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Welcome!

Thank-you for volunteering to join the ‘Coalway Early Years’ management committee, your support is so important to us.  In order to process your place on the committee we ask you to kindly complete the following tasks:

DBS Application

All committee members are asked to apply for an enhanced DBS check and also to sign up to the ‘update service’ so that your DBS status can be checked on an annual basis.  It is a legal requirement that all staff, volunteers and other associates of the playgroup complete this process.  The process is as follows:

Log on to ‘Capita’ at:   https://disclosure.capitarvs.co.uk/crvs
Click on the first box (entitled ‘Standard/Enhanced DBS Application’).

Login as follows:  

Organisation reference:  101701

Organisation code:           Coalway2017

Agree to the terms and conditions on the following pages (tick boxes) and the on-line form will then start.  Once the form is complete you will need to bring your ID documents into Nursery for us to verify, for the application to be completed.  You will also need to sign up to the ‘update service’ (see below).  We will reimburse you for any costs relevant to your application process.  There is an annual charge for the update service which is met by the applicant as your DBS will then be transferable.

When you receive your DBS certificate, please let us know and provide us with the certificate number and issue date (top right-hand corner of the certificate).

Update Service
When you have completed your application you will receive a reference number and you can use this to sign up to the ‘update service’ by following the link below:
https://www.gov.uk/dbs-update-service
You can also sign up to this using your certificate number once this has been received - please note that you only have 19 days to do this otherwise the process must be started again!

EY2 Form

To complete the process you need to complete an EY2 application via the Ofsted website.  Login to:

https://www.gov.uk/guidance/apply-to-join-a-nursery-or-other-daycare-organisation-ey2
Scroll all the way down to the bottom of this page and click on the box that says:

Apply to join daycare
You will then be given the opportunity to create ‘Government Gateway’ sign in details – follow the instructions to create login details, and then complete and send the online form.  Please check carefully during this process as you will be asked to either scan and send your DBS certificate by email, or you may be asked to post the original, to Ofsted.  It is a good idea to either print or save your form in case there are any issues with you application.

When all of these processes are complete, you should receive a ‘suitability letter’ from Ofsted – we will need to retain a copy of this on file.

NB:  If you do not receive your letter within two-three weeks of your application please email Ofsted to chase this up, quoting our URN (101701), your full name and date of birth, at enquiries@ofsted.gov.uk 

Policies

As a committee member, you are asked to abide by our setting policies and we draw particular attention to our Safeguarding and Confidentiality Policies.  As part of your role you may be party to sensitive information about children or families that attend our nursery and this information must not be discussed or shared outside of the setting.  We ask that you read this policy, and have an awareness of the other policies that govern our practice.  These can be accessed via our website, in the setting office, or we can email you copies on request.
If you have any questions about this process or require any assistance, please do not hesitate to contact us.  In the meantime we look forward to welcoming you onto our committee very soon!

Kind regards,

Kayleigh Hoskings
Coalway Early Years
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