Skool Is Out Recruitment Policy

As a childcare provider Skool Is Out Ltd. ensures that all individuals who are employed by the company adhere
to a rigorous vetting procedure to ensure their suitability for work in the care sector.

We utilise best practice guidelines as outlined by the Care Inspectorate’s Safer Recruitment through Better

Recruitment policy document to ensure that our Recruitment Policy reflects the values of Skool Is Out:
wellbeing, respect, honesty and communication.

Applicants are signposted to the Scottish Social Service Council’s Right Values, Right People: Recruitment
Toolkit for Workers.

Applications

All applicants will be expected to complete a Skool Is Out application form in full when applying for any
vacancies with the organisation. We may accept CVs initially and request a formal Application Form is
completed upon successful completion of an interview.

Individuals will then be selected for interview based on their competencies, experience, level of qualification
and eligibility for registration with the Scottish Social Services Council (SSSC).

Skool Is Out is committed to equality, diversity and inclusivity, where all employees and service users are
treated with respect and dignity and everyone feels valued. We operate a fair and open approach to
recruitment and welcome applicants from all sections of society. We undertake monitoring to ensure our
recruitment policies and practices are inclusive for all.

Any equality data submitted during the recruitment process will be treated confidentially and will be kept
separate from applications and will not be referred to by the panel short-listing or interviewing candidates.

Interview Process

Skool Is Out adheres to a process of Transparent Interviewing and provide all candidates with information
regarding what they can expect in advance, including an overview of interview questions. We offer a two-
stage interview process, as follows:

Stage 1 — Formal Interview. Candidates will be invited for a formal interview at the Skool Is Out office which
will be conducted by members of our Senior Management Team. Formal interviews will last approximately 30
minutes and candidates will be asked a series of questions regarding their values, experiences and suitability
for the post. These questions are informed by the SSSC’s Right Values, Right People Recruitment Toolkit. The

format of the Formal Interview can be adjusted accordingly to meet the needs of all candidates, as required.
This will include acknowledgement of trauma, individual needs and requirements.

Stage 2 — Trial Session. Should candidates be successful in the Formal Interview stage, you will be invited to
return for a trial session at our club premises. You will be asked to plan a simple activity to execute with a
small group of children at the club. Children and staff will then informally evaluate you based on the activity
offered, your level of interaction with staff and children, and your suitability for the position.

Offer of Employment
An offer of employment to the successful applicant is conditional upon:
e receipt of two satisfactory references (ideally from previous childcare or care-based employers;
e verification of the applicants identity and eligibility to work in the UK;
e verification of qualifications (as applicable);
e a3 PVG scheme record check;
e successful registration with the Scottish Social Services Council (§5SC), or equivalent body.
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Upon successful receipt/confirmation of the above, you will be invited to return for a brief induction in
advance of commencing work at the after school clubs.

During this induction the Administration Manager will cover the following:
e an outline of the conditions and expectations of the post;
e details of your probationary period and contract of employment;
e requirements relating to attaining and maintaining registration with the relevant regulatory body;
e responsibilities, requirements and expectations relating to continuous professional learning and
development and completion of any applicable vocational qualifications;
e any further reasonable adjustments that may be required.

Inclusion and Equal Opportunities and Trauma Informed Recruitment

As an equal opportunities employer Skool Is Out Ltd. does not discriminate against any applicant on the basis
of race, religion, sex, gender reassignment, sexual orientation, physical or mental disability, pregnancy and
maternity, marriage and civil partnership, or age. We also recognise where someone may be affected by
trauma and can adjust our practices to support recovery and resilience in applicants and to make applicants
feel safe, valued, engaged and empowered throughout the recruitment and interview process.

Skool Is Out participates in the Disability Confident employer scheme operated by the Department of Work

and Pensions and we welcome applications from candidates who may consider themselves disabled. We have
a commitment to supporting disabled employees in the workforce through the implementation of reasonable
adjustments and/or flexible working options.

Upon confirmation of the offer of a position with us we may enquire about any disability or condition that a
prospective new employee may have to ensure that any reasonable adjustments can be made and that the
appropriate levels of support are in place. This information will be kept confidential in accordance with the
Data Protection Act (2018) and will only be used to ensure the employee is suitably supported in their role
and that any subsequent issues that may arise can be dealt with sensitively and promptly.

Monitoring & Evaluation

Employees will be monitored and evaluated throughout their time at Skool Is Out, particularly during the
initial probationary period. A thorough induction will be carried out by senior staff and employees will attend
regular support and supervision meetings during this time.

It is expected that all new employees will register with the Scottish Social Services Council upon

commencement, in line with organisational requirements. Workers are expected to adhere to the SSSC Codes
of Practice and to work towards any requirements or conditions of registration within the outlined time scale.

All staff will be expected to attain accredited certification in Paediatric First Aid, Child Safeguarding and Food
Hygiene within the first 6-12 months of employment. The cost of attaining these certificates will be covered
by Skool Is Out Ltd., subject to completion of our Training Agreement.

PVG membership is time limited and all individuals working with vulnerable groups will be required to update
their PVG every 5 years. The cost of this update will be covered by Skool Is Out Ltd.

Data Protection and Retention of Information

Recruitment information will be processed, retained and disposed of as per the principles of the Data
Protection Act (2018). Recruitment documentation for successful candidates will be retained for the duration
of a candidates employment/engagement with Skool Is Out. Recruitment documentation for unsuccessful
candidates may be retained for up to 6 months for the purposes of monitoring and dispute resolution, as per
our organisation’s Data Protection Policy.
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