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Recruiting and retaining passionate, skilled professionals in the Early Years sector is essential to delivering high-quality care and education. This Recruitment and Retention Toolkit for Group Providers has been developed to support settings in reviewing current practices, identifying areas for improvement, and implementing strategies that attract and retain the best talent.

Whether you're a nursery, preschool, or multi-site provider, this toolkit offers a structured approach to evaluating your recruitment processes and staff retention efforts. It includes practical checklists, reflective prompts, and action planning tools to help you build a resilient, motivated workforce.

This resource is part of our wider commitment to strengthening the Early Years workforce in Buckinghamshire and aligns with the “Do Something Big” campaign—encouraging settings to take bold, proactive steps in shaping the future of Early Years. 

This toolkit is not a compliance checklist. It is intended as a reflective tool to support continuous improvement and strategic planning. While it touches on best practices and safeguarding considerations, it should be used alongside your setting’s policies, legal obligations, and regulatory guidance.
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Completed by: 

Review Date: 




	
	Yes
	No
	Actions/Recommendations
	Person Responsible 
	Deadline 
	Completed
	Comments 

	Recruitment 
	

	Are the safer recruitment policies up to date? In line with current legislation? 
	
	
	
	
	
	
	

	Do senior members access safer recruitment training? 
	
	
	
	
	
	
	

	Is there a clear budget for recruitment?  
	
	

	
	
	
	
	

	Do you regularly use social media to promote and celebrate the setting?  
	
	
	
	
	
	
	

	Do you recruit students or apprentices?  The benefits of home-grown staff.  
	
	
	
	
	
	
	

	Have you recently reviewed your current team structure. Any gaps? Staff wanting to change age groups? Change current working hours/pattern?  
	
	
	
	
	
	
	

	Do you link with local schools, universities, colleges and recruitment agencies to offer work placements?  
	
	
	
	
	
	
	

	Do you advertise vacancies across multiple platforms? (Facebook, Indeed, Gov/DWP, Early Years Service)
	
	
	
	
	
	
	

	Does advertising highlight the importances of Safeguarding and the requirement for references and Disclosure and Barring Service (DBS) checks?   
	
	
	
	
	
	
	

	Do you have clear job descriptions and contracts? Including for volunteers and students.
	
	
	
	
	
	
	

	Have you considered recruitment open events?
	
	
	
	
	
	
	

	Can you offer flexible working arrangements? Consider job shares, shift rotation.  
	
	
	
	
	
	
	

	Do you offer perks and benefits? Are these clearly promoted during recruitment? (Team Days Out, Staff Discounts, Free Childcare, Meals, Birthday Off, Enhanced Leave Schemes etc). 
	
	
	
	
	
	
	

	Do you know what perks your competitors have to offer?  
	
	
	
	
	
	
	

	Have considered recruitment referral schemes?   
	
	
	
	
	
	
	

	Do you have a unique selling point? Why would staff want to work for you?  Are you aware of competitors USP?  
	
	
	
	
	
	
	

	Do you have planned interview structures and scoring? Is there a practical element?  
	
	
	
	
	
	
	

	Do you offer opportunities for candidates to visit the setting ahead of interview?
	
	
	
	
	
	
	

	Do you give unsuccessful candidates feedback?  
	
	
	
	
	
	
	

	Do you keep in contact with unsuccessful candidates that demonstrate potential for future roles/growth. Offer to add them to a waiting list for future job vacancies?
	
	
	
	
	
	
	

	Do you offer roles on the basis of a satisfactory probation periods being completed?  
	
	
	
	
	
	
	

	Do you ensure that all references are recorded and followed up? Including volunteers and students.  
	
	
	
	
	
	
	

	Do you ensure that all proof of identification, training and qualifications are seen, verified and recorded before employment commences?  
	
	
	
	
	
	
	

	Do you send out a pre-induction pack to successful candidates prior to starting work? Include- Uniform information, contract, DBS Check, Right to Work, shift pattern, staff handbook, request for bank details and emergency contact details, what to bring on first day.
	
	
	
	
	
	
	

	Are all relevant checks undertaken for and recorded for those in contact with children? Including committee members, staff from other sites/head office, maintenance staff, volunteers, students etc.  
	
	
	
	
	
	
	

	Is your induction process/policy effective? Have you asked for feedback from staff? Do you combine learning methods? A good induction with help with retention of staff.  
	
	
	
	
	
	
	

	Do you have designated person who completes or monitors staff inductions?  

	
	
	
	
	
	
	

	Do you have a Buddy system to support new employees settle and receive advice?  

	
	
	
	
	
	
	

	Notes:










	
	Yes
	No
	Actions/Recommendations
	Person Responsible 
	Deadline 
	Completed
	Comments 

	Retention
	

	Do you have a strategic plan for staff retention? If not consider implementing a policy/plan.
	
	
	
	
	
	
	

	What are the notice periods for staff handing in notice of leaving employment? Do these notice periods increase for senior roles.  
	
	
	
	
	
	
	

	Are staff personal files maintained and organised. Including complete recruitment, selection and induction.  
	
	
	
	
	
	
	

	Do you have a staff handbook that contains all HR and recruitment policies and procedure? Do you ensure all staff have read and understood, do they sign an agreement?  
	
	
	
	
	
	
	

	Are procedures in place for regular supervision and support for staff, students and volunteers? Can any changes be made to increase effectiveness?  
	
	
	
	
	
	
	

	Do you have an open-door policy for staff to talk to management at any time?  
	
	
	
	
	
	
	

	Are you aware to how performance management processes adhere with employment law? Is training required?  
	
	
	
	
	
	
	

	Do management have access to HR support or specialists? How would you access?   
	
	
	
	
	
	
	

	Do you feel you effectively manage absences and sickness?  
	
	
	
	
	
	
	

	Do you prioritise staff wellbeing? How?
	
	
	
	
	
	
	

	How do you develop effective, positive relationships with staff?  
	
	
	
	
	
	
	

	Do staff have a dedicated space away from the children? EG. Staffroom  
	
	
	
	
	
	
	

	What do you have in place to ensure staff feel valued and supported? (Bonuses, performance-based pay raises, wellbeing days, staff awards, sharing/rewarding achievements etc).  Do you regularly this offer?
	
	
	
	
	
	
	

	Do the current staff feel valued? A team that feels valued will share/promote this energy and enthusiasm.  Do you exhibit and promote empathy across the staffing team?  
	
	
	
	
	
	
	

	Do you embrace staff diversity and culture? How?
	
	
	
	
	
	
	

	What opportunities do the staff have to have their say/ensure they are heard?
	
	
	
	
	
	
	

	How well do you consider staff commitments outside of work? Do you have a flexible working policy? Staff personal situations change can flexible working requests be explored.
	
	
	
	
	
	
	

	Do staff get non-contact time to admin tasks away from the children?  
	
	
	
	
	
	
	

	Do you have a qualified mental health first aider to support staff?  
	
	
	
	
	
	
	

	How are staff achievement acknowledged? (Vouchers, additional leave, awards, newsletters, days out etc)
	
	
	
	
	
	
	

	Do all staff have training plans and timetables? How do you support CPD?  
	
	
	
	
	
	
	

	Do you review staff potential and motivate team members to progress. This will support motivations and increased self-esteem.  
	
	
	
	
	
	
	

	How do you encourage staff to take on new responsibilities or roles withing the setting or organisation?  
	
	
	
	
	
	
	

	Do you look to recruit from within for senior positions where possible to ensure opportunities for career development?  
	
	
	
	
	
	
	

	Do you complete promotion inductions to support staff transitioning to new roles?  
	
	
	
	
	
	
	

	Do staff have access to mentoring and coaching opportunities?  
	
	
	
	
	
	
	

	Do you have annual performance-based pay reviews? Setting targets/goals can keep people motivated and continuing to develop in their career
	
	
	
	
	
	
	

	Do you conduct staff wellbeing and feedback questionnaires? This information can help create solutions and provided insight into how to best support each other. Consider conducting this anonymously, increasing the chance for honest feedback.  
	
	
	
	
	
	
	

	Do you track staff turnover? Is your turnover good, average or poor?
	
	
	
	
	
	
	

	Do you carry out exit interviews to understand why employees are leaving?
	
	
	
	
	
	
	

	Do you know the average length of employees who have left? Is there a pattern, such as limited progression opportunities or recruitment/induction issues?
	
	
	
	
	
	
	

	Notes:
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