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Introduction
The purpose of this policy is to set out the minimum requirements of a recruitment process
that aims to:

attruct the best possible applicants to vacancies;

people;

people.

Identification of Recruiters
Subject to the avuilability of training, the school will maintain a position in which at least

Inviting Applicants
3.1 Advertisements for posts, whether in newspapers, journals or on-line, will include the
statement: “The school is committed to safeguarding children and young people. All
post holders are suhject to a satisfactory Disclosure and Barring Service (DBS) check
3.2 Prospective applicants will be supplied, as a minimum, with the following:
¢ the school's Recruitment Policy (this document);
*  the timeline for the recruitment process.

* an application form.

3.3 Al prospective applicants must complete, in full, an application form. CVs are not
accepted.

Shortlisting and, References

4.1 Shortlisting of candidates will be against the person specification for the post.

4.2  Where possible, references will be taken up for shortlisted candidates hefore the

4.3  References will he sought directly from the referee. References or testimonials

4.4  Where necessary, referees will be contacted by telephone or email in order to clarify
any anomalies or discrepancies. A detailed written note will be kept of such
exchanges.

4.5 Where necessary, previous employers who have not been named as referees will he
contacted, in order to clarify any anomalies or discrepancies. A detailed written note
will be kept of such exchanges.

4.6 Referees will always he asked specific questions abhout:

* the candidate’s suitahility for working with children and young people;



e any disciplinary warnings, including time-expired wamings, that relate to the
safeguarding of children;
¢ the candidate’s suitahility for this post.

4.7  School employees are entitled to see and receive, if requested, copies of their

Secretary of State Prohibition Orders (teaching and management roles)
5.1 In all cases where an applicant is to- undertake a teaching role of any kind, a

Prohihition Order check will be made using the Teaching Regulation Agency (TRA)
5.2  Prohihition orders prevent a person from carrying out teaching work in schools, sixth
Jorm colleges, 16 to 19 academies, relevant youth accommodation and children's
homes in England.
A person who is prohibited from teaching must not be appointed to work as a
teacher in such a setting.
53 Prohihbition orders are made by the Secretary of State following consideration by a
professional conduct panel conwvened by the Teaching Regulation Agency, (TRA).

Pending such consideration, the Secretary of State may issue an interim prohihition
order i it is considered, to be in the public interest to- do so.

The Selection Process

6.1  Selection technigues will be determined by the natwre and duties of the vacant post,

6.2 Interviews will alwuays be face-to-face or online if overseas. Telephone interviews
may he used at the short-listing stage but will not be a substitute for a face-to-face
interview (which may be via visual electronic link).

6.3  Candidates will always bhe required:

to explain satisfactorily any gaps in employment;
to explain satisfactorily any anomalies or discrepancies in the information

avuilable to recruiters;
to declare any information that is likely to- appear on an Enhanced DBS check;
to demonstrate their capacity to safeguard and protect the welfare of children

and young, people.

Employment Checks

7.1 All successful applicants are required:
to provide proof of identity;

to complete an Enhanced DBS application with Children's Barred List check and
receive satisfactory clearance; these will be updated every 10 years (where
budget allows);

have o satisfactory, certificate of good conduct relating to time spent living
outside of the UK, where applicable;

to pass a prohibition from teaching check;

to pass a prohihition from management roles (Section 128) check where
applicable;



7.2

7.3

7.4

to ide actual certif of professional. qualifications, as d |
appropriate by the schoot;

to complete a confidential health questionnaire and be deemed mentally and,
physically, fit to perform. the role;

to provide proof of their right to work in the United Kingdom.

Progf, of identity, Right to Work in the UK and, Verification of Qualifications and/or
Pessional stati

All applicants invited to attend an interview at the school will be required to- bring

their identification. d o such, as, . birth certificate, driving i

etc. with them as proof of identity/eligibility to work in the UK in accordance with

those set out in the Immigration, Asylum and Nationality Act 2006 and DBS Code of

Pructice Regulations.

In addition, applicants must be ahble to demonstrate that they have actually obtained,

Fitness to undertake the role

candidate’s mental and physical fitness to carry out their work responsibilities. A
Individuals who have lived or worked, outside the UK

When appointing a UK citizen who has lived overseas or a non-UK citizen, a
Certificate off Good Conduct must be obtained (where possible) from the emhassy of
the country the applicant has specified they have spent a significant period of time
in. This must happen where the applicant has lived or worked (including studying)
in a foreign country for a period af 12 months within the last 10 years while aged, 18

or over.
There are a numhber of exemptions to this:

e IPthe applicant is cwrrently employed by the school and has already provided,

no break in service.

*  Applicants that have spent time overseas as part of Her Majesty Service i.e.
Army, Navy, Airforce.

*  Applicants that are seeking asylum will be unable to- provide such

If an applicant is unable to provide a Certificate of Good Conduct, evidence must he
presented to- show that an attempt to obtain a copy has been made.

Any costs incwrred for obtaining a Certificate of Good Conduct must he met by the
If an applicant is unable to obtain a Certificate of Good Conduct then a Risk
Assessment Form must he completed and signed off. All other pre-employment
checks must he completed. Keeping Children Safe in Education 2020 states “In

so that any relevant events that occuwrred outside the UK can be considered. These



10.

n

12.

Jurther checks should include a check for information ahout any teacher sanction or
restriction that an EEA professional regulating authority has imposed, using the TRA
abroud in the last 10 years that clarify that there are no disciplinary records in
potential employee working with children in a safeguarded enwironment (see
paragraph 4.6). If the outcomes of these references are satisfactory then a risk
assessment can he considered to progress the employment process and meet

Offer of appointment

The appointment of all new employees is subject to the receipt of a satisfactory DBS

Enhanced Certificate with Children's Barred List check, references, medical checks,

hibitian, checks, copies of qualifications and ¢ of identity.

Single Central Record,

The school will keep a single central record, referred, to in the regulations as the register. The

salaried routes) who work at the school. Confirmation that these checks have heen carried

Induction

10.1  The school recognises that safer recruitment and selection is not just ahout the start
@W,mmmm@awmwmmww The

10.2  All staff who are new to the school will receive induction training that will include
Child Protection, PREVENT, FGM awureness, CSE and Online Safety.

10.3  Regular meetings will be held during the first three months of employment hetween
the new employee(s) and the appropriate manager(s).

Regulated activity

This means a person who will be:

Responsible, on a regular basis in a school or college, for teaching, training, instructing,
caring for or supervising children; or

Carrying out paid, or unsupervised unpaid, work regularly in a school or college where that
work provides an opportunity for contact with children; or

Existing staff



13.

14.

15.

I we have concems about an existing member of staff's suitability to work with children, we
will carry out all the relevant checks as if the individual was @ new member of staff. We will
also do this iff an individual moves from a post that is not regulated, activity to- one that is.

We will refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or
vulnerohle adult where:

We helieve the individual has engaged in relevant conduct; or

The individual has received a caution or conwiction for a relevant offence, or there is reason to
helieve the individual has committed a listed relevant offence, under the Safeguarding
Vulneruble Groups Act 2006 (Prescribed Criteria and Miscellaneous Provisions) Regulations
2009; or

The ‘harm test is satisfied in respect of the individual (i.e. they may harm a child or vulnerahle
adult or put them at risk of harm); and,

Agency and third-party stoff

We will obtain written notification from any agency or third-party organisation that it has
carried out the necessary safer recruitment checks that we would otherwise perform. We will
also check that the person presenting themselves for work is the same person on whom the
checks have been made.

Contructors

We will ensure that any contractor, or any employee of the contructor; who is to- work at the

school has had the appropriate level of DBS check (this includes contractors who are provided

through a PFI or similar contruct). This will he:

An enhanced DBS check with barred list information for contructors engaging in regulated
g

An enhanced DBS check, not including barred list information, for all other contractors who

contact with children

We will obtain the DBS check for self-employed contructors.

We will not keep copies of such checks for longer than 6 months.

Contructors who have not had any checks will not he allowed to- work unsupervised or engage
We will check the identity of all contractors and, their staff on arrival at the school.

For self-employed contructors such as music teachers or sports couches, we will ensure that
2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we decide that
checks, we will retain a record of our assessment. This will include owr evaluation of any risks
and control measuwres put in place, and any advice sought.

Trainee/student teachers
necessary checks are carried out.

the provider to he suitable to- work with children.


https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs#relevant-conduct-in-relation-to-children
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made

16.

17.

18.

In both cases, this includes checks to enswre that individuals are not disqualified under the
2018 Childcare Disqualification Regulations and, Childcare Act 2006.

Volunteers

We will:

Never leave an unchecked volunteer unsupervised or allow them to work in regulated, activity
Obtain an enhanced DBS check with harred list information for all volunteers who are new to
working, in regulated, activity

Carry out a risk assessment when deciding whether to seek an enhanced DBS check without

barred list information for any volunteers not engaging in regulated activity. We will retain a
under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we
out such checks, we will retain a record of our assessment. This will include owr evaluation of

Governors

All governors will have an enhanced DBS check without barred list information.

They will have an enhanced DBS check with barred list information if working in regulated
All governors will also have a section 128 check (as a section 128 direction disqualifies an
individual from being a maintained school governor).

Identity

Right to- work in the UK

Other checks deemed necessary if they have lived or worked outside the UK

Staff working in alternative provision settings
Wh@re/waplace,a,pupuwiﬂbanalwmuuw/pmvismmder wuobtwnwnttmwn}mnaﬂm

Safer Recruitment Governor
The nominated Governor for Safer Recruitment is Dave Jackson



