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CEYS Safer Recruitment procedure 

Procedure for Pre-Employment checks, Fit Person process and Central Record  
 

The central record will cover the following people  
 

• All staff (including cover staff) who work at the setting in a regulated capacity. (See DBS guidance 

on what constitutes regulated activity) 

• All others who work in regular contact with children in the setting – this includes volunteers if they 

meet the criteria for regulated activity. (These volunteers cannot take responsibility for children at 

any time) 

• Any member of the governing body or committee who is responsible for the setting (this may be a 

named person who takes responsibility for this role) 

This record will be used by CEYS at review to ensure the Fit Person process has been followed, that 

staff are qualified and that they have completed the mandatory training within the timescales 

required. 

 

Applicant / new settings & staff 

The following process MUST be used for all applicant and newly registered settings for all staff applying 
for a job at the setting: 

• Applicant applies to setting for a job – with CV, cover letter & names of two referees. 

• Interview procedure - setting to follow Safer Recruitment guidance and ask relevant and searching 
questions to support decision making. 

• Setting manager who holds a relevant level of qualification (refer to the Early Years and Childhood 
qualification frameworks) must be present at the interview and take a leading role in the 
questioning regarding safeguarding and childcare practice and be involved in the decision making. 

• A Disclosure and Barring Service (DBS) Enhanced check with barring list must be carried out by the 
verifier at the setting (owner/manager/HR for setting) 

• The update service must also be joined, and this verified. If a new staff member already has a DBS 
and has joined the update service, the original disclosure certificate must be seen and be 
satisfactory, while the update service is checked. Any issues must be referred to the Manager, 
Registration and Regulation before employment commences.  

• Any person who has lived in the British Isles for less than five years must obtain a ‘Certificate of 
Good Conduct’ or equivalent from the countries they have lived in for a full five years. This must be 
verified. Information to support this process can be obtained through the DBS website. As with all 
employees the right to be employed in Jersey must be checked together with all relevant ID 
documents. 

• References are an integral part of the safer recruitment process and must include one from the 
most recent childcare related employer and reflect the person’s ability to care for children and act 
in a confidential way appropriate to the role. If a previous employer does not respond to the 
reference request please contact the manager of the regulatory childcare team with the Childcare 
and Early Service team who will follow this up on your behalf.  



• A Declaration of Good Health must be completed by the applicant and discussed with them. Should 
anything be declared, which may have an impact on their ability to care for children the setting 
verifier must write to the relevant medical professional asking specific questions. 

• Should the reply be that the person is satisfactory to work, they can be employed. If the 
professional states they are not satisfactory or if the reply is ambiguous, or if the verifier is unsure, 
then the verifier should contact the Manager, Registration and Regulation CEYS for advice. Decision 
must be noted on central record sheet. 

• Qualification checks must be made with lead body/organisation and original certificates seen - if 
there are any doubts about whether a qualification is valid the setting owner/manager must 
contact the Manager, Registration and Regulation, CEYS, for advice and clarification.  

• If the person does not hold all the relevant qualifications and training to employ them, a training 
plan with timeline must be put in place. However, the setting must still meet the minimum 
qualification band that 75% of staff employed must be qualified, as stipulated in the Requirements 
of Registration. If the applicant without relevant qualifications being employed means that the 
minimum requirements are not met, the Manager, Registration and Regulation must be contacted 
in writing so that a panel decision can be made about this as quickly as possible. 

• No staff member can be employed in the setting until all checks are satisfactory. 

• Should an emergency regarding staffing arise, the Manager, Registration and Regulation must be 

contacted in writing with a request regarding a risk assessment, giving details of this in order that a 

decision can be made. The outcome of this panel decision will be made in writing to the setting. 

• Managers must keep a written central record of all staff checks, qualifications and training with 

dates and decisions recorded. This will need to be available to registration and development 

officers any time a visit is made or when this is requested. 

Please be aware that other agencies may require this information e.g. if a safeguarding concern is 

being investigated. 

Existing registered settings & staff 

• Trained verifiers in settings can verify any of their own staff DBS certificates. Should any disclosures 

be recorded on the certificate, the Manager, Registration and Regulation at CEYS must be 

informed. 

• A central record must be updated on existing staff and made available to registration officers at 

visits. 

• Until every setting has a verifier, CEYS will support with completing the enhanced DBS checks, 

however this will be checked regularly to ensure settings are being proactive in securing their 

own verifier

New setting registration 

• When a new setting is first registered, all initial ‘Fit Person’ checks (DBS and Declaration of Good 

Health) will be completed by the CEYS verifiers.  

• It is expected that verifier training will be completed at the next available training once the setting 

is opened and will be senior members of the staff team. All original qualification certificates will be 

checked by the Childcare Officer supporting the registration of the setting, before the setting opens 

but must also be seen by the manager/owner of the setting. 

• In the instance of a setting verifier leaving, CEYS verifiers would support the setting until the 

training was completed by the new setting verifier. The same would apply should the setting 

change ownership. 

• In the case of a setting which uses a governing body or a committee, the DBS procedures on 

regulated activity must be adhered to. This may mean that subject to the roles held, only one 



person who holds overall responsibility on a committee or governing body will be required to 

complete the DBS check. 

Existing setting review 

• At each Review or at any visit deemed appropriate, an update of any employee can be checked. The 

central record will be inspected by an appropriate officer from the Department. It is required that 

this will be always up to date. 

• Spot checks will be carried out by CEYS with qualifications awarding bodies to ensure the staff 

qualifications have been verified by the setting manager. 

• Employees are required to share with their employer any charges, convictions, or court 

appearances immediately, should this occur, and this must be logged on the central record. 

 

Useful links 

DBS website - https://www.gov.uk/government/organisations/disclosure-and-barring-service 

 

             Risk Assessment for staff awaiting the return of a DBS certificate:  Employment risk assessment 

 

           

 

https://www.gov.uk/government/organisations/disclosure-and-barring-service
file:///L:/Childcare%20&%20Early%20Years%20Service/Registration%20and%20Regulation/Registration%20Documents/Settings/Risk%20assessment%20for%20DBS%20checks.pdf

