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                       Recruitment Policies and Procedures

Prime Time recognises the value of good quality and consistent staffing and aims to achieve this through safe and sound recruitment procedures.

Providers must ensure that adults looking after children, or having unsupervised access to them, are suitable to do so. 

Safe Recruitment

The Manager and all staff (including students and volunteers) will be suitably qualified, have relevant experience and have undergone full Disclosure and Barring Services checks. 

Disclosure and Barring Services checks will be updated every three years and where an individual has subscribed to the Update Service their DBS will be checked annually. 

No person who has not received full Disclosure and Barring Services check, but who is on the premises (such as a member of staff awaiting clearance) will be left alone with a child. 

The most suitable person will be appointed to each job, and all applicants will be treated equally and fairly. No applicant will be rejected on the grounds of age, gender, gender reassignment, sexuality, class, means, family status including marriage and civil partnerships and pregnancy and maternity, health, disability, colour, race, ethnic origin, culture, religion, belief, or offending background unless in relation to children. Commitment to implementing Prime Times Equal Opportunities Policy will form part of the job description for all workers. All employees will similarly be treated equally and fairly. 

We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation. 

Two references and a health declaration are sought for each new member of staff. References will always be obtained before employment, and we will not accept ‘open references’ only those with an individual named. Prime Time will ensure it obtains references directly and does not ask the applicant to obtain them. A reference will be required from the applicant’s current employer, training provider or education setting and they will be expected to be completed by a senior member of staff. References will not be accepted from a family member. Where the applicant is not currently employed Prime Time will obtain verification of the individual’s most recent relevant period of employment and will expect a reference from the last employer. If they have worked with children previously, we will require that last employer to also provide a reference. All electronic references must be from a legitimate source. When a reference has been provided but the content is vague or insufficient Prime Time will contact them for further clarity. All references will be cross-checked against application forms to ensure any discrepancies are addressed. Any candidate will be required to explain why they left or are leaving their most recent post and ensure any concerns are resolved before an offer of employment is made. Any references Prime Time receives or provides for employees should be made in a timely manner, should ensure information confirms if the applicant is suitable to work with children and provide the facts (not opinions) of any substantiated safeguarding concerns/allegations that meet the harm threshold. They should not contain information about concerns or allegations that are unsubstantiated, unfounded, false or malicious. 
All records from the recruitment process are to be filed in personnel files and stored in a locked filing cabinet or in a password protected file on a electronic devise. Confidentiality must be maintained at all times. 

Disclosures

We are an organisation that checks using the Disclosure and Barring Services (DBS) when looking to fill and maintain positions of trust, therefore Prime Time complies fully with the DBS 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. 

Prime Time is committed to the fair treatment of its staff, potential staff or users of its services, regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion, belief, sex and sexual orientation or offending background. 

We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process. 

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applicants from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience. 

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all applicants’ forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be required in the event of the individual being offered the position. 

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover, to a designated person within Prime Time and we guarantee that this information will only be seen by those who need to see it as a part of the recruitment process. 

Unless the nature of the position allows Prime Time to ask questions about your entire criminal record, we only ask about convictions, cautions, reprimands or final warnings that are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 
We ensure that all those in Prime Time who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitations of Offenders Act. 

At interview, or in a separate discussion, we 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. We ask the applicant if they have been disqualified from working with children under the Childcare (disqualification) Regulations 2018. A person may be disqualified through 

1/ having certain orders or other restrictions placed upon them
2/ having committed certain offences

In some circumstances a waiver from Ofsted may be sought.  Failure to provide relevant information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. All successful applicants are legally required to inform Prime Time Kids Club if their circumstances change. The Manager and Trustees will use Supervisions as a time to remind employees of their duties to this. 
We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a copy available on request. 

We will discuss any matters 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 a person from working with us. This will depend on the nature of the position and the circumstances and background of the offences. 

Prime Time Kids Club records all information about staff including their qualifications and the identity checks and vetting procedures that have been completed. This will include an application form ( we do not accept C.V’s), copies of the references obtained, a copy of the ID check completed which confirms identity and right to work in the UK, health declaration that confirms they are medically suitable for the position, a staff disqualification declaration, copies of certificates and qualifications and all signed documents returned to us such as confidentiality agreements, privacy notices and emergency details. It will also include the DBS reference number, the date a disclosure was obtained, the staff members’ date of birth and the details of who obtained it. 

Prime Time Kids Club meets its responsibilities for recruitment under the Safeguarding Vulnerable Groups Act 2006 by ensuring all necessary checks are undertaken before recruitment with robust setting procedures for interview and references. 

Requirements to inform Ofsted of changes: 

We notify Ofsted of the following changes:

· person with direct responsibility for management

· opening hours

· premises which affect space available to children and the quality of childcare 

· name and address

· registered company name, address and number or charity number change

· Any criminal offence committed by the registered provider after the time of registration. 
· an allegation of serious harm or abuse committed either at the premises or elsewhere by people who:

· live on the premises

· work on the premises

· look after children on the premises

· the disqualification of the registered provider, an employee or someone living on the childcare premises

· any significant event that may affect someone’s suitability to look after children, or be in regular contact with children (for instance, health changes or involvement with the police or social services)

· events that might affect the condition and safety of the premises or the quality of childcare offered, or lead to ongoing closures (such as a fire or flooding)

· the death of a child while in your care

· a child’s serious accident, injury or illness while being looked after, including food poisoning affecting at least 2 children

· the death of, or a serious accident or injury to, anyone else on the premises (unless you only look after children from birth to the age of 5)

All such changes will be reported within 14 days of the change occurring using the online reporting form at Ofsted 
Signed by

Chair/ Vice Chair of Trustees: R STURGESS
Date: 20/5/2026
Manager: H PUGH
Date: 20/5/2026











