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SAFER RECRUITMENT POLICY
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1. Purpose and status of this policy
ECCC is committed to recruiting people who are safe, suitable, skilled and able to provide high-quality care for children. Safer recruitment is an essential part of safeguarding and is considered throughout recruitment, selection, pre-employment checking, appointment and induction.
As a Cardiff Council setting, ECCC must follow the current Cardiff Council Recruitment and Selection Policy and Procedure in full. This shorter ECCC policy does not replace or rewrite the Council procedure. It identifies the additional safeguarding focus and evidence that ECCC will maintain for recruitment into its CIW-registered childcare provision.
Where there is any difference between this local document and a current Cardiff Council requirement, the current Council policy/procedure and statutory requirements take precedence.
2. Scope
This policy applies to recruitment into ECCC's CIW-registered childcare provision: Baby Room, Daycare 2, Wraparound and Holiday Club. It applies to paid childcare posts and to other roles where safer-recruitment or vetting requirements apply because the individual will work with, regularly encounter or have access to children.
3. NMS June 2026 and regulatory basis
The principal childcare standard is NMS Standard 13 – Suitable Person. It requires day care providers to ensure that staff are suitable to look after children, have the appropriate skills, experience and qualifications, are mentally and physically capable of caring for children, and have undergone the required vetting procedure. For relevant persons, including staff and others aged 16 or over who are likely to have regular contact with children, the required checks must be completed before they begin working or have regular unsupervised contact with children.
Standard 13 is linked to Regulations 28 (Suitability of workers), 29 (Employment of staff), 30 (Keeping of records) and other relevant provisions. Standard 20 reinforces that safeguarding is the first priority and everybody's responsibility. Standard 16 requires equality of opportunity and anti-discriminatory practice, including in employment and training.
NMS June 2026 – Standard 13: Suitable Person
NMS June 2026 – Standard 20: Safeguarding
NMS June 2026 – Standard 16: Equal Opportunities
NMS June 2026 – Annex C: Safeguarding training
4. Relationship with Cardiff Council recruitment procedures
All recruitment is undertaken through Cardiff Council's approved recruitment and selection arrangements. This includes the Council's requirements for vacancy approval, job descriptions and person specifications, advertising, Welsh-language arrangements, shortlisting, interview panels, inclusive recruitment, pre-employment checks, records and appointment.
ECCC will not create a parallel recruitment process. The Head of Centre, as recruitment chair for childcare appointments, is responsible for ensuring that the Council process is followed and that the safer-recruitment requirements in this policy are evidenced.
5. Recruitment preparation
Every vacancy must have a current job description and person specification that accurately reflect the role.
The person specification must identify essential qualifications, skills and experience required for the childcare role.
The required level of DBS/vetting and any relevant professional registration must be identified before advertising.
Job documentation and recruitment activity must communicate ECCC's commitment to safeguarding children and to equality, diversity and inclusion.
Recruitment documentation and criteria must be proportionate, objective and non-discriminatory.
6. Shortlisting and interview
Shortlisting and interview will follow Cardiff Council procedures. ECCC will ensure that safer recruitment is visible within the selection process rather than treated only as a pre-employment checking exercise.
Shortlisting is based on the published job description/person specification and is undertaken by the required trained panel.
All Cardiff Council panel members must have completed the Council's required Recruitment and Selection training, including unconscious-bias/equalities training.
Application information is scrutinised for unexplained gaps, anomalies or inconsistencies in employment history.
Any unexplained employment gaps or discrepancies relevant to suitability are explored at interview and the candidate's explanation is recorded.
The interview assesses not only skills and experience but also suitability, attitudes and behaviours relevant to working safely with children.
7. Mandatory safeguarding interview questions
For every ECCC childcare appointment, the structured interview will include safeguarding-focused questions. At a minimum, the interview will include:
at least one question that explicitly explores the candidate's understanding of safeguarding / child protection and how they would respond to a concern; and
at least one question that explores professional boundaries, appropriate adult-child relationships and safe conduct when working with children.
Supplementary/probing questions may be used where appropriate to understand motives, attitudes, judgement and professional behaviour. Candidate responses are recorded through the Council's normal interview documentation.
8. Pre-employment checks
A conditional offer does not mean that an individual is cleared to start work. All checks required for the role must be satisfactorily completed in accordance with Cardiff Council procedures and childcare regulatory requirements before a start date is confirmed.
Checks will include, where applicable:
identity verification and right-to-work checks;
the appropriate enhanced DBS disclosure and barred-list check where required for the role;
written references in accordance with Cardiff Council requirements;
verification of relevant qualifications using original/acceptable evidence;
occupational-health / pre-employment health clearance;
confirmation of relevant professional registration where required;
full employment history and satisfactory explanation of gaps/anomalies;
overseas checks / Certificate of Good Conduct where required and where information is not available through the normal DBS process;
driving licence / role-specific checks where driving forms part of the post.
9. References
References are an important part of the overall suitability assessment and must be obtained and considered in accordance with the current Cardiff Council policy.
External appointments will normally require at least two satisfactory references.
One reference should be from the candidate's current or most recent employer / line manager.
Where a candidate is not currently working with children but has done so previously, a reference should also be obtained from the employer where they most recently worked with children or vulnerable adults, in line with Council requirements.
Further references may be sought where information is insufficient or concerns remain.
References are used to corroborate the recruitment decision and are considered alongside, not instead of, all other safer-recruitment information.
10. DBS is one part of safer recruitment
ECCC will not treat a DBS certificate as proof of suitability on its own. The DBS check is considered alongside the application, employment history, references, interview, qualification verification and other required pre-employment information.
Any disclosure, reference, employment-history information or other check that raises a concern will be considered in consultation with Cardiff Council HR / People Services and in accordance with the relevant Council procedures before any appointment decision is confirmed.
11. Qualifications and suitability
Qualifications required by the person specification and the Social Care Wales Qualification Framework must be verified.
Staff qualification levels across the childcare setting must continue to meet NMS Standard 13 requirements.
The Head of Centre / Daycare Manager will ensure the individual's skills and experience are appropriate to the children and role for which they are being appointed.
No appointment will be used to circumvent required childcare qualification or suitability requirements.
12. Equality and inclusive recruitment – NMS Standard 16
ECCC promotes equality of opportunity and anti-discriminatory recruitment practice. Recruitment decisions are based on the requirements of the role and objective evidence of suitability and merit, subject to lawful positive-action provisions and Cardiff Council procedures.
Candidates are treated fairly and respectfully throughout the recruitment process.
Reasonable adjustments are provided where required.
Welsh-language preferences and Cardiff Council Welsh-language recruitment requirements are followed.
Protected characteristics are not used unlawfully to make recruitment decisions.
13. Appointment, induction and ongoing safeguarding
Safer recruitment does not end when the appointment is made. New childcare employees move directly into ECCC's induction, safeguarding, supervision and professional-development arrangements.
No new employee begins childcare work until required pre-employment checks have been satisfactorily completed.
Safeguarding and Child Protection arrangements are included during first-week induction, as required by NMS Standard 13.
Mandatory Group A safeguarding awareness forms part of induction, with role-appropriate safeguarding training thereafter.
New starters complete the ECCC 12-week induction programme and relevant policy acknowledgements.
Paid staff receive regular one-to-one supervision and annual appraisal in line with NMS Standard 13.
Managers remain alert to conduct or practice that may call suitability into question after appointment and follow safeguarding/HR procedures where concerns arise.
14. Recruitment records and inspection evidence
Recruitment records are managed and retained in accordance with Cardiff Council, data-protection and regulatory requirements. ECCC will be able to evidence that required safer-recruitment checks were completed for childcare staff.
The local Safer Recruitment Checklist in Appendix 1 is an ECCC assurance tool. It does not replace Talentlink, HR records, DBS processes or other Cardiff Council documentation. Its purpose is to give ECCC and CIW a clear overview that required stages have been completed and where the underlying evidence is held.
15. Responsibilities
15.1 Head of Centre – recruitment chair
Chairs ECCC childcare recruitment and ensures Cardiff Council procedures are followed.
Ensures safeguarding and professional-boundary questions are included in every childcare interview.
Ensures concerns arising from recruitment checks are escalated to Cardiff Council HR / People Services as required.
Does not confirm a start date until required pre-employment checks are satisfactory.
Ensures the ECCC safer-recruitment checklist is completed and retained as local assurance evidence.
15.2 Daycare Manager
Supports role-specific assessment of childcare qualifications, experience and suitability.
Ensures appointment information feeds into induction, deployment, supervision and training.
Raises any post-appointment suitability or safeguarding concerns promptly.
15.3 Recruitment panel members
Follow Cardiff Council recruitment requirements and maintain confidentiality.
Declare conflicts or relevant prior relationships.
Use objective evidence, agreed criteria and recorded responses when reaching decisions.
Maintain a safeguarding focus when assessing candidates for childcare roles.
16. NMS June 2026 compliance overview
	NMS
	Requirement supported
	ECCC response
	Evidence

	13.1 (DC)
	Staff are suitable and have appropriate skills, experience and qualifications.
	Role criteria, structured selection, qualification and suitability checks.
	JD/PS; interview records; qualifications; checklist.

	13.2 (DC)
	Staff are mentally and physically capable of caring for children.
	Council occupational-health / pre-employment health clearance.
	OH clearance / HR confirmation.

	13.3 (DC)
	Required vetting, including enhanced DBS, completed before work/regular unsupervised contact.
	No childcare start date until required checks are satisfactory.
	DBS / HR confirmation; checklist.

	13 – general
	Safeguarding/H&S induction, ongoing training, supervision and appraisal.
	ECCC induction follows appointment and includes safeguarding in week one.
	Induction log; training matrix; supervision/appraisal.

	16.3
	Anti-discriminatory good practice includes employment and training.
	Council inclusive recruitment plus ECCC EDI expectations.
	Recruitment records; adjustments; panel training.

	20.1–20.2
	Safeguarding is first priority and embedded in organisational practice.
	Safeguarding is assessed at interview and suitability remains under review.
	Interview questions; safeguarding policy; concern escalation.


17. Related documents
Current Cardiff Council Recruitment and Selection Policy and Procedure.
Cardiff Council Recruiting Manager guidance and required recruitment forms / Talentlink processes.
ECCC Safeguarding / Child Protection Policy.
ECCC Equality, Diversity and Inclusion Policy.
ECCC 12-Week Staff Induction Plan.
ECCC staff supervision and appraisal arrangements.
ECCC Policy Acknowledgement / induction evidence records.
18. Policy approval
	Approved by
	Head of Centre – Annamaria Bevan
	Approval date
	August 2026

	Operational lead
	Daycare Manager
	Review date
	August 2027

	Version
	2026 – Registered Childcare
	Council policy
	Must be read alongside current Cardiff Council Recruitment and Selection Policy


APPENDIX 1 – ECCC SAFER RECRUITMENT CHECKLIST
Local assurance record – this does not replace Cardiff Council / HR documentation
	Post
	
	Candidate
	

	Recruitment chair
	Head of Centre
	Interview date
	

	Proposed start date
	
	Actual cleared start date
	

	HR / Talentlink reference
	
	Checklist completed by
	



	Safer-recruitment check
	Complete?
	Date
	Evidence / location
	Notes

	Current job description and person specification approved
	☐ Yes  ☐ N/A
	
	
	

	Required childcare qualification / registration identified
	☐ Yes  ☐ N/A
	
	
	

	Correct DBS / barred-list level identified
	☐ Yes  ☐ N/A
	
	
	

	Recruitment panel meets Cardiff Council requirements
	☐ Yes  ☐ N/A
	
	
	

	Panel recruitment/equalities training current
	☐ Yes  ☐ N/A
	
	
	

	Objective shortlisting completed and recorded
	☐ Yes  ☐ N/A
	
	
	

	Employment gaps / anomalies identified and explored
	☐ Yes  ☐ N/A
	
	
	

	Safeguarding question asked and response recorded
	☐ Yes  ☐ N/A
	
	
	

	Professional boundaries / relationships question asked and response recorded
	☐ Yes  ☐ N/A
	
	
	

	Conditional offer only – no start date confirmed prematurely
	☐ Yes  ☐ N/A
	
	
	

	Identity check satisfactory
	☐ Yes  ☐ N/A
	
	
	

	Right-to-work check satisfactory
	☐ Yes  ☐ N/A
	
	
	

	Required enhanced DBS / barred-list check satisfactory
	☐ Yes  ☐ N/A
	
	
	

	Reference 1 satisfactory – current / most recent employer
	☐ Yes  ☐ N/A
	
	
	

	Reference 2 satisfactory
	☐ Yes  ☐ N/A
	
	
	

	Most recent child/vulnerable-group employer reference obtained where applicable
	☐ Yes  ☐ N/A
	
	
	

	Relevant qualifications verified
	☐ Yes  ☐ N/A
	
	
	

	Occupational-health / pre-employment health clearance satisfactory
	☐ Yes  ☐ N/A
	
	
	

	Professional registration verified where applicable
	☐ Yes  ☐ N/A
	
	
	

	Overseas / Certificate of Good Conduct check where applicable
	☐ Yes  ☐ N/A
	
	
	

	Role-specific checks (e.g. driving) complete where applicable
	☐ Yes  ☐ N/A
	
	
	

	Any concerns/disclosures reviewed with Cardiff Council HR / People Services
	☐ Yes  ☐ N/A
	
	
	

	ALL required pre-employment checks satisfactory before work begins
	☐ Yes  ☐ N/A
	
	
	

	ECCC induction arranged / commenced
	☐ Yes  ☐ N/A
	
	
	

	Safeguarding induction / Group A arranged or completed
	☐ Yes  ☐ N/A
	
	
	



Final clearance
I confirm that the required Cardiff Council and childcare safer-recruitment checks for this post have been satisfactorily completed and that the individual is cleared to commence work in accordance with the agreed start date.
	Head of Centre signature
	
	Date
	

	Any outstanding follow-up
	
	Review date
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