PEOPLE MATTERS

Issue 8 – February 2006
This is the eighth in a series of briefing notes for Childcare Settings in Hertfordshire covering Employment issues. 

Any organisation with paid staff has legal obligations towards them - however many are employed. 

Some rights are acquired as soon as someone takes up a post (some even apply to job applicants) others depend on length of continuous service – the time someone has been with the same employer, even if their job has changed.  

The better the terms and conditions you can offer to your staff, the easier it will be for you to employ and retain the quality of staff you want.  As we all know good quality staff is critical for the sustainability and success of any childcare setting. 

Decisions need to be made about what you can offer employees in relation to what you can afford. Try to strike a balance between the statutory minimum required by law and the terms that a good practice employer would offer.

As well as legislation relating directly to employment, employers need to be aware of other legislation such as Health and Safety.

This edition of People Matters will cover the following areas:

Safe Recruitment Practices 

Induction 
Safe Recruitment Practices

Safer practice in recruitment means considering and promoting the welfare of children at every stage of the employment process. It also requires a consistent and thorough process obtaining, collating, analysing and evaluating information from and about candidates. 
The main elements of the process include: 

· ensuring job description makes reference to the responsibility for safeguarding and promoting the welfare of children

· that the person specification includes specific reference to suitability to work with children (i.e. Criminal Background Check )
· obtaining and scrutinising comprehensive information from applicants – taking up and resolving satisfactorily any discrepancies or anomalies

· Obtaining independent professional character references that answer specific questions to the candidates suitability to work with children

· Face to face interview exploring candidates suitability to work with children and duties in post
· Verifying the successful candidates right to work in UK 

i.e.  Valid National Insurance Number (Be aware temporary numbers usually include the applicants date of birth ) 
· Verifying the successful candidates identity 
           i.e. current driving licence or passport, plus a utility bill or financial   statement that shows current name and address 
· Verifying the successful candidates qualifications 
i.e. Original copy of certificate from awarding body -   if not available letter of confirmation from awarding body
· Verifying the successful candidates employment history via references 
· Carry out a Criminal Record Check on successful candidate 

Good Practice 

All checks should be:
· confirmed in writing 
· documented and retained on the personnel file 

· all discrepancies in the information provided followed up until satisfactorily resolved
References 
· References should always seek objective verifiable information and not subjective opinion 

· To aid the referee a copy of the person specification and Job description should be enclosed with the reference request 
Questions on the reference should include:
· Referees working relationship with candidate and how long known to Referee
· Is Referee satisfied candidate can fulfil duties of the job 

· Is Referee completely satisfied that the candidate is suitable to work with children

· Are there or has there been any disciplinary issues with the candidate 
· Are there any sickness / medical issues relating to the candidate 

Good Practice 
On receipt references should be checked thoroughly to ensure all questions have been answered satisfactorily. If questions have not been answered or are vague or unspecific, the referee should be contacted by telephone or in writing to provide fuller answers to the questions. 
Good Practice 
Remember Ofsted on visiting your setting will now check your recruitment processes.  It is your decision who works at your setting and by having safe recruitment practices you are not only safeguarding the welfare of the children in your care but also the reputation of your setting. 
Never appoint anyone without being entirely satisfied with the recruitment checking process. 

Induction 

It is easy to forget that the selection process is only the beginning of the employment relationship, and the future of that relationship depends to a considerable extent on how the new employee is settled into their new role.
By planning an induction programme, the organisation can quickly build on the positive attitude of the successful candidate. However keen new recruits may be, they may have anxieties about how well they will:

· get on with their co-workers 

· understand the standards and rules of the organisation 

· make a good impression on their new manager or supervisor 

· be able to do the job.

Induction Timetable
Induction need not be a very formal process but it needs to be properly managed. Nevertheless, having a structured checklist to follow is useful for both parties.  Most inductions will consist of meeting and talking with new colleagues, watching activities and asking questions. 
Induction often begins before the person has actually started

·  By providing an initial 'information pack' with the invitation to interview, or with the letter of job offer.
 First day: 
·  Greet and spend time with immediate manager. 
· Complete necessary documentation – Salary details, Holiday Card.  

· Make aware of Health and Safety requirements 

· Meet immediate colleagues 

· Identify a buddy, an experienced worker nominated to assist the new recruit 
· ALLOW THEM TO WORK 

Good practice 

It is often useful to have a co-worker to act as a buddy. This person can help in those everyday questions such as introducing other co-workers, explaining the layout of the building, etc in an informal way as they occur. This process can also be a good way of providing a development opportunity to the person who acts as guide and mentor.

Good Practice 

It is useful to have a written checklist of the items that need to be covered in the induction programme.  Not only does this give some structure to the induction but it also ensures that both the new starter and the manager know what has or has not been covered at any given time. 
On going Induction 

The induction programme may be spread over several days or weeks, and may incorporate specific job training, but always consider that people can take in only so much information at any given time, and should not be overloaded. 
Good Practice 

The outcome of a good induction programme is that the new starter should have a good feel for the setting, and should continue to feel that they made the right decision in accepting the job. 
Good Practice 

Try to follow up the new employee after a suitable period, perhaps three months, to check that the induction went well. This could form part of the probationary review.  
For more advice and guidance on the issues discussed in this edition of People Matters contact the following:

www.acas.org.uk
Helpline Tel 08457 47 47 47

www.businesslink.gov.uk
Helpline Tel 0845 600 9 006

www.cipd.co.uk
(Chartered Institute of Personnel & Development )

www.ofsted.gov.uk 

www.crb.gsi.gov.uk
 Helpline Tel 0870 9090 811

The three organisations which can be used for processing subsidised CRB Disclosure applications are as follows :
	TMG CRB

	
	Contact details:

	
	
	Telephone number: 0115 969 4609

	
	
	Email address: crb.enquiries@tmgcrb.co.uk 

	
	
	Website address: http://www.tmgcrb.co.uk 


	Nestor Primecare Services Ltd.

	
	Contact details:

	
	
	Telephone number: 0845 602 1759 

	
	
	Email address: CRBinfo@nestorplc.co.uk

	
	
	Website address: www.nestor-healthcare.co.uk 


	Capita Education Resourcing (CER)

	
	Contact details:

	
	
	Telephone number: 0870 850 2516

	
	
	Email address: crb.enquiries@capita.co.uk

	
	
	Website address: www.capitaers.co.uk


This briefing paper is for guidance only and is not an authoritative statement of the law.

Previous editions of People Matters can be viewed on www.hertsdirect.org/younginherts
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