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Policy statement 
 

1 Vision, mission, and values  
 

As a Trust we want to ensure that we attract, recruit and retain the best possible staff to ensure we 

can continue to be a high performing Trust with high performing teams to ensure we can create 

brighter tomorrows for our students and staff members. 

2 Purpose and intent 
 

Safe recruitment is the first step to safeguarding and promoting the welfare of all students and 

pupils.  We are committed to safeguarding all students and pupils in our care and, we expect all 

staff to share this commitment.   

 

3 Roles and responsibilities 
 

It is the responsibility of everybody involved in the recruitment process to:  

 

• Implement robust safer recruitment procedures correctly. 

• Ensure that all appropriate checks are carried out on all staff, volunteers, agency 

workers and contractors. 

• Promote welfare of students at every stage of the process.  

 

4 Review of policy      

 

This policy is reviewed annually by the Head of HR who will monitor the application and outcomes 

of this policy to ensure it is working effectively. 
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Policy 

1 Introduction 

 

1.1  This policy sets out the minimum requirements of our recruitment process which aims to:   

o Create a safe environment for our students and pupils by operating safer 

recruitment practices in line with statutory requirements and guidance 

o Help deter, identify and reject prospective applicants who are unsuitable to work 

with children 

o Ensure that all job applicants are considered equitably and consistently  

o Ensure that the best possible staff are recruited on the basis of their merits, abilities 

and suitability for the position measured against the job description and person 

specification  

o Meet our commitment to safeguarding and promoting the welfare of our students 

and pupils by carrying out all necessary pre-employment checks. 

 

2 Scope 

 

2.1  Our recruitment process contains measures to ensure we attract recruit and retain the best 

possible candidates and deter, identify, prevent and reject unsuitable people from gaining access 

to students and pupils.  

The recruitment and selection processes aim to go beyond minimum legislative requirements, and 

any other guidance that may be issued in order to keep children safe, as well as principles of 

general good practice. 

2.2  The following principles are encompassed in this policy:  

• Selection will be carried out by a panel with at least two members. At least one 

panel member will have received Safer Recruitment training 

• Appointment will be based on a minimum of a completed online application form, 

shortlisting and interview, and receipt of at least two suitable references. 

• The Equality Act (2010) makes it a requirement to make reasonable adjustments 

to the recruitment process if an applicant makes us aware that they have a 

disability. This applies to the entire recruitment process, from advertisement to 

appointment. 
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3 Recruitment and selection procedures  

 

3.1  Pre-recruitment process  

The objective of the recruitment process is to attract, select and retain staff who will successfully 

and positively contribute to our vision, mission and values and to ensure we are a high performing 

Trust.   

3.2 Advertising 

3.2.1 To ensure equality of opportunity, externally advertised vacancies will be advertised online 

to encourage as wide a field of applicants as possible. 

3.2.2 All advertisements will make clear our commitment to safeguarding and promoting the 

welfare of children. 

3.2.3 Advertisements will provide an accurate outline of the post, a job description and person 

specification. 

3.2.4 All posts will be advertised for a minimum of 48 hours. 

3.2.5 All advertisements will contain our recruitment privacy statement with details of online 

searches that will be undertaken and a link to the Safeguarding and Child Protection Policy  

3.2.6 Posts will not be advertised externally in the cases of redeployment, employees being at 

risk of redundancy, or posts being suitable development opportunities for existing employees - an 

internal recruitment process will be carried out in place of the external advertisement of these 

posts.   

 

3.3 Application form  

3.3.1 All external applicants are required to complete an online application form containing 

questions about their academic and full employment history, qualifications and suitability for the 

role, accounting for any gaps or discrepancies in employment history to ensure that detailed 

information is gathered in a consistent format. 

3.3.2 All applicants will certify that the information given is true and accurate, and be made aware 

that providing false information is an offence and could result in the application being rejected or 

summary dismissal if the applicant has been selected. 

3.3.3 Two references are required from all applicants. 



6 
 

3.3.4 Where agency staff wish to apply for roles within the Trust, they must follow the standard 

process outlined above and submit an online application. 

 

3.4     Job description and person specification  

3.4.1 The job description will clearly and accurately set out the duties and responsibilities of the 

role. 

3.4.2 The person specification informs the selection decision and will set out the skills, 

experience and qualifications required to do the job, as well as their individual responsibility to 

safeguard the welfare of children and young people they are responsible for or come into contact 

with. 

3.4.3 A person specification will be used for all external vacancies to allow applicants to be 

shortlisted on fair, equitable and consistently applied criteria. It will ensure, as far as possible, that 

the right person is appointed to the position. 

 

3.5 Shortlisting  

3.5.1 Shortlisting of candidates will be against the job description and person specification for the 

post. There must be consistency between members of the interview panel and those involved in 

the shortlisting process. All materials for shortlisting exercises for both successful and non-

successful shortlisted candidates must be completed and stored securely. 

3.5.2 Unsuccessful candidates’ feedback must be stored securely for six months before being 

destroyed in line with our Data Retention Policy. 

 

3.6 References  

3.6.1 References will be requested following the applicant being shortlisted providing the 

applicant has given permission to do so. Where the applicant has not given consent, reference 

requests will be automatically requested following an offer of employment being made. 

3.6.2 One reference must be from the candidate’s current employer or verification of the 

individual’s most recent relevant period of employment where the applicant is not currently 

employed.  

3.6.3 Where it is not possible to obtain two employment references, the recruitment team will 

seek to obtain one employment reference and one personal reference. References will always ask 

specific questions regarding:  
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• The candidate’s suitability for working with children and young people. 

• Any disciplinary action, including time-expired warnings that relate to the safeguarding of 

children and young people. 

• Any proceedings under the capability procedure. 

• The reason for the candidate leaving their current or most recent post. 

• The candidate’s suitability for the post. 

3.6.4 References will be checked to ensure all specific questions have been answered 

satisfactorily and where required, the referee will be contacted to obtain clarification in order to 

ensure sufficient information is obtained.  

3.6.5 If the referee is school or college based, the reference will be confirmed by the headteacher 

or principal as accurate in respect to disciplinary proceedings wherever possible.  

3.6.6 Where the applicant has previously worked with children, but is not currently, a reference 

will be sought from the relevant employer from the last time the applicant worked with children.  

3.6.7 References will also be compared to information provided in the application form and during 

the interview process. Any discrepancies will be discussed with the individual. 

3.6.9 All appointments are made subject to appropriate references, DBS checks, occupational 

health checks and online searches – any information about past disciplinary actions or allegations 

will be considered in the circumstances of the individual case. 

 

3.7 Invitation to interview   

Candidates called to interview will receive:  

• Written correspondence confirming details of the interview and any other assessment 

criteria that will be used as well as asking whether any reasonable adjustments need to be 

made in order to facilitate the candidate attending and participating in the interview and 

selection process. 

• A criminal conviction self-declaration form to give candidates the opportunity to share 

relevant information and allow this to be discussed and considered at interview before the 

DBS certificate is received. 

• An opportunity for applicants to ask any questions prior to the interview. 
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3.8 Interviews 

3.8.1 There will be a face-to-face interview wherever possible with a minimum of two 

interviewers, one of which will be the safer recruitment panel member. The interview process will 

explore the applicant’s ability to carry out the job description and meet the person specification. It 

will enable the panel to explore any anomalies or gaps which have been identified in order to 

satisfy themselves that the chosen applicant can meet the safeguarding criteria.  

3.8.2 Any information regarding past disciplinary action or allegations, cautions or convictions will 

be discussed and considered in the circumstance of the individual case during the interview 

process. 

3.8.3 All applicants who are invited to an interview will be required to bring evidence of their 

identity, address and qualifications including a birth certificate where possible.  Original documents 

will only be accepted and photocopies will be taken. Unsuccessful applicant documents will be 

destroyed 6 months after the interview.   

3.8.4 Applicants should be asked to physically sign a copy of their application confirming the 

information they have provided is true. 

3.8.5 A set of common questions relating to the requirements of the post will be asked of each 

applicant.  Their response will determine whether that is followed up with further questioning. 

3.8.6 Supervised interaction with pupils or students is recommended as part of the recruitment 

process where possible.   

3.8.7   A safer recruitment checklist will be completed by the safer recruitment lead on the interview 

panel to ensure that the correct processes are followed.  

 

4 Pre-employment checks 

An offer of employment to the successful applicant will be conditional upon: 

• Receipt of at least two satisfactory written references, including one from their current 

or most recent employer. 

• Verification of the applicant’s identity, preferably from current photographic ID such as a 

passport, a birth certificate (where available) and proof of address. 

• Verification of the applicant’s medical fitness. 

• Verification of qualifications where relevant. 

• Verification of professional status where applicable.  For teachers, this will include 

checking that the individual has the required teaching qualification and has successfully 
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completed any statutory induction, if required, through the Teaching Regulation Agency 

(TRA) Employer Access Online System. 

• Satisfactory enhanced DBS check. 

• For teachers, verification that they are not subject to a prohibition order by checking the 

TRA’s Employer Access Online System. 

• A clear children’s barred list check (except supervised volunteers). 

• Verification of right to work in the United Kingdom including for European nationals 

employed after 1 July 2021. 

• A satisfactory occupational health check 

• Any further checks where the applicant has lived or work outside of the UK including 

receipt of criminal record information from overseas. 

• Confirmation that the applicant is not disqualified from providing childcare within 

relevant age groups.   

• An online search in line with legislative updates in Keeping Children Safe in Education 

2022.  

 

5  DBS (Disclosure and Barring Service) certificates  

 

5.1 We apply for an enhanced disclosure from the DBS and a check of the Children's Barred 

List in respect of all positions within the trust which amount to "regulated activity" as defined in the 

Safeguarding Vulnerable Groups Act 2006 (as amended). The purpose of carrying out a Barred 

List check for Regulated Activity is to identify whether an applicant is barred from working with 

children by inclusion on the Children's Barred List and to obtain other relevant suitability 

information. In exceptional circumstances where the applicant is required to commence work 

before the full disclosure certificate is received, where working in regulated activity, a barred list 

check  and risk assessment must be carried out before employment commences and supervision 

must be in place until a satisfactory DBS check is obtained. 

5.2 It is our policy to request a new DBS certificate if staff leave employment and then return 

after a period of 3 or more months. Staff must inform the principal or HR team of any cautions or 

convictions that arise between these checks taking place 

5.3 DBS checks will still be requested for applicants with recent periods of overseas residence 

and those with little or no previous UK residence. 
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5.4 Portability of DBS certificate checks  

Staff may wish to join the DBS Update Service if they are likely to require another check in the 

future. Portability must be applied for, by the staff member, within 28 days of application and 30 

days after the certificate has  been issued. 

 

5.5 Copies of DBS certificates  

5.5.1 The DBS no longer issue Disclosure Certificates to employers, therefore employees should 

bring their certificate for the place of work to view within 7 days of issue and before they 

commence work or any project. We will not retain a copy of an individual’s DBS.  

5.5.2 In cases where we are notified that a DBS check has a positive disclosure for criminal 

convictions, cautions, warnings etc, the contents of the certificate will be discussed with the 

relevant Designated Safeguarding Lead and may be discussed with the applicant.  

 

6 Offers of employment 

 

6.1 The appointment of all new staff members is subject to the successful completion of all 

required checks.   

6.2 No member of staff will be permitted to start work until all statutory checks have been 

completed except where there may be delays in receipt of a DBS certificate or delayed completion 

of overseas police checks. In such instances a barred list check and risk assessment will be 

completed and signed off weekly to ensure the candidate is engaging in an appropriate level of 

activities with appropriate supervision pending final approval. The appropriate levels will vary 

depending on the risk factors and nature of the role. 

6.3 Where the applicant refuses to agree to an application to the DBS or a DBS check is 

completed but we are refused permission to see the DBS certificate, they will be treated as not 

having satisfactorily completed the DBS check. 

6.4  For teachers only - the prospective member of staff being subject to a prohibition order or 

interim prohibition order by the Secretary of State, pre-existing General Teaching Council for 

England or any other authorised body would mean the offer of employment is withdrawn as safer 

recruitment checks are not satisfactorily complete. 

6.5 For teachers only (other than where appointed specifically as an unqualified teacher) - to 

evidence initial and continued recognition as a qualified teacher, original copies of all relevant 

certificates will be required, including confirmation of the award of Qualified Teacher Status, as 
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issued by the Department for Education (DfE) or other authorised Body; OR confirmation of the 

award of Qualified Teacher Learning and Skills status and membership of the Institute for 

Learning, as appropriate. 

6.6  Verification of other professional qualifications, where appropriate, must be provided. 

6.7  Section 128 checks will be made for all Governors, Trustees, senior management and 

those on a leadership scale. 

6.8 Early Career Teachers must successful complete the statutory induction period. 

6.9  All checks must be confirmed in writing, retained on the staff file and recorded in the single 

central record (SCR).  The Designated Safeguarding Lead in each academy will liaise with the HR 

team on a regular basis to ensure any changes or updates are noted. 

6.10 Any verbal offer made prior to a written conditional offer will also clearly state that the offer 

is conditional.  

 

7 Additional note relating to executive appointments 

Trustees will:  

• Appoint the Chief Executive Officer 

• Approve all Chief Education Officers and Chief Finance / Operating Officer appointments 

and receive recommendations from the CEO in relation to Executive Principal and Principal 

appointments.  

8 Agency staff 

 

8.1 When sourcing staff via a recruitment agency the agency must carry out all recruitment 

checks, including DBS and children’s barred list checks, that we would otherwise complete for our 

own new recruits.  Written confirmation must be provided by the agency that these checks have 

been carried out and are satisfactory ahead of the agency staff member commencing work.  

8.2 The agency must send us a copy of a DBS certificate where there is a positive disclosure 

for us to review and decide if the agency staff member will work for us.   

8.3 Agencies will be required to provide a letter of assurance before workers will be allowed to 

commence work.  The place of work will check the identity of the person on arrival.  
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9 Use of volunteers 

 

9.1 The principles of safer recruitment are the same for volunteers as with salaried staff 

members. Students and pupils will see volunteers in the same way as members of staff and will 

assume they are safe and trustworthy adults.   

9.2 Unsupervised volunteers in regulated activity will be subject to an enhanced DBS check 

including children’s barred list information to ensure that they are safe to be in contact with pupils 

and students.  

10 Single Central Register (SCR)  

 

10.1 We will ensure that we comply with statutory requirements for information to be recorded 

and retained on the SCRs of pre-employment checks carried out in relation to staff members. 

10.2 The SCR records whether or not the following checks have been carried out, if certificates 

have been obtained, and the date clearance was obtained and completed:  

• Identity check. 

• Barred List check. 

• Enhanced DBS check. 

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

• Prohibition from teaching check. 

• Check of professional qualifications. 

• Additional checks on people that have lived or worked outside the UK. 

• Section 128 checks where required.  

• Online searches. 

 

10.3 There is no requirement to keep copies of DBS certificates, but the certificate date will be 

retained on the SCR and the disclosure number will be stored in the staff file.  A copy of the other 

documents used to verify the successful candidate’s identity, right to work and required 

qualifications will be kept for the staff file. Written confirmation that the necessary pre-employment 

checks have been carried out will also be obtained from any organisation supplying workers and 

attached to the SCR. 
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11 On-going employment  

 

11.1 We recognise that safer recruitment and selection is not just about the start of employment 

but should be part of a wider and on-going policy framework for all staff.  We therefore provide on-

going training and support for all staff.  

11.2 Staff members must declare any changes to the status with regards to any safer 

recruitment checks. 

12 Breaches of the policy 

 

12.1 Any instances of this policy not being adhered to will be taken very seriously which could 

lead to disciplinary action being taken 

12.2 Any complaint in relation to this policy, including its application will be managed through the 

Complaints or Grievance policy (for existing members of staff). 

 

13 Associated policies and documents 
 

• Data Retention Policy  

• Staff Portal – Staff Handbook 

• Grievance policy 

• Schemes of Delegation 

• Safeguarding and child protection policy 

• Disciplinary policy 

• Whistleblowing policy 

• Staff induction policy 

• General Principles and Practices document 

• The Equality Act 2010 

• Data Protection Act 2018 

• Childcare Act 2016 

• Code of Practice for Disclosure and Barring Service Registered Persons November 

2015 

• Protection of Freedoms Act 2012 

• Safeguarding Vulnerable Groups Act 2006  

• Modern Slavery Act 2015  

• Rehabilitation of Offenders Act 1974 
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• Keeping Children Safe in Education 2022 

• Supervision of activity with children 2014 

• The School Staffing (England) Regulations 2009 

• Working Together to Safeguard Children 2019 

• Immigration Act 2016 

 


