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Summary

This Recruitment and Selection Policy and Guidance has been produced in line with the Keeping
Children Safe in Education Document as well as the Staffing and Employment Advice for Schools
Document. This policy aims to ensure both safe and fair recruitment and selection is practised at all
times. Making safeguarding and the welfare of children an integral factor in recruitment and
selection is an essential part of creating a safe environment. Adopting robust recruitment
procedures is essential to deter and prevent people who are unsuitable to work with children from
applying for or securing employment, or volunteering opportunities within schools.

Safer Recruitment and Selection Policy Statement

The trust is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share in this commitment. The trust is also committed to
attracting, selecting and retaining employees who will successfully and positively contribute to
providing a valuable service. A motivated and committed workforce with appropriate knowledge,
skills, experience and ability to do the job is critical to the trusts and school’s performance.

Purpose

To ensure the recruitment of both permanent and temporary (including voluntary) staff is conducted
in a fair, effective and economic manner.

To achieve this purpose, those that are responsible for each stage of the recruitment process will
demonstrate a professional approach by dealing honestly, efficiently and fairly with all internal and
external applicants.

Scope

The policy applies to all employees, trustees and local advisory members responsible for and
involved in recruitment and selection of all school-based staff.

Principles
The following principles are encompassed in this policy:

All applicants will receive fair treatment

All posts will normally be advertised

The job description and person specification are essential tools used throughout the process
Employees will be recruited based on knowledge, experience and skills needed for the job
Selection should be carried out by a panel with at least two members. At least one panel
member MUST have received training on “safer recruitment”

Selection should be based on a completed application form, shortlisting and interview

. Monitoring and evaluation are essential for assessing the effectiveness of the process

. The Equality Act 2010 makes it a requirement to make reasonable adjustments to the
recruitment process if an applicant makes the employer aware that they have a disability

Equal Opportunities

The Trust is committed to providing equality of opportunity for all and ensuring that all stages of
recruitment and selection are fair. Recruitment and selection procedures will be reviewed on a
regular basis to ensure that applicants are not discriminated against on the grounds of age,
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disability, gender reassignment, marriage and civil partnership, race, religion or belief, sex, sexual
orientation, pregnancy or maternity. Fairness in how we recruit and select our employees plays a
significant part in creating an equal opportunities environment. Therefore, our aim should be that
every internal and external applicant for a job within the Trust is considered against criteria, which
relate only to the requirements of the job. Appointments are based on the candidate judged to be
most suitable. Having a well-thought-out person specification that is free of any bias is advisable
because that is the definition that has been written describing the best person for the job.

Safer Recruitment Training

The objective of the recruitment process is to attract, select and retain staff who will positively
contribute to the future development of the trust and its schools. The first experience an individual
has is important therefore those responsible for recruiting should: leave a positive image with
unsuccessful applicants; give successful applicants a clear understanding of the post and
expectations; and reduce the risk of poor selection decisions that can be costly, cause line
management issues and may not meet the commitment to safeguard children.

Legislative Considerations

All appointments shall be consistent with the Trust’s obligations as an employer under current
legislation including (but not limited to): Equality Act 2010, Data Protection Act 2018, Local
Government and Housing Act 1989, Immigration, Asylum and Nationality Act 2006, Rehabilitation of
Offenders Act 1974 (Exceptions) Order 1975.

Data Protection Act (2018)

In implementing this policy, the trust will ensure that any personal data relating to the application of
this policy will be obtained, processed and destroyed in line with the requirements of the Data
Protection Act 2018 (UK implementation of General Data Protection Regulation (GDPR)).

Pre recruitment Process
The object of the recruitment process is to attract, select and retain staff who will positively
contribute to the future development of the school and trust.

Planning

Planning is vital to successful recruitment. It is important to be clear about what qualifications and
experience a successful candidate will need and whether there are any particular requirements for
the post. It's an opportunity to consider other arrangements such as job sharing or part-time hours.
If a fixed term or temporary contract is considered appropriate advice is available from the Trust HR
Adviser regarding the possible implications. Adopting a structured recruitment process will: minimise
the risk of unsuitability; ensure the capabilities and conduct of new staff; enable the trust and it's
schools to 'track' progress and apply consistency; as well as ensure records of procedures are
available for future reference.

Advertising

All posts should be advertised internally within the trust/school (those on maternity and long-term
absences must be informed of all suitable vacancies) and externally where appropriate.
Headteacher and Deputy Headteacher posts are normally advertised externally. Occasionally a post
may not be advertised where a similar post already has been and an appointment can be made
from the subsequent interviews, or because a temporary appointment needs to be made quickly to
ensure continuity within a post e.g. to cover long-term sickness absence. Advertisements should be
clear and briefly state:
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Job title, hours, salary and location

Contract terms e.g. permanent, temporary or fixed term
Flexible Working

Job description, person specification and other essential criteria
Description of the school/Trust and or department information
How to apply and closing date

Informal contact

Avoid using potentially discriminatory words like ‘young’ ‘mature’ or ‘energetic’ and/or images which
might also be. The advertisement should include a statement similar to: ‘The ftrust/school is
committed to safeguarding and promoting the welfare of children and young people and expects all
staff and volunteers to share this commitment. Appointment to this post is subject to an enhanced
DBS check’.

Where the need for a temporary or fixed term post becomes a permanent one, the trust/school will
need to consider whether it is appropriate for the temporary postholder to be offered the permanent
contract or whether the post should be advertised. This will depend on the original reason for the
post and the recruitment process that was undertaken.

Job Descriptions and Person Specifications

The job description and person specification will need careful thought. It is good practice to make
sure that the recruitment pack including the application form is up-to-date, clearly sets out the extent
of the relationships/contact with children and the degree of responsibility the person will have. This
will also help to minimise the risk of making an unsuitable appointment.

A job description should include: A person specification should include:

. Job purpose — why the job exists e Qualifications, experience and other job
Main duties and responsibilities requirements

o The individual's responsibility for e Competences and qualities

promoting and safeguarding the
welfare of children and young
persons they are responsible for or
come into contact with (all work in a
school or similar setting involves
some degree of responsibility for
safeguarding children).

Care should be taken to ensure that discriminatory requirements are not included such as age
limits. Consider alternative wording such as ‘recent’ experience rather than specifying a specific
number of years. Ensure qualifications required are necessary. Physical requirements should only
be specified where it could be demonstrated that physical strength is required.

Application Form

Applicants are required to provide: personal details; current and former names; current address;
national insurance number; details of their present (or last) employment; reason for leaving; full
employment history, (since leaving school, including education, employment and voluntary work)
including reasons for any gaps; qualifications including the awarding body and date of award; details
of referees and; a statement of the personal qualities and experience that the applicant believes are
relevant to their suitability for the post; The Trust/Schools should only accept copies of a curriculum
vitae (CV) alongside a full application form as a CV own will not provide adequate information to
support safer recruitment. The Trust/Schools should include a statement in their application form
that it is an offence to apply for a role if the applicant is barred from engaging in regulated activity
relevant to children.
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Scrutinising and Shortlisting

All applications should be scrutinised to ensure they’re fully complete and that information is
consistent to identify discrepancies and any gaps in employment. Incomplete applications should
not be accepted. Discrepancies should be followed up at the shortlisting and interview stage.
Repeated changes of employment without clear career or salary progression, or a mid-career move
from permanent to supply/temporary work should be explored. Candidates should be assessed
against the criteria in the person specification and these requirements tested during the selection
process.

Shortlisted candidates should be asked to complete a self-declaration of their criminal record or
information that would make them unsuitable to work with children. Self-declaration is subject to
Ministry of Justice guidance on the disclosure of criminal records, further information can be found
on GOV.UK: https://www.gov.uk/qgovernment/publications/dbs-filtering-quidance/dbs-filtering-quide.

Online Searches

As part of the shortlisting process the trust may conduct an online search which may help identify
any incidents or issues that have happened which are publicly available online. KCSIE is clear that
the advice should be followed unless there is good reason not to. The search is purely about
whether the individual is suitable to work with children. If there is a good reason not to undertake the
search, the trust should record a rationale for this. Any information found which may make the
applicant unsuitable to work with children should be given to the interview panel to discuss at the
interview stage.

References

The purpose of seeking references is to obtain objective and factual information to support
appointment decisions. The Trust should:

¢ Not accept open references or rely on applicants to obtain these
Ensure one reference is the current/last employer, completed by a senior person (for school
based, the Headteacher should confirm accuracy regarding disciplinary investigations)
o Verify information with the person who provided the reference and clarify content where
information is vague or insufficient
Verify the most recent period of employment where the applicant is not currently employed
Secure a reference from the last time the applicant worked with children
Ensure electronic references originate from a legitimate source
Compare the application form with the reference and take up any discrepancies
Establish the reason for the candidate leaving their current or most recent post
Ensure any concerns are resolved satisfactorily before appointment is confirmed

References should be sought on all short-listed candidates before interview to ensure safeguarding
concerns can be explored. It might not always be possible to obtain these prior to interview but the
trust/school must ensure they’re received, scrutinised and that any concerns are resolved
satisfactorily, before the appointment is confirmed. All requests should seek objective verifiable
information and not subjective opinion. The use of reference pro-forma can help achieve that. A
copy of the job description and person specification for the post should be included and every
request should ask about:

Relationship with candidate - how long they’ve known them and in what capacity

Person’s ability to undertake the role, suitability and how they meet the person specification
Suitability to work with children, highlighting any concerns

Confirmation of the applicant’s current post and salary
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Any capability procedures within the past two years

. Details of any disciplinary procedures for which the disciplinary sanction is current

o Details of any allegations or concerns raised about the applicant that relate to the safety and
welfare of children or young people or behaviour towards children or young people, the
outcome of those concerns and how the matter was resolved

Referees should be reminded that they have a responsibility to ensure information is accurate,
doesn’t contain misstatement/omission and that factual content may be discussed with the
applicant. References should provide facts of any substantiated safeguarding concerns/allegations
that meet the harm threshold but not include unsubstantiated, unfounded, false, or malicious
information. Low-level concerns which relate exclusively to safeguarding (and not to misconduct or
poor performance) should not be referred to in a reference. Past disciplinary action or allegations
should be considered case by case. Cases where an issue was satisfactorily resolved, an allegation
was unfounded or did not require a disciplinary sanction and where no further issues have been
raised, are less likely to cause concern. Repeated concerns or allegations are likely to cause
concern.

Other Checks before Interview

If a shortlisted applicant claims to have specific qualifications or previous experience particularly
relevant to the post that will not be verified by a reference, it is good practice verify these by
telephoning the relevant previous employer and asking for written confirmation of the facts,
exploring any discrepancies at the interview stage.

Interviews

The interview should assess the merits of each candidate against the job requirements and explore
their suitability to work with children. The selection process for people who will work with children
should always include a face-to-face interview even if there is only one candidate.

Invitation to Interview

Reasonable notice should be given and dates pre-arranged with the interview panel. Timetables
should be set in advance and a contingency in place for the unexpected i.e. sickness. The invitation
should include time and place, directions and information about how the interview will be conducted.
Emphasise that the identity of the successful candidate will need to be verified alongside their right
to work in the UK and inform them they’ll be required to complete an Enhanced DBS Disclosure.
Candidates should be asked to bring appropriate documents to satisfy these checks i.e. a current
driving licence or passport including photograph, full birth certificate, plus a document which shows
their name and address (and where appropriate change of name documentation). Copies of these
documents and original or certified copies of certificates must be signed and dated by the verifier
noting that it's a true copy and kept for the employee file. If these can’'t be produced, written
confirmation of their relevant qualifications must be obtained from the awarding body.

Information pack to candidates

The pack should include a copy of:

. The interview programme, including lesson background information for teaching positions
and possible prior information of any task/test required relevant to the role
. Interview email or letter detailing identification paperwork required, qualifications certificates

that should be provided on the day of interview
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Interview Panel

It is recommended to have a panel of at least two to allow one member to observe, assess and
make notes, while the candidate is talking to the other. This reduces the possibility of dispute over
what was said or asked. Larger panels may be appropriate for more senior or specialist posts. The
panel should have the necessary authority to make decisions about appointments, be appropriately
trained and meet prior to interviews to discuss the required standard for the role, consider the issues
to be explored with each candidate, who will ask about these and agree assessment criteria. A set
of questions to ask all candidates should be agreed, avoiding hypothetical questions and responses
followed up. Where a candidate is known to a member of the panel it should be declared before
shortlisting takes place. It may be necessary to change the selection panel to ensure there is no
conflict of interest.

Scope of the Interview

In addition to assessing and evaluating the applicant’s suitability for the particular post, the interview
panel should also explore the candidate’s attitude toward children, their ability to support the
safeguarding agenda, explore gaps in employment history and address concerns or discrepancies
identified between the application and references supplied. If references are not obtained before the
interview, the candidate should be asked if there is anything they wish to declare at that stage.
Copies of notes relating to shortlisting and interview decisions must be retained for at least 6
months should any candidate complain of unfair selection or discrimination. The interview should
assess the merits of each candidate against the job requirements and should always include a face-
to-face even if there is only one candidate. Structured questions should be asked, and a range of
selection techniques used to identify the most suitable person finding out what attracted them to
apply, their motivation for the role and working with children, exploration of their skills and examples
of previous experience. Interview should explore the candidate’s ability to form and maintain
appropriate relationships and personal boundaries, emotional resilience in working with challenging
behaviours, attitudes towards authority and maintaining discipline. Areas of concern should
including gaps in employment.

Involving Pupils

Involving pupils in the recruitment and selection process is recognised as good practice. Candidates
for teaching posts might be asked to teach a lesson, be shown round the school by pupils and a
senior member of staff and/or meet with pupils and staff. Pupils should be involved in a meaningful
way. All information considered in decision making should be recorded along with decisions made.

Conditional Offer of Appointment and Pre-Employment Checks
Conditional Offers

Any conditional offer issued following a successful appointment should be subject to the satisfactory
completion of appropriate pre-employment checks.

Pre-Employment Checks

Before any appointment is confirmed, pre-employment checks must be satisfied. The process of
checking qualifications, verifying identity and prohibitions, suitability of a newly appointed member of
staff must be logged carefully on the Single Central Register. Vetting checks will be determined by
whether an individual will be involved in regulated activity.

All teaching staff will be checked for the following;
e Those that have been prohibited from teaching
o Those that have failed to successfully complete their induction or probation period
¢ Those that may be the subject of a suspension or conditional order imposed by the General
Teaching Council for England (prior to abolition) that is still current
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Identity checks and right to work

The successful applicant will be required to bring their identification documentation such as;
passport; birth certificate; driving licence; 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 the
DBS Code of Practice Regulations. Copies of these original documents should be taken, dates and
signed to verify that the originals have been seen and these should be retained on personnel files.

Medical Fitness to Work

The Equality Act (2010) makes it unlawful for an employer to enquire about the health of an
applicant for a job until a job offer has been made, unless the questions are specifically related to an
intrinsic function of the work e.g. ensuring applicants for a PE teaching post have the physical
capability to carry out the duties. Schools should ensure that any health-related questions are
targeted, necessary and relevant to the job applied for.

Disclosure and Barring Service (DBS) and Rehabilitation of Offenders Act (1974)

Schools should liaise with the Trust HR Advisor to follow relevant guidance if a DBS certificate
reveals information that a candidate has not disclosed in the course of the application process. If the
disclosure information supplied is different from their original application, explanation should be
sought. The applicant may have forgotten or incorrectly remembered information on convictions
from a long time ago. If a judgement is reached that they deliberately falsified their information this
is taken into account when considering withdrawal. Deliberate falsification of an application, in any
respect, will debar an applicant from appointment. Amendments to the Rehabilitation of Offenders
Act 1974 provide that when applying for particular jobs, certain convictions and cautions are
considered ‘protected’ which means they do not need to be disclosed, and if they are, employers
cannot take them into account. Guidance about whether a conviction or caution should be disclosed
can be found here: DBS filtering guide - GOV.UK (www.gov.uk). Where a DBS Disclosure shows
someone is disqualified from working with children by a Court; an applicant has provided false
information or; there are serious concerns about an applicant’s suitability to work with children the
facts should be reported to the police and/or the Children’s Safeguarding Operations Unit (formerly
the Teachers Misconduct Team).

Teaching Regulation Agency (TRA)

The TRA (formerly GTC), are the body responsible for the following activities in England: the award
of Qualified Teacher Status (QTS); the issue of induction certificates; hearing induction appeals and;
the regulation of the teaching profession. Further information about the TRA can be found via:
Teaching Regulation Agency (TRA). Teacher Services is a free service employers can use to check
the record of a teacher you employ or are considering employing. Teacher Services should be used
before appointing a teacher to check for: the award of QTS; completion of teacher induction and;
prohibitions, sanctions and restrictions that might prevent the individual from taking part in certain
activities or working in specific positions. Further information about this free service can be
accessed via: Teacher status checks: information for employers - GOV.UK (www.gov.uk)

Overseas Applicants

For applicants that have lived or worked outside of the UK, the trust/schools must undertake further
checks. These checks include: criminal records checks; obtaining a letter (via the applicant) from
the regulating body in the country / countries in which the applicant has worked; and confirming that
no sanctions or restrictions are imposed and / or there are any reasons they may be unsuitable to
work with children. The DBS Barred List (and their predecessors including List 99 and the PoCA
List) can only provide information held by police forces in the UK but is unlikely to include details of
any offences committed abroad. Not all countries provide this service, but the DirectGov website
now includes a list of those countries that do and details of how information can be obtained from
other countries, at: www.gov.uk/dbs-check-requests-quidance-for-employers#overseas-applicants.
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The nature and detail of information provided varies from country to country and offences in other
counties do not necessarily correspond to offences in the UK. The requirement to provide an
overseas criminal record certificate applies to anyone that has lived abroad for 12 months or more in
the last 10 years. Where available, such evidence can be considered together with information
obtained through other pre-appointment checks to help assess suitability. Where not available,
schools should seek alternative methods of checking suitability and / or undertake a risk
assessment that supports informed decision making on whether to proceed with an appointment. In
addition, overseas applicants will need to establish that they have the right to live and work in this
country. In cases where an overseas criminal record check or certificate of good conduct is not
possible, particular care must be taken with the other required checks, especially those of identity
and qualifications, and obtaining satisfactory references. For more information, please see the
following Home Office guidance: DBS checks: guidance for employers - GOV.UK (www.gov.uk).

Management Positions

A section 128 direction prohibits or restricts an unsuitable individual from participating in the
management of an independent school, including academies and free schools. An individual who is
subject to a section 128 direction is unable to: take up a management position in an independent
school, academy, or in a free school as an employee; be a trustee of an academy or free school
trust; a governor or member of a proprietor body of an independent school, or; be a governor on any
governing body in an independent school, academy or free school that retains or has been
delegated any management responsibilities. A section 128 direction will be disclosed when an
enhanced DBS check with children’s barred list information is requested, provided that ‘child
workforce independent schools’ is specified on the application form as the position applied for.
Where a person is not eligible for a children’s barred list check but will be working in a management
position in an independent school, a section 128 check should be carried out using the Teaching
Regulation Agency’s Employer Access service.

Unsuccessful candidates

Unsuccessful candidates should be contacted as soon as possible and it is good practice to provide
feedback where requested. Start by positively thanking them for attending the interview, explain why
they were unsuccessful i.e. they did not have the necessary skills or sufficient knowledge for that
role. Take care not to make any discriminatory remarks. Feedback should only relate to the person
specification and job description and aim to help the candidate in future interviews.

Induction

There should be an induction programme for all newly appointed staff, trustees, local advisory
committee members and other volunteers (including teaching staff) regardless of previous
experience to provide training and information about: policies and procedures; support; expectations
around conduct; clarification on roles or responsibilities and; to recognise any concerns or issues
about the person’s ability or suitability at the outset. The content of the induction process will vary
according to the individual’s role and previous experience but with regards to safeguarding and
promoting the welfare of children, the following information should be included:

Safeguarding Policies and Procedures e.g. Child Protection and Behaviour Policy
Staff Code of Conduct

Part One of the Keeping Children Safe in Education Document

Details of Safeguarding training

Contact details for Designated Safeguarding Lead (DSL)

How to raise concerns

Other relevant procedures e.g. disciplinary, capability and whistle-blowing
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Maintaining a Safer Culture

It is vital that as part of a whole school and trust approach to safeguarding to create a culture that
safeguards and promotes the welfare of children. As part of this, it is important to adopt robust
recruitment procedures that deter people who are unsuitable to work with children from applying.
The need for continued awareness of safeguarding has been reinforced throughout this document.
It's important that all staff have appropriate training and induction to understand their roles and
responsibilities and that staff, pupils, and parents feel confident they can raise issues about the
safety or welfare of children. The Trust will contact the Local Authority Designated Officer (LADO)
and nominated Senior HR Adviser with any safeguarding concerns about existing staff.

Volunteers

When the trust/school is actively seeking trustees/local advisory member and other volunteers it
should adopt the same recruitment measures as it would for paid staff. Where a known parent is
asked to take on a particular role, a streamlined procedure can be adopted, carrying out an informal
interview to assess suitability, seeking references and submitting an Enhanced DBS check. When
accompanying teachers and pupils on day trips, helping at a concert or school fair, these measures
aren’t necessary provided the person is not left unsupervised with children. Where volunteers are
recruited by another organisation e.g. sports coaches, the school should obtain assurance that the
person has been properly vetted. Where no checks have been obtained volunteers should not work
in regulated activity. If they require supervision this should be done by someone in regulated
activity.

Agency and Supply

It is important thorough checks are made on anyone working in a school, both to prevent unsuitable
people from gaining access to children and to maintain the integrity of the teaching
profession. Schools must obtain written confirmation that the agency has carried out necessary
checks including an Enhanced DBS. Where a teacher is directly employed following a period of
agency work it is essential that the school carries out all of the checks normally conducted on a new
employee. Schools must ensure that the person presenting themselves for work is the same person
on whom the checks have been made.

Students and Trainee Teachers

The same checks detailed within this policy should be applied to students and trainee teachers. If
trainee teachers are engaging in regulated activity relating to children, an enhanced DBS check
(including children’s barred list) must be obtained. Where trainee teachers are fee-funded, it is the
responsibility of the initial teacher training provider to carry out the necessary checks. Schools
should obtain written confirmation from the provider that it has carried out all pre-appointment
checks and that the trainee has been judged by the provider to be suitable to work with children.
There is no requirement for the schools to record details of fee-funded trainees on the single central
record. However, schools may wish to record this information under non statutory information.

Employees Transferring From One School/Academy to Another/Joining from Another
Authority

New checks should be carried out for each and every external appointment. A previous school’s
checks cannot be accepted.

Recording Information on the Single Central Record (SCR)

The Trust and Schools maintain a single central record of pre-appointment checks. This includes all
staff, including teacher trainees, agency and third-party supply staff (even if they work for one day).

For agency and third-party supply staff, schools must include whether written confirmation has been
received from the supplier that relevant checks have been carried out and the appropriate
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certificates obtained, the date this confirmation was received and whether details of any enhanced
DBS certificate have been provided in respect of the member of staff.

The SCR must indicate whether the following checks have been carried out or certificates obtained,
and the date on which each check was completed or certificate obtained:

Identity check, (identification checking guidelines can be found on the GOV.UK website);
Standalone children’s barred list check

Enhanced DBS check (with children’s barred list check) requested/certificate provided
Prohibition from teaching check

Further checks on people who have lived or worked outside the UK

Check of professional qualifications,

Check to establish the person’s right to work in the United Kingdom

Details of section 128 checks undertaken for those in management positions (Independent
schools (including academies and free schools)).

The Trust/Schools are free to record any other information they deem relevant keeping in mind our
obligations under GDPR and the Data Protection Act 2018 to hold sensitive personal data securely
and only where there is a good reason to do so.
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