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1 INTRODUCTION

The purpose of this policy is to set out the minimum requirements of a recruitment process
that aims to:
e attract the best possible applicants to vacancies;
e deter prospective applicants who are unsuitable for work with children or young
people;
o identify and reject applicants who are unsuitable for work with children and young
people.

2 STATUTORY REQUIREMENTS

There are some statutory requirements for the appointment of some staff in Academies —
notably Headteachers and Deputy Headteachers. These requirements change from time to-
time and must be met. Upon the Headteacher post or Deputy Headteacher post being
advertised, current statutory guidance will be sought, printed and referred to during the
appointment process. This statutory guidance will be kept within the appointment pack and
retained on the successful candidates file.

3 IDENTIFICATION OF RECRUITERS

There are members of staff and governors who have successfully completed and received
accredited training in safe recruitment procedures. A recruitment panel will always comprise
of at least one member of staff who has successfully completed accredited training.

4 INVITING APPLICATIONS

4.1 Advertisements for posts — whether in newspapers, journals or on-line — will include
the statement:

The Academy is committed to Safeguarding Children and Young People. All post
holders are subject to a Satisfactory Disclosure and Barring Service Check (DBS).

We welcome applicants regardless of age, disability, gender (to include transgender),
ethnicity, race, colour, sexual orientation or religion.

4.2 As a minimum, the following documents will be made available to prospective
applicants,:

e job description and person specification;

o the Academy’s Safeguarding Policy;

¢ Equality Statement

e the Academy’s Safer Recruitment Policy (this document);
e an application form.

4.3 All prospective applicants must complete, in full, an application form.

5 SHORT-LISTING AND REFERENCES

5.1 Short-listing of candidates will be against the person specification for the post only.
Age, gender (to include transgender), ethnicity, race, colour, religion, disability or
sexual orientation will not be a factor considered when selecting candidates.

5.2 Where possible, references will be taken up before the selection stage, so that any
discrepancies can be probed during the selection stage.

5.3 References will be sought directly from the referee. References or testimonials
provided by the candidate will never be accepted.

54 Where necessary, referees will be contacted by telephone or e mail in order to clarify
any anomalies or discrepancies. A detailed written note of any such exchanges will
be kept attached to the reference.
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5.6

5.7

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

Referees will always be asked specific questions about:

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

any disciplinary warnings, including time-expired warnings, that relate to the
safeguarding of children;

the candidate’s suitability for this post.

Academy employees are entitled to see and receive, if requested, copies of their
employment references.

6 THE SELECTION PROCESS

6.1

6.2

Selection techniques will be determined by the nature and duties of the vacant post,
but all vacancies will require an interview of short-listed candidates.
Interviews will always be face-to-face.

Candidates will always be required:

to explain satisfactorily any gaps in employment;

to explain satisfactorily any anomalies or discrepancies in the information available to
recruiters;

to declare any information that is likely to appear on a DBS check;

to demonstrate their capacity to safeguard and protect the welfare of children and
young people.

7 EMPLOYMENT CHECKS
When appointing new staff, we will:

Verify their identity

Obtain (via the applicant) an enhanced Disclosure and Barring Service (DBS)
certificate, including barred list information for those who will be engaging in regulated
activity (see definition below). We will not keep a copy of this for longer than 6 months

Obtain a separate barred list check if they will start work in regulated activity before the
DBS certificate is available

Verify their mental and physical fithess to carry out their work responsibilities

Verify their right to work in the UK. We will keep a copy of this verification for the
duration of the member of staff’'s employment and for 2 years afterwards

Verify their professional qualifications, as appropriate
Ensure they are not subject to a prohibition order if they are employed to be a teacher

Carry out further additional checks, as appropriate, on candidates who have lived or
worked outside of the UK, including (where relevant) any teacher sanctions or
restrictions imposed by a European Economic Area professional regulating authority,
and criminal records checks or their equivalent

Check that candidates taking up a management position are not subject to a
prohibition from management (section 128) direction made by the secretary of state

Ask for written information about previous employment history and check that
information is not contradictory or incomplete
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We will seek references on all short-listed candidates, including internal candidates, before
interview. We will scrutinise these and resolve any concerns before confirming
appointments.

8 INDUCTION

8.1 All staff who are new to the Academy will receive induction training that will include
the Academy’s safeguarding policies and guidance on safe working practices.

8.2 Regular meetings will be held during the first 3 months of employment between the
new employee(s) and the appropriate manager(s).

9 SINGLE CENTRAL RECORD

9.1 A single central record of DBS checks for all staff, agency workers and volunteers will
be kept by the Academy in accordance with the Statutory Ofsted Guidance.

Where the school is organising such hosting arrangements overseas and host families
cannot be checked in the same way, we will work with our partner schools abroad to ensure
that similar assurances are undertaken prior to the visit.
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APPENDIX 1
Regulated activity means a person who will be:

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

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

e Engaging in intimate or personal care or overnight activity, even if this happens only
once and regardless of whether they are supervised or not

Existing staff

If we have concerns 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 a new member of staff. We will
also do this if 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
vulnerable adult:

o Where the ‘harm test’ is satisfied in respect of the individual (i.e. that no action or
inaction occurred but the present risk that it could was significant)
¢ Where the individual has received a caution or conviction for a relevant offence

e |If there is reason to believe that the individual has committed a listed relevant offence,
under the Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and
Miscellaneous Provisions) Regulations 2009

¢ |If the individual has been removed from working in regulated activity (paid or unpaid)
or would have been removed if they had not left

Agency and third-party staff

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.

Contractors

We will ensure that any contractor, or any employee of the contractor, who is to work at the
school has had the appropriate level of DBS check. This will be:

¢ An enhanced DBS check with barred list information for contractors engaging in
regulated activity

¢ An enhanced DBS check, not including barred list information, for all other contractors
who are not in regulated activity but whose work provides them with an opportunity for
regular contact with children

We will obtain the DBS check for self-employed contractors.
We will not keep copies of such checks for longer than 6 months.

Contractors who have not had any checks will not be allowed to work unsupervised or
engage in regulated activity under any circumstances.
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We will check the identity of all contractors and their staff on arrival at the school.
Trainee/student teachers

Where applicants for initial teacher training are salaried by us, we will ensure that all
necessary checks are carried out.

Where trainee teachers are fee-funded, we will obtain written confirmation from the training
provider that necessary checks have been carried out and that the trainee has been judged
by the provider to be suitable to work with children.

In both cases, this includes checks to ensure that individuals are not disqualified under the
Childcare Disqualification (Regulations) 2009 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 barred list information for all volunteers who are
new to working in regulated activity

e Obtain an enhanced DBS check without barred list information for all volunteers who
are not in regulated activity, but who have an opportunity to come into contact with
children on a regular basis, for example, supervised volunteers

e Carry out a risk assessment when deciding whether to seek an enhanced DBS check
for any volunteers not engaging in regulated activity

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 activity.

Adults who supervise pupils on work experience

When organising work experience, we will ensure that policies and procedures are in place
to protect children from harm.

We will also consider whether it is necessary for barred list checks to be carried out on the
individuals who supervise a pupil under 16 on work experience. This will depend on the
specific circumstances of the work experience, including the nature of the supervision, the
frequency of the activity being supervised, and whether the work is regulated activity.

Pupils staying with host families

Where the school makes arrangements for pupils to be provided with care and
accommodation by a host family to which they are not related (for example, during a foreign
exchange visit), we will request enhanced DBS checks with barred list information on those
people.
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Signed: Chair of Governors

Signed: Headteacher

Date:
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