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Recruitment Procedure

Aims
The aim of this policy is to select and appoint staff with appropriate skills and experience through a methodical selection process, free from discriminatory bias and soundly based on the principle of equal opportunity.

The action to be taken to recruit a new member of staff will vary depending on the period of notice given by the staff member to be replaced and the level of qualifications required.
1. The advert placed must ensure that there is no discrimination, stated or implied, on the grounds of gender, sexuality, race, religion, age or disability.

2. Possible advertising outlets are:

i) The Bath Chronicle (01225 322322)

ii) B&NES Website – via their Job Vacancy and working with children pages.
iii) The newsletter, Tapestry and by word of mouth 

iv) City of Bath College (01225 312191)

v) City of Bath College Somer Campus (01761 433161)

3. All applicants should be sent an application form by email or post.

4. A Committee member and the Pre-School Manager should review the applicants and set up interviews with suitable qualified individuals.

5. The interviews should be conducted by a Committee member and the Pre-School Manager.

6. The Committee member and Pre-School Manager will email a short list of applicants to the Committee.  The Committee and Pre School manager should then decide which candidate to employ, guided by the interviewers.

7. A DBS check must be carried out before an offer of employment is made.

8.   Following a successful DBS check, the Pre School Secretary or Administrator should write a formal job offer to the successful candidate and at this stage confirm the hours, salary, terms & conditions.

9.   A contract should be drawn up by the Pre School Administrator in time for    the new staff member’s start date.

Reviewed June 2020 
Committee signature.......................................................................................................
	
	Policies and Procedures               Registered Charity No; 1028044



