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Guide to Recruiting and Managing Childcare Staff

___________________________________________________________

Example Pre-employment Checklist 

	
	Initials 
	Date 

	At interview 

	Identity checks – proof of identity received and copied
	
	

	Qualification checks – original certificates received and copies 
	
	

	Eligibility to work in the UK – proof of eligibility received and copied
	
	

	Post-interview

	Seek 2 x references using standard pro forma
	
	

	Check against application form and note any issues for discussion at interview
	
	

	Conditional offer made
	
	

	Enhanced DBS check requested 
	
	

	Staff suitability declaration
	
	

	Before candidate starts 

	Enhanced DBS check 

· Received                                      YES / NO

· Satisfactory                                   YES / NO

· Disclosure Reference Number is: …………… 

· Valid Dates (from: …………...to: ….…………)
	
	

	Health checks – gained permission to seek medical reference from GP (if necessary)
	
	

	Satisfactory reference received from current employer
	
	

	Satisfactory reference received from previous employer 
	
	


______________________________________________________________

All information contained was current on 01/04/2013. This is an example document for you to utilise and adapt for your setting. It is recommended for all statutory and legal requirements that further advice is sought from the appropriate organisation. 
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