK Driving Licence – Full or Provisional – England, Wales, Scotland, Northern Ireland, Isle of Man: either photocard or paper (a photocard is only valid if accompanied with the paper counterpart)

· Original UK Birth Certificate (issued within 12 months of the date of birth, full or short form acceptable)

· Valid photo identity card (EU countries only)

· UK Firearms Licence

· HM Forces ID Card (UK)

· Adoption Certificate (UK)


	· Marriage certificate/Civil Partnership Certificate

· Non-original UK Birth Certificate (issued after 12 months from date of birth, full or short form acceptable)

· P45/P60 Statement

· Utility Bill (includes mobile phone contract/bill)

· Valid TV licence

· Credit Card Statement

· Store Card Statement

· Mortgage Statement

· Valid insurance certificate

· Certificate of British nationality

· British work permit/visa**

· Asylum Registration Card

· AccessNI Disclosure certificate

· Personal Correspondence or a document from a Government department*

· Bank or Building Society Document**

· Financial Statement**

· Valid vehicle registration document

· Mail order catalogue statement*

· Court summons

· Valid NHS Card

· Court Claim Form

· Addressed payslip*

· National Insurance Number card

· Examination Certificate

· Letter from a school Principal*

· Child Benefit Book

· Smart Pass


Note:

*
documentation must be less than 3 months old

**
documentation must be issued within the last 12 months.

Appendix 2

HEALTH DECLARATION FORM

In line with the Department of Education requirements, employers must be satisfied that staff are in a fit state of health to give effective and efficient service.  Therefore if there are any concerns relating to the completed health declaration below, you may be asked to provide more details or attend a medical appointment.

1.
Are you now generally in good health?




Yes  

No     


2.
Is your eyesight satisfactory for all normal purposes?



Yes   

No     


3.
Is your hearing in each ear good for all normal purposes?


Yes  

No     


4.
Have you ever been diagnosed as suffering from any mental health

Yes  

No 

  
problems?    


5.
Have you ever been treated for drink, drugs or other substance abuse?
Yes  

No     


6.
Are you at present under any medical treatment or observation

Yes  

No     



(including alcohol/drug related problems)?

7.
Do you have any other health problems or disabilities that would affect
Yes  

No     


your ability to fulfil your employment?

8.
Are you in receipt of any type of invalidity pension?



Yes  

No     


9.
Have you ever left/lost or retired from previous employment as a result
Yes  

No     



of injury, a medical condition or unsatisfactory attendance?

10.
Has an insurance company declined to accept a proposal to insure

Yes  

No     



your life?

11.
Are there any adjustments or requirements which would be necessary
Yes  

No     



to enable you to fulfil your employment?


If ‘yes’ please specify adjustment or requirements.

12.
Is there anything else of relevance to your health that the College should
Yes  

No     



be aware of?

Please give any further information of any medical condition highlighted above.

Appendix 3
EQUAL OPPORTUNITIES POLICY

1.
Rationale:
Victoria College Day Care recognises the requirement to meet all statutory obligations under relevant discrimination and equality legislation including adherence to the legal requirements signalled under EU Directives. Victoria College Day Care’s policy is guided and informed by the relevant statutes and the Codes of Practice issued by the Equality Commission for Northern Ireland (www.equalityni.org) and will be amended to meet future changes to the legislation and guidance. 

The main equality legislation in Northern Ireland is:

· Equal Pay Act (Northern Ireland) 1970 (as amended) 

· Sex Discrimination (Northern Ireland) Order 1976 (as amended)

· Race Relations (Northern Ireland) Order 1997 (as amended) 

· Fair Employment and Treatment (Northern Ireland) Order 1998 (as amended)

· Disability Discrimination Act 1995 

· Equality (Disability, etc.) (Northern Ireland) Order 2000

· Employment Equality (Sexual Orientation) Regulations (Northern Ireland) 2003

· Northern Ireland Act 1998 

Victoria College Day Care is committed to implementing a policy of equality of opportunity for all employees, and will review regularly all aspects of its recruitment and selection practices and procedures to ensure equality and fairness in treatment. These practices and procedures will be designed to ensure that each candidate is assessed on the basis of merit through demonstrating an ability to meet the qualifications, experience, and abilities required by the job description and perform the duties relevant to the vacancy. 

2.
Aims:
Victoria College Day Care will take active steps to promote good practice. In particular it will:

· promote equality of opportunity and an inclusive culture.

· provide equality of treatment irrespective of sex, sexual orientation, marital status, age, disability, race, colour, ethnic or national origin, religious or political beliefs or membership or non-membership of a Trade Union.

· monitor and review recruitment, selection, promotion and training procedures regularly.

· provide training for all people, including managers, throughout the organisation, to ensure understanding and full implementation of the policy.

· draw up clear and justifiable job criteria, which are demonstrably objective and job-related.

· develop links with local community groups, organisations and schools, in order to reach a wide pool of potential applicants.

· consider flexible working, career breaks and the provision of childcare facilities, to help those with extended domestic responsibilities to pursue their careers.

· be proactive in anticipating the needs of people with disabilities by ensuring accessibility and being prepared to provide appropriate special equipment and assistance.

· create an environment free from any flags, emblems, posters, graffiti, or other material likely to be provocative, offensive, intimidating or in any way likely to cause discomfiture or unease for any employee or customer of the College.

· try to provide an environment which is at all times safe from physical or psychological danger for all employees.

· ensure that all employees are aware of and adhere to the Equal Opportunities Policy. 

Any employee who is found to have wilfully offended against this policy in dealings with any other employee in Victoria College Day Care matters, will be liable to disciplinary action.
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