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Rationale 
 

The Trust is committed to safeguarding and promoting the welfare of children and young 

people and expects all its staff and volunteers to share this commitment.  All postholders are 

subject to a satisfactory enhanced DBS disclosure.   

 

This should be quoted and referred to as frequently as possible in the appointment process. 

 

The Trust is committed to a policy of treating all its employees and job applicants equally and to 

recruit the best person for each vacancy. 

 

No employee or potential employee shall receive less favourable treatment or consideration during 

recruitment and selection on the grounds of race, colour, religion or belief, nationality, ethnic 

origin, sexual orientation, gender age, disability, marital status or part-time status will be 

disadvantaged by any conditions of employment that cannot be justified as necessary on operational 

grounds.  

 

 

Scope of the policy 
 

This policy applies to the appointment of all employees appointed by the The Trust.  This policy 

does not exist in isolation but is supported by other academy policies such as those on equality and 

confidential reporting.  All academy employees are expected to adhere to the policy which will be 

subject to checks. 

 

The policy applies to both internal and external recruitment.  

 

INTRODUCTION 
 

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

aims to: 

 Attract the best possible applicants to vacancies 

 Deter prospective applicants who are unsuitable for work with children or young people 

 Identify and reject applicants who are unsuitable for work with children and young people 

 Observe employment law and is fair 

 Be consistent with the academy’s commitment to equality 

 

STATUTORY REQUIREMENTS 
 

There are some statutory requirements for the appointment of staff in schools – notably 

headteachers and deputy headteachers.  These requirements change from time to time and must be 

met. 

 



  

IDENTIFICATION OF RECRUITERS 
 

At least one recruiter on any appointment team must successfully have received accredited training 

in safe recruitment procedures.   

 

 

INVITING APPLICATIONS 
 

When a post is advertised an appropriate timeline will be drawn up that allows for all processes to 

be conducted safely. 

Advertisements for posts, whether in newspapers, journals or online will include the safeguarding 

statement above. 

Prospective applicants will be advised, as a minimum, of the following: 

 Job Description which clearly states: 

o The main duties and responsibilities of the job 

o The individual’s responsibility for promoting and safeguarding the welfare of 

children they come in to contact with 

o The academy’s commitment to safeguarding and promoting the welfare of young 

people 

 Person Specification which includes: 

o Qualifications/experience etc required 

o The academy’s commitment to safeguarding and promoting the welfare of young 

people 

 

 The academy’s child protection policy 

 The academy’s safer recruitment policy 

 An application form 

 

Some of the above will be supplied electronically or be available in hard copy on request.  Existing 

employees will be invited to apply for a transfer and promotion opportunities whenever possible.  In 

the case of internal recruitment all employees will be notified of those vacancies via email and the 

specific application process for that post will be outlined. 

 

All prospective applicants must complete, in full, an application form and sign it.  In the case of an 

electronically submitted application form a short listed applicant will be asked to sign it before any 

part of the interview commences. 

 

The recruitment and selection process for disabled candidates should take into account such 

adjustments to working arrangements or physical features of the workplace / station / premises are 

as are reasonable to accommodate their needs and be such that they are not placed at a substantial 

disadvantage compared with non-disabled candidates.  

 

 

 

 

 

 

 

 

 



  

SHORT LISTING  
 

- Where a large number of fully completed applications is received (10 plus) a long listing 

will occur soon after the application closure date against the person specification for the 

post. 

- Short-listing of candidates will be against the person specification for the post and screen 

against the job requirements as laid out in the job description. 

- Any qualifications or requirements applied to a job that have or ma have the effect of 

inhibiting applicants from certain groups of the population should only be retained if they 

can be justified in terms of the job to be done. 

- Written notes are to be made of the shortlisting process (see appendices) 

- At short-listing applications are to be checked for discrepancies, inconsistencies and gaps in 

employment – note, enquire further and consider if questions at interview are required. 

-  

REFERENCES 
 

- Where possible, references may be taken up as soon as an application is submitted so that 

any discrepancies can be probed during the short listing stage. 

- The purpose of references is to obtain objective and factual information to support 

appointment decisions. 

- References will be sought directly from the referee.  References or testimonials provided by 

the candidate will never be accepted. 

- All Trust references should be signed by the relevant Head of Academy or Deputy in their 

absence. 

- Where a current employer has not been given as a referee the academy will seek permission 

from the applicant to approach the current employer. 

- Where the current employment does not involve working with young people, and a previous 

employment has done, the academy will seek a reference from that employer. 

- Where necessary, referees will be contact by telephone or email in order to clarify and 

anomalies or discrepancies.  A detailed written note will be kept of such exchanges (see 

appendices) 

- 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: 

 Referee’s relationship with the candidate – working? How long? In what capacity? 

 The candidate’s suitability for working with children and young people 

 Any live disciplinary warnings, and any time-expired warnings that relate to the 

safeguarding of children 

 The candidate’s suitability for the particular post 

- A safeguarding proforma will accompany a post specific reference request (see appendices) 

- A copy of the job description and person specification should be circulated with the 

reference request. 

- The Academy will consider any employee requests to view references given in relation to 

their employment in line with statutory requirements 

- Appointments can only be confirmed when all references have been correctly scrutinised. 

- The referee should be reminded that they have a responsibility to give accurate information 

and not give misstatements or omissions and that they may discuss factual content with the 

applicant beforehand. 



  

- On receipt all references should be checked to ensure that all questions have been answered.  

If not, the academy should phone the referee and ask for clarification – backed up in writing. 

 

THE INTERVIEW AND SELECTION PROCESS 
 

- The invitation to interview will provide basic details and a programme of the day, including 

details of how the formal interview will be conducted and the areas it will explore.  This will 

include suitability to work with children and young people and is likely to make reference to 

the application form. 

- Interviews will always be face-to-face.  Telephone interviews may be 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) 

- Candidates will always be required to: 

 Provide proof of identity, including photo ID and documentation to evidence their right 

to work in the UK. 

 A utility bill, bank or credit card statement issued within 3 months 

 NI number 

 Explain satisfactorily any gaps in employment 

 Explain satisfactorily any anomalies or discrepancies in the information available to 

recruiters 

 Declare any information that is likely to appear on a DBS disclosure 

 Demonstrate their capacity to safeguard and protect the welfare of children and young 

people 

 Bring sufficient documentary evidence to allow the successful candidate to confirm their 

qualifications and complete the DBS disclosure immediately on being offered the post. 

- The interview panel should comprise of at least two people – one to observe and take notes 

– one should be appropriately trained.  The panel should meet beforehand to discuss the 

interview and the issues to be explored with the candidate (panels can agree questions but it 

must not be a list that cannot be deviated from – supplementary questions may well be 

required to pursue answers/thoughts/ideas) 

- Interview records will indicate who made up the panel and who was Safer Recruitment 

trained 

- Scope of the interview is intended to: 

 Assess and evaluate the applicant’s suitability for the post 

 Explore attitudes towards children and young people 

 Explore the candidates ability to support the The Trust agenda for safeguarding and 

promoting the welfare of children and young people 

 Explore gaps in employment history (from secondary schooling onwards) 

 Address any concerns/discrepancies arising from the references and application forms 

 Candidates to be asked if they wish to declare anything in light of the DBS check 

 

 

 

 

 

 

 

 



  

EMPLOYMENT CHECKS 
 

All appointments will be conditional upon: 

 Two satisfactory references (one of which will be the present employer - last employer if 

currently unemployed).  In the case of school based staff the main referee must be the Head 

of Academy. 

 Proof of identify, including photo ID 

 Completion of a DBS disclosure application and receipt of satisfactory clearance 

 A successful Prohibition Check 

 Providing actual certificates of qualifications, verification of qualifications/professional 

status/QTS/NPQH 

 Completion of confidential health questionnaire/verification of medical fitness 

 Proof of eligibility to live and work in the UK 

 For non-teachers, the successful completion of a probation period is a requirement of 

continuation of employment. 

 In exceptional circumstances we may appoint provisionally, subject to references and DBS 

results being satisfactory, however, employment cannot begin until satisfactory references 

and DBS documents have been received.  These appointments can only be authorised by the 

Head of Academy in consultation with the Governors. 

 

INDUCTION 
 

All staff who are new to the TRUST will receive induction training that will include the TRUST 

safeguarding policies and guidance on safe working practices.  Before taking up any post there will 

be training on child protection/safeguarding and promoting the welfare of children and young 

people. See Induction Policy for further details. 

 

ROLES AND RESPONSIBILITIES 
 

- The DSL has the responsibility for ensuring that this policy and the procedures outlined here 

are consistent with our safeguarding policies as a whole 

- The HR Manager will ensure that the timeline for appointments is followed and that all the 

necessary administration and checking is done to support the process 

- The HR Manager has oversight of the process and should ensure that all steps outlined in 

this policy are completed 

- Each Head of Academy has the responsibility for ensuring the integrity of the system 

overall, for providing checks and balances and ensuring concerns in relation to the policy 

are addressed immediately 

- All staff involved in recruitment have the responsibility to be aware of its contents; to act in 

accordance with it and to use the THE TRUST Confidential Reporting Policy if there are 

any concerns regarding its implementation 

- All staff involved in the recruitment process will ensure that visitors to the trust are 

supervised at all times by a member of staff employed by the trust 

- Governors take their role in relation to this policy very seriously and governors with a child 

protection role actively engage in scrutinising relevant documentation. 

 

 



  

NOTES 
 

- The academy may phone the referees of appointed candidates as well as receiving a written 

reference 

- If, one week prior to the commencement of employment a DBS has not been received, safe 

‘holding’ arrangements must be put in place.  Critically, in no circumstances may an 

employee start work until a satisfactory DBS has been received. 

- On the first day of employment all new employees will meet with the Head of Academy 

who will formally welcome them to the academy 

- When DBS and other information is placed on our central record it should be highlighted in 

gold until satisfactory clearance has been received.  Only at this point can a person start 

employment. 

- Copies of the relevant documents relating to checks will be retained on file. 

- Any discrepancies brought to light by the above checks will be discussed before a final 

decision on employment is made 

- The DfE Children’s Safeguarding Operations Unit will be informed of any candidates: 

o Whose names are found on the Children’s Barred List or whose DBS check shows 

that they have been disqualified from working with children by a court 

o Who have given false information to support their application 

o Who are found to have serious concerns relating to them working with children or 

young people 

- Written notes will be made throughout the application, interview and appointment process 

- In the case of the successful candidate these notes will be kept in their personal file 

- The written notes will be available to members of staff undertaking feedback to 

unsuccessful candidates and stored for 6 months 

- All volunteers are required to undertake an appropriate DBS check before commencing 

service. 

- All agency staff and students in training must provide evidence of DBS clearance prior to 

commencing work within the trust 

- DBS evidence will be accepted from all partner schools in the Lincolnshire Teaching School 

Alliance subject to seeing the DBS certificate 

- New members of staff/volunteers/governors who have a portable DBS will have this verified 

before being offered a post/being unsupervised on trust sites. 
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APPENDIX 1 
 

 

SAFER RECRUITMENT 

 

SHORTLISTING REVIEW 

 

Candidate and 

position 

 

 

 

Date of review  

Reviewers 

 

 

 

Work history check 

 

 

 

 

 

Qualifications check 

 

 

 

 

Issues for clarification 

 

 

(indicate when 

feedback received and 

answers given) 

 

 

 

 

 

 

 

 

 

 

 

Agree to shortlist  

 

Decline to shortlist 

with reasons why 

 

 

 

 


