APPOINTMENT PROCEDURE FOR CHILD CARE INSTRUCTOR POSITIONS

Details of the course are circulated as widely as possible.
v

BDO or RC assess Candidate suitability for post.
v

Candidates book place on course by submitting the Course Booking form, deposit and a
BDO/RC Recommendation form as required.

v

Candidates attend course, where ID checks are performed. Applicants are issued with a
childcare application form, self-declaration form and job description. The self-
declaration form is returned in a sealed envelope to a nominated person. Task/job
description is sent/given to applicants.

v

Candidate completes additional assessments as required for completion of the course
and sends course paperwork, completed application form, self-declaration form and
disclosure application in a sealed envelope to Lead Signatory.

v

Self-declaration form is opened. References from appropriate referees may be obtained.

v

Disclosure Certificate reaquested from CRBS where SSAC wishes to appoint the applicant.

%

Individual appointed on receipt of a satisfactory Case is referred to SSAC Child
Disclosure Certificate. Instructor number and letter Protection Panel for consideration.
of appointment issued.

APPOINTMENT AND SELECTION PROCEDURE FOR CHILD CARE POSITIONS

Details of the post are circulated as widely as possible.
v

Oraanisation makes sure anv recruitment information promotes equality of opportunity.

v

Applicants asked to complete an application form and self-declaration form. The
self-declaration form is returned in a sealed envelope to a nominated person.
Task/job description is sent/given to applicants.

v
Oraanisation reviews applications.
[
v v
Applicant is considered for interview. Applicant is not considered for interview.
v v
Self-declaration form is opened. Self-declaration form is returned
v unopened to applicant/destroyed.
Suitable for interview? v
¥ v v Self-declaration form is returned/destroyed.
YES NO > Application is taken no further.
v
Applicant is interviewed. Disclosure Certificate Individual appointed
References from N requested from CRBS where N on receipt of a
appropriate referees are organisation wishes to satisfactory
obtained. appoint the applicant. Disclosure Certificate.
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