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1. VISION
HEART Academies Trust is a family of academies, at the heart of the community, improving life chances for all through challenge and support. We strive to transform educational outcomes of students from a young age by providing exciting, new and different opportunities for learning and applied learning. Our overwhelming belief is that every child can be successful, both personally and academically, with early and effective help from staff that know and value them as an individual. HEART Academies Trust aims to bring about a substantial increase in the educational attainment, expectations and aspirations of all in the whole community.

2. VALUES
HEART Academies Trust
High Expectations Achievement Respect Trust
	
We value the dreams and aspirations of everyone in our community.

3. CONTEXT
The HEART Academies Trust has set out a vision based on a number of important principles.  These include an expectation of very high standards of teaching and learning; very high standards of conduct and attendance, and an ethos of aspiration.  The purpose of all Trust policies, procedures and processes is to ensure our students, their parents and the local community, obtain the highest possible standard of education consistent with the resources made available.  Key to that end is the recruitment, retention and development of high quality staff.

HEART Academies Trust is committed to the highest standards of leadership and management.  The management of staff is the responsibility of leaders within the Trust.  The role of the Board of Trustees is to put in place a framework for the management of staff, including relevant human resource policies and procedures.  The Trustees will therefore normally only intervene in individual staff management matters in the following circumstances:

· the appointment, remuneration and dismissal of senior leaders (as determined by the Trustees)
· appeals against dismissal
· concerns that their approved policies and procedures have not been followed

In this context the purpose of the Safer Recruitment Policy is to take account of the relevant legislation and guidance making particular reference to the statutory guidance ‘Keeping Children Safe in Education’ as well as the Equality Act 2010, Employment Statutory Code of Practice and GDPR. HEART Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff, volunteers and apprentices to share this commitment. In order to meet this responsibility, it follows a rigorous selection process to discourage and screen out unsuitable applicants.

4. PURPOSE
4.1 The use of this policy is to ensure that HEART Academies Trust schools employ the best candidate for the job, to assist HEART Academies Trust schools to deter, identify and reject people who are unsuitable to work with children, help promote equality of opportunity and ensure that HEART Academies Trust meets its statutory obligations.
5. SCOPE
5.1 This policy covers the recruitment of all HEART Academies Trust staff. It is also strongly recommended for use by external agencies/contractors appointing workers who have access to HEART Academies Trust schools as part of their role. It is the Head Teacher’s responsibility within a HEART Academies Trust school to ensure that the relevant agencies are made aware of this policy.
5.2 All Trustees and Governors will undergo enhanced DBS checks on appointment.
5.3 The Trust lets out some of its premises after school. The responsibility for safeguarding in these situations lies with the hirer. Our Community Hire Contract makes clear the duty to safeguard children and HEART Academies Trust’s commitment to safe schools.
5.4 The majority of contractors and visitors to Trust premises are not DBS checked, although all show proof of identity and sign in and out at reception, wear a visitors badge and are not left unsupervised.

6. EQUAL OPPORTUNITIES
6.1 HEART Academies Trust is committed to eliminating discrimination and encouraging inclusion and diversity amongst our employees. We want to build a workforce that is truly representative of all sections of society and that each employee feels respected and able to give their best. To that end, we are committed to provide equality and fairness for all in our recruitment and employment practices and do not discriminate on grounds of age, disability, gender reassignment, marriage/civil partnership status, pregnancy and maternity, race, religion or belief, sex, or sexual orientation. We oppose all forms of unlawful and unfair discrimination.
6.2 This policy must always be fairly applied as must all HR policies in accordance with employment law.
7. RESPONSIBILITIES
7.1 HEART Academies Trust is responsible for maintaining fair, consistent and objective procedures for matters relating to recruitment and appointments.
7.2 The Head Teacher/ Core Central Team Leader has responsibility for the interview and selection processes as set out in the Scheme of Delegation and therefore must implement this policy.

8.0 GENERAL PRINCIPLES
When recruiting and selecting workers and staff, each HEART Academies Trust school and central team will:
· Ensure its practices and systems are transparent, objective, thorough and consistent.
· Ensure those involved in the recruitment and selection process receive appropriate training (including at least one person on the interview panel whose has undertaken up-to-date safer recruitment training);
· Take account of issues relating to safeguarding children at every stage of the procedure.
· Avoid over-reliance on criminal background checks as a means of ‘sifting’ out candidates unsuited to working with children (N.B. only a small proportion of individuals unsuited to working with children have a criminal conviction).


9.0 RECRUITMENT AND SELECTION PROCEDURE
9.1 Stage One: Recruitment Planning
As soon as a vacancy arises the Head Teacher / Central Team Manager should consider the following:
· Replacement: whether the post needs to be filled as is or whether other considerations need to be made regarding the role, its duties and necessity.
· Job Description: Working with the HR Manager, agree any changes to the job description to ensure consistency of roles and salaries across the Trust. Ensure the job description has the appropriate title, reporting lines and responsibilities, including the purpose of the post and main responsibilities. Ensure the job description for the role includes that the post holder will have a responsibility for promoting and safeguarding the welfare of children within the Trust and that the post is subject to an enhanced disclosure.
· Person Specification: This should be agreed with the HR Manager to ensure consistency of roles across the Trust. It should set out the essential requirements for the post in terms of qualifications, skills, knowledge and experience, personal characteristics or other qualities the candidates will have to demonstrate. The person specification should make clear that candidates will be expected to demonstrate a commitment to safeguarding the welfare of children, and this will be tested at interview.
· Complete a Notification to Recruit form and obtain the necessary approval.

9.2 Stage Two: Advertising and Applicant management
Adverts will include a brief description of duties and any essential characteristics / skills / qualifications / experience. Adverts will also contain a statement of HEART Academies Trust’s commitment to safeguarding and promoting the welfare of children and the requirement for an enhanced DBS check.

Every HEART Academies Trust recruitment process must use the Trust’s application form or the application form available through the My New Term website, this includes candidates put forward by agencies. All applicants must complete the form in full. The application forms have been designed to ensure that sufficient information is collected that supports the recruiter to sift out unsuitable candidates. The application form is regularly reviewed to ensure it is up to date with current best practice guidelines. An electronic signature can be added by the applicant using the My New Term Portal. If an applicant is not using this portal for some specific reason, they must sign the application form.

9.3 Stage 3: Shortlisting
Short-listing is the first stage of the selection process. Headteachers and Central Team Managers will ensure that the following standards are met:
· The short-listing panel must include a minimum of two senior employees, one of which is Safer Recruitment trained. Those responsible for the short-listing should take part in the interview process; a minimum of one short-lister must be on the interview panel. 
· All applications are scrutinized for consistency of information, gaps in employment, anomalies and discrepancies. Incomplete application forms are not accepted. 
· Where a candidate has been put forward by an agency for a permanent position or any position where the candidate is employed by the Trust directly, the short-listing panel must establish that the agency has undertaken all the necessary checks, including DBS, right to work, holding two good references (one of which was their last employer (and the last employer where they worked with children if applicable)) prior to selecting for interview. In these circumstances a CV may be submitted. The interview must address any anomalies arising from the CV and any subsequent offer must be subject to completion of the HEART Academies Trust application form, checks and references being completed by the Trust, irrespective of the agency’s own checks.
· A shortlisting criteria form should be used and applicant’s suitability for the post identified based upon their matching of the person specification criteria.

9.4  Stage 4: Invitation to Interview
· The shortlisted candidates should be emailed an Invite to Interview or contacted through the My New Term portal. Along with the Invite to Interview the candidates will be sent an Invitation to Interview Checklist and a Criminal Declaration Disclosure form, both must be completed and returned prior to interview or at the interview.  Where the candidate has come through an agency and completed an application form not through My New Term, they will be emailed these documents which must be completed and signed for before the interview takes place, where an electronic signature has been added to these forms the candidate will be asked to sign the form at interview. 
· The Invite to Interview Checklist and Criminal Declaration should only be viewed by the interviewer with Safer Recruitment training on the day of the interview so further discussion can take place if required.
· For teaching staff, references are sought for each candidate prior to interview. Timing may mean that this is not always practicable and in these cases any offer is subject to two good references, one of which must be from their last employer and where they last worked with children.  For all staff, any anomalies in references will always be followed up by the Headteacher/ Central team manager or the HR Team. This may include contacting previous employers for further details.
· Candidates are asked to bring identification documents to the interview, and these should be checked. Teachers are required to bring evidence of their teaching qualifications and certificates. Each candidate should be checked against the Teaching Regulations Agency to ensure they are not prohibited from teaching. Any anomalies will be followed up and may result in the candidate’s application being withdrawn.

9.5  Stage 5: Online search
· [bookmark: _Hlk140224787]All candidates are informed via the application form that online searches will be conducted following the shortlisting process and that by signing the application form they are acknowledging that such searches will be conducted. This includes candidates coming via an agency.
· When the Headteacher or Senior Lead has completed the shortlist, they should appoint someone to conduct the online search, this is usually a member of the Central HR Team, if they are not involved in the conducting the interview or making a decision about the recruitment.
· The person conducting the searches should use the attached checklist (appendix 1) and pass it to the recruitment panel when completed. This ensures consistency in approach and the method of searching.
· The searcher should only view information that is publicly available and relevant. There is no need to request access to private social media accounts or try and connect with the applicant.
· The searcher should make all reasonable effort to ensure the correct individual is identified. 
· The searcher won’t be able to guarantee finding the same amount of information on every candidate, as different people will have different privacy settings and online presences. However, by conducting the search following the checklist ensures each candidate is treated in the same way.
· The searcher shouldn’t share any irrelevant personal information from the search with the interviewers. They should only share information that suggests a candidate is unqualified for the role, poses a potential safeguarding risk or risks damaging the reputation of the school. Screen shots of this information would be taken and passed to the interview panel along with the completed form.
Results show the candidate is unqualified for the role?
· E.g timeline of education/employment does not match the stated qualifications, posts suggesting stated qualifications were not successfully passed.
Results show a potential safeguarding risk?
· E.g inappropriate conduct relating to children, posting pictures of/with students, information of police warnings/convictions not stated in the Criminal Convictions Disclosure Form, information regarding a dismissal that was not disclosed.
Results show a potential risk to School/Trust’s reputation?
· E.g violent conduct, drug/alcohol misuse, inappropriate or offensive behaviour, indecent or offensive behaviour or language, any discriminatory language/behaviours
Exploring any concerns identified during the interview
· An online search might reveal a work history that doesn’t match the application form, for example on Linked In, an education history that doesn’t match the stated qualifications, or criminal information that doesn’t match the candidate’s declaration or attitudes that suggest the candidate is unsuitable for the role or risks damaging the school’s reputation, for example posting pictures with students or expressing discriminatory opinions.
· Remember that criminal information found through an online search is still covered by the Ministry of Justice filtering rules – if the conviction or caution would be filtered, it should not be discussed with the candidate and cannot be considered.
· If information found relates to a serious incident or demonstrates that the candidate has been dishonest in their application or self-disclosure, seek advice from LADO and/or police before discussing with the candidate at an interview.
· Be cautious as the results of an online search can be misleading, as information found may be out of date, out of context or untrue, or relate to someone else, especially if the candidate has a common name or uses a pseudonym for social media.
· Always give the candidate the chance to comment on issues or incidents that arise from an online search to provide an opportunity for them to give an explanation or provide some context. The questions asked and responses given by the candidate should be recorded on the interview notes.
· The interview panel will need to make a judgement on the basis of what they have seen and heard.  Consideration should be given to the relevance, seriousness, timeline (i.e. recent matters or historic), explanation and ultimately whether they genuinely believe the matters indicate unsuitability to work with children or for that particular role. The panel should document their decisions.
Recording the decision for successful candidates
· The decision should be recorded as part of the interview notes and kept in the employee’s file.
· The date the online search was conducted should be added to the New Starter Checklist.
· Any documents (e.g. screenshots) gathered as part of the on-line search should be destroyed for the successful candidate.  These must not be stored in the personnel file. 
Recording the decision for unsuccessful candidates
· Online information gathered as part of the recruitment process for unsuccessful candidates should be stored within the candidate’s recruitment file and destroyed after 6 months. This will act as a defense in justifying the recruitment decision should a discrimination claim be received. 

9.6 Stage 6: Interviews 
The Headteacher/ Central Team Leader must ensure that:
· No offer of appointment is made without the candidate having attended a face to face interview, or where this is not possible, a video conference call, Skype or other similar technology.
· All interviews are conducted with a minimum of two interviewers, one of whom was involved in the shortlisting process and has undertaken up-to-date Safer Recruitment Training. 
· A core set of questions to be asked of all candidates is drawn up prior to interview based on the person specification. A written record of candidates’ answers must be recorded by all interviewers, with a summary provided on the Candidate Feedback sheet.
· Additional questions are prepared relating to safeguarding and the welfare of children including:

· Motivation to work with children and young people.
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
· Ability to deal with challenging behaviours and attitudes to use of authority and maintaining discipline.

In addition to a face to face interview with the interview panel, other selection methods may also be used, such as:

· Observation of teaching practice
· One or more additional panel interviews, including student panels.
· A presentation
· In-tray exercises
· Psychometric testing

9.7  Stage 6: Document Checks
9.7.1 The Head Teacher/ Central Team Manager must ensure that all offers are made conditionally on completion of all checks and that new recruits do not start work without the following checks being satisfied:
· Verification of qualifications and/or professional status
· Verification that they are not subject to a prohibition order.
· Evidence of identity (photo identity) and address (see either birth certificate, driving license, or passport combined with evidence of address)
· Confirmation that the applicant can legally take up employment in the UK
· List 99 check (Barred list check)
· Enhanced Disclosure and Barring Service check 
· Health check/medical questionnaire 
· Completion of statutory induction period (teachers who obtained QTS after 7/5/99)
· Two satisfactory references for all teaching staff, one satisfactory reference and a safer recruitment risk assessment maybe completed for some roles if the second reference is not available.
· Overseas criminal record check (if required)
· Those being recruited to a management position a Section 128 check must be carried out
· A contract of employment must be issued on or before the employee commences work

9.7.2 Recruitment Records
Application and interview details of those candidates not appointed should be destroyed after 6 months from the interview date. All other relevant recruitment documentation relating to the chosen candidate must then be kept securely, usually in their HR file, including:
· Application from (signed)
· Shortlisting forms or evidence of shortlisting
· Online search
· Documentation from any selection interview or test
· Copies of documents used to verify the successful candidate’s identity, right to work and required qualifications.

9.7.3 Disclosures (DBS)   
All prospective employees and other adults working or otherwise having substantial unsupervised access to children require enhanced disclosure. Candidates are asked to apply for disclosure after a provisional offer of employment has been made. Criminal background checks are completed before the employee takes up their post. The candidate will receive a certification, which must be shown to the recruiter before or when they commence work.

In some exceptional circumstances it may be possible for an individual to start employment without a returned criminal background disclosure. The HR Manager and the Trust’s Safeguarding Lead (CEO) must be consulted prior to the employment start date where this is considered necessary, and the CEO must authorize the Risk Assessment for the employee. The Risk Assessment must state that at least one satisfactory reference has been received, which the CEO will view, a barred list check has been satisfactorily completed, a criminal conviction form has been obtained from the employee and in the case of teachers or classroom support staff a Prohibition check has also been completed.  Approval will only be given in situations where there is an urgent need to maintain service delivery and all reasonable steps will be taken to protect the safety of children. Reasonable steps to protect children include not allowing unsupervised access to children, allowing the applicant to start work in an alternative post or shadowing other employees. It is the responsibility of the Headteacher/Central Team Manager to ensure that such measures are in place, a Risk Assessment for Employees with no DBS is completed, authorized by the CEO and that the candidate is supervised whilst working at the HEART Academies Trust.

9.6.4 Barred List Check
A barred list check is carried out as part of the enhanced DBS check.

All agencies providing staff, whether on short or long-term contracts, are required to meet the standards of pre-employment screening set out above. A record/confirmation of the checks each agency undertakes needs to be kept. 

9.6.5 Single Central Register
A single central record of safeguarding checks for those who work within HEART Academies Trust on a paid or voluntary basis must be maintained. This information should be entered into the spreadsheet and reports on this information will be extracted from the system as required. A separate tab on the spreadsheet should be kept for volunteers and other visitors not entered into the HR system. 

Staff responsible for maintaining the Single Central Register should refer to the Trust’s Safeguarding Lead for guidance.

9.6.6 The Childcare (Disqualification) Regulations 2009 (Disqualification by Association)
Staff are covered by this legislation if they are employed and/or they provide early years childcare or later years child care up to the age of 8 years or if they are directly involved in the management of this childcare. Schools are expected to exercise their own judgement about when staff are in this scope and if in doubt should check with the Head of Safeguarding or HR Manager. 

Schools must make staff aware of what information will be required from them and how it will be used to make decisions about disqualification. This should be done at the start of employment as part of the recruitment process or as part of the initial safeguarding training. The Trust has decided to use a self-declaration form which must be signed prior to the start of contact with children.

Staff should be made aware that there is a clear expectation that they inform the DSL and/or Head Teacher of any change in circumstances that affects their suitability including any pending court appearances, cautions, warnings, orders or other determinations made in respect of themselves or a member of their household that may render them disqualified from working with children.

10. CRIMINAL RECORDS DISCLOSURE DETAILS
Criminal records checks disclose information on criminal convictions to organisations that employ people in positions of trust or deliver services to vulnerable individuals. It is a statutory requirement to obtain disclosures for all staff who work in academies.

The following paragraphs provide information and advice to ensure that staff use disclosure information in accordance with the Employment Statutory Code of Practice [this includes the Data Protection Act and other relevant legislation relating to handling, storage, retention and disclosure of information] that HEART Academies Trust must comply with.

10.1 Information provided on disclosure certificates
There are two levels of disclosures, enhanced and standard. All staff employed by HEART Academies Trust are subject to an enhanced disclosure and applicants should not be allowed to start work in a post requiring a disclosure until a satisfactory certificate has been received. This includes temporary employees and secondments. However, in exceptional circumstances the applicant may be allowed to start work in an alternative post or with appropriate supervision and risk assessment in place pending the receipt of the disclosure. This must be confirmed by the Trust’s Safeguarding Lead and HR Manager.

10.2 Enhanced disclosure and barred list
This includes all unspent convictions recorded on the Police National Computer (PNC) and also any unspent cautions, reprimands or final warning.
Enhanced Disclosures may also contain other information from local police records that might be relevant to the post for which the disclosure is being requested. Exceptionally (typically to protect the integrity of current police investigations), additional information may be sent under separate cover to the counter-signatory. Additional information provided by the police must not be revealed to the applicant.
If a person is barred from teaching, they must not be employed in such a role.

10.3 Limitations of disclosure information 
The information provided on a disclosure certificate is limited to basic facts: for example, the date, offence and sentence. It does not set the offence in context. If the information on the disclosure certificate gives cause for concern, the applicant must be given the opportunity to discuss the information. A Positive DBS Risk Assessment should be completed and the Trust’s Safeguarding Lead should be consulted. Only then should a final decision on the individual’s appointment or employment be made. 

Staff should be aware that disclosure certificates are an important part of the overall recruitment process, which should also include references, qualifications checks and interviews. Disclosure certificates requested by other employers must not be accepted because a disclosure will only contain relevant information on offences up to the date it was issued.

10.4 Services of an umbrella body
HEART Academies Trust uses the services of an umbrella body (currently EPM) to complete these checks.

10.5 Responsibility within HEART Academies Trust
All staff must treat all disclosure information in the strictest confidence. It is an offence under the Police Act 1997 to pass disclosure information to unauthorised persons. This means that disclosures and the information they contain are only passed to staff who need to have access to it in the course of their duties. Members of staff who pass confidential disclosures information to an unauthorised person will be subject to disciplinary procedures.

10.6 Designated responsibility for HEART Academies Trust
· The Trust’s Safeguarding lead has responsibilities for ensuring all Head Teachers and Senior Leaders within the Trust receive regular Safer Recruitment Training
· The Trust’s Lead DSL and HR Manager has responsibility for ensuring that all members of school-based staff responsible for recruitment are trained in HEART Academies Trust recruitment and section procedure and the background checks procedures 
· The management of and arrangements pertaining to the services of the umbrella body (see 8.4).
· The Trust’s Safeguarding Lead and HR Manager will work in consultation with the Headteacher/Central Team Manager, to assess whether applicants whose criminal background disclosure gives cause of concern should be employed.

10.7 Verifiers 
A verifier must check the disclosure application form has been completed correctly and check the evidence of identify provided by individuals. Each HEART Academies Trust must maintain records of disclosures requested and received. If a verifier receives a disclosure for a job applicant that gives rise to any concerns, they must inform the Headteacher/Central Team Manager and HR Manager at HEART Academies Trust immediately. 

10.8 Lead recruiters (including managers of agency workers)
All staff responsible for recruiting to posts that require a disclosure must ensure they adhere to this policy. HEART Academies Trust staff must also ensure that agencies providing cover staff who are subject to a disclosure provide a valid disclosure reference number and verify the individual’s identify before they perform duties on HEART Academies Trust behalf.

10.9 Making decisions based on disclosure information
Any decisions should be made only after following the procedure laid down below:

Identify and discuss concerns
· If a disclosure reveals information that gives cause for concern, the verifier should first check whether the individual has previously disclosed details of any convictions or cautions. The Headteacher/Central Team Manager and HR Manager should then meet with the individual to confirm that the disclosure is accurate. If the individual has not disclosed the convictions on an application form, they should be asked why. The Headteacher/Central Team Manager should be concerned about any failure to provide the required information.  If an individual denies that the convictions relate to them a further check must take place. The verifier should contact the relevant government organisation to advise the there is a dispute on the evidence submitted. The relevant government organisation will then undertake an investigation.
· Factors to consider when making a decision
· Once it is established that the convictions or cautions relate to the individual, the Headteacher/Central Team Manager and HR Manager should explore with them the circumstances surrounding the convictions/cautions. An applicant’s criminal record that should be assessed in relation to the tasks they will be required to perform and the circumstances in which the work is to be carried out. Factors to consider may include:
· The seriousness of the offence.
· The degree of the risk that the offence suggests that the individual represents.
· Repeat offences: was the offence a one-off or part of a history of offending.
· The age of the offence and whether or not committed whilst a juvenile.
· Whether the offence has been decriminalised by Parliament.
· An examination of the circumstances of the offence (s), for example the candidate’s age at the time, the influence of financial or domestic circumstances.
· Whether circumstances have changed since the offence was committed, making re-offending highly unlikely.
· The nature of the job and the extent of job supervision i.e. does the nature of the job present any opportunities for the postholder to re-offend in the course of their work, such as one-to-one contact with children.
· If the applicant disclosed the offence on their original application.
A conviction of caution is not an automatic bar to employment with HEART Academies Trust but serious consideration will be given before a decision is made. The decision should be documented, agreed by the Trust’s Safeguarding lead and CEO/COO and recorded in a sealed envelope on the employee’s personnel file.

· Non-conviction information In instances where a disclosure leads to the police revealing additional non-conviction information, either on the disclosure itself or in a separate letter, it must not be passed on to the individual. Sharing such information with the individual would be an offense under the Police Act 1997. Non-conviction information, which may include details of a continuing investigation, can be important in determining whether someone is suitable to work in a particular post.

If a decision is made to confirm an offer of employment to a job applicant because of non-conviction information, the individual should be informed that the offer of employment has been withdrawn. If the individual queries the decision no further justification can be given. Non-conviction information is exempt for the Data Protection Act provisions in relation to subject access requests and from the Freedom of Information Act. In the event of HEART Academies Trust being taken to an employment tribunal as a result of a decisions based on non-conviction information, the details will be given to the chairman of the tribunal.

· Agency Workers. Where agency cover is used for posts that require a disclosure certificate, the agency must be asked to provide the reference number of a satisfactory enhanced disclosure for their worker. Disclosure reference numbers should be checked to ensure that the agency is providing references to valid certificates. If the agency is unable to provide the necessary disclosure reference, the agency worker should not be used. The Headteacher is responsible for issuing contracts to approved agencies and must ensure this requirement is contained in the terms and conditions of contracts. 

· Self-employed staff/consultants. Whereas agencies will be required to provide disclosure reference and other assurances for workers that they provide, any self-employed staff or consultants used to fill interim or peripatetic roles must have the same enhanced DBS and barred list checks made as other staff.

· Storage and handling of disclosure information. In accordance with Section 124 of the Police 1997 act, disclosure information should be only passed to those who are authorised to receive it in the course of their duties. HEART Academies Trust must maintain a record of all those to whom the disclosure or disclosure information has been revealed and be aware that it is a criminal offence to pass this information to anyone who is not entitled to receive it.
The only necessary criminal background check information to be retained is the disclosure number and date of disclosure. These should be retained on the HEART Academies Trust’s single central register.

· Complaints. If an individual disputes the accuracy of information contained in a disclosure, HEART Academies Trust will inform them to contact the relevant government organisation so an investigation can be undertaken.

11.    BREACHES OF THE POLICY

	11.1 Any instances of this policy not being adhered to will be taken very seriously and appropriate disciplinary action will be taken.

	11.2 Any complaint in relation to this policy, including its application, will be managed through the Trust’s Complaints Policy or Grievance Policy (for existing employees).


12.    REVIEW OF PROCEDURE

The contents and operation of this procedure will be reviewed at least every 2 years and as required by changes to education, employment law and good practice. 






































Appendix 1 -Online Search Checklist for Shortlisted Candidates
	Candidate Name:
	

	Role Shortlisted for:
	

	Search Conducted By:
	

	Date & Time Search Conducted:
	



	Media Platform and search
	Results show candidate is unqualified for the role?
	Results show a potential safeguarding risk?
	Results show a potential risk to School/Trust’s reputation?

	Google full name
Yes/No
	
	
	

	Google full name and current employment
Yes/No
	
	
	

	Google full name and previous employments
Yes/No
	
	
	

	Google full name and educational institutes
Yes/No
	
	
	

	Google full name and job title
Yes/No
	
	
	

	Google full name and ‘convicted’
Yes/No
	
	
	

	Google full name and ‘court’
Yes/No
	
	
	

	Google full name and known previous countries of residence
Yes/No
	
	
	

	LinkedIn full name
Yes/No
	
	
	

	Facebook full name
Yes/No
	
	
	

	Facebook current employer
Yes/No
	
	
	

	Current School’s Website
Yes/No
	
	
	






Safer Recruitment Process 
	
	Headteacher/Senior Line Manager
	Office Manager
	Central HR Team

	Recruitment planning
Complete JD & Person Specification. Complete NTR through Habitude.
	
	
	

	Advertising
Role advertised internally, on My New Term and Bedford Borough.
	
	
	

	Applications
Forward applications received.
	
	
	Centralised services

	Short listing
Use shortlisting criteria to select candidates for interview.
Advise Recruitment Coordinator of candidates selected for interview for online search to be conducted.
Advise Recruitment Coordinator of date of interview and details of interview schedule (5 working days for Teachers and 2 working days for Support Staff).
	
	
	

	Invite to interview 
Invite candidate to interview, request completion of interview checklist and criminal declaration.
Request references (teaching staff).
	
	
	Centralised services

	Conduct Online search
Conduct search and send completed form to HT or LM.
	
	
	

	Interviews
Check candidate has supplied criminal declaration, right to work and QTS documents.
Conduct interview, record responses and outcome on interview paperwork.
	
	
	

	Offer
Send offer letter and forms to set up for employee file and payroll.
Request pre-employment health check.
Prohibition check – teachers & LSAs.
Issue contract.
	
	
	

	Request references
Forward references to HT or LM.
Forward Risk Assessment to HT if references missing.
	
	
	Centralised services

	DBS
Apply for DBS.
Inform HT/new starter when DBS issued or if DBS not issued before intended start date.
Check DBS certificate & update SCR.
Conduct S128 for Leadership posts.
	
	
	Centralised services
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