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Safer Recruitment Statement 



The careful recruitment of staff in schools is the first step to safeguarding and promoting the welfare of children in Education. The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. It is recognised that this can only be achieved through sound procedures, good inter-agency co-operation and the recruitment and retention of competent, motivated employees who are suited to, and fulfilled in, the roles they undertake. 

The School recognises the value of, and seeks to achieve, a diverse workforce, which includes people from different backgrounds with different skills and abilities. The School is committed to ensuring that the recruitment and selection of all who work within the school is conducted in a manner that is systematic, efficient, effective and promotes equality of opportunity.  The School will uphold its obligations under law and national collective agreements not to discriminate against applicants for employment on the grounds of age, gender, sexual orientation, marital status, disability, race, colour, nationality, ethnic origin, religion or creed.   

This document provides a good practice framework to comply with the principles set down in the Schools Equal Opportunities Policy. The practices described in this document are designed to ensure a fair and objective process.

All posts within the school are exempt from the Rehabilitation of Offenders Act 1974 and therefore all applicants will be required to declare spent and unspent convictions, cautions and bind-overs, including those regarded as spent and have an enhanced Disclosure and Barring Service (DBS) certificate. 

The Home Office has published a Code of Practice and accompanying explanatory guide. This School is committed to ensuring that it meets the requirements of the Disclosure and Barring Service in relation to the processing, handling and security of Disclosure information. 

The school will:

1.	Implement robust recruitment procedures and checks for appointing staff and volunteers to ensure that reasonable steps are taken not to appoint a person who is unsuitable to work with children, or who is disqualified or is associated with someone disqualified from working with children, or does not have the suitable skills and experience for the intended role. 

The following recruitment procedures will be followed:
· Adverts for posts will contain a statement which indicates the school’s adherence to safeguarding principles. (Appendix 1)
· A statement regarding the school’s adherence to safeguarding principles will be available on the website in the recruitment section where candidates access materials. It may be included in the application pack if a candidate requests it in person or by post.
· The school will not accept CV’s for any posts within the school. All candidates must complete an application form prior to shortlisting.
· At interview, a question will always be directed at candidates to ensure the schools commitment to safeguarding is made clear and so that the interview panel can judge the candidates awareness of and commitment to child protection / safeguarding procedures.

The following pre-employment checks will be undertaken: 
· receipt of two satisfactory references - if electronic these will be checked
· Application form
· verification of the candidate’s identity
· a list 99 check (in some residential establishments a check of PoCA list may also be required) 
· a satisfactory DBS disclosure. 
· verification of the candidate’s medical fitness
· completion of the disqualification by association form
· verification of qualifications
· verification of professional status where required e.g. Teacher registration, QTS status, Degree and other qualifications.
· Verification of evidence of the right to work in the UK
· Proof of NI No. ( P45,P60 or payslip) 
· (for teaching posts) verification of successful completion of statutory induction period (applies to those who obtained QTS after 7 May 1999)
· online searches for shortlisted candidates as part of due diligence (KCSIE 22)

2.	Progress with the recruitment process will be recorded using the ‘Recruitment and Selection Checklist’ - ‘Safeguarding Children and Safer Recruitment in Education’ DCSF 2007. Completed checklists will be examined by the Resources Committee annually as part of the review of the Recruitment process.

3.	Keep and maintain a single central record of recruitment and vetting checks, in line with the DCSF requirements.

4.	Ensure that the terms of any contract with a contractor or agency requires them to adopt and implement measures described in this procedure. The School will monitor the compliance with these measures. 

5.	The School will refer to the Local Authorities internal registers of individuals whose previous employment history may give cause for concern and will refer names to the secretary of state in certain circumstances for possible inclusion on List 99 or PoCA list. 
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Appendix 1 

Safer Recruitment Advert Statement 



“Flitwick Lower is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 

Appointments to this post are subject to an enhanced Disclosure and and Barring (DBS) and background checks, including online checks for shortlisted candidates.”

Updated November 25 in line with (KSCIE 25)












































Appendix 2: Recruitment and Selection Checklist


Name:                                                         	Job Title:
Date of Interview:                                      	Continuous Service Y/N:
Start Date:                                                  	FTC End Date:

	Action
	Actioned by
	Complete
 

	Chase all involved in process for interview and observation notes
	 
	 

	Ensure Declaration of Criminal Record completed
	 
	 

	Head to write offer letter and sign 
	 
	 

	Email DBS link
	 
	 

	Offer letter sent – attach new starter form, health form
	 
	 

	Add to starters/leavers list
	 
	 

	Update SCR New starter in green
	 
	 

	Check if overseas checks required
	 
	 

	References
	 
	 

	Set up file
	 
	 

	Create New File
	 
	 

	Collect all interview notes and add to file
	 
	 

	If Teaching staff print sheet from TRA (Teaching regulation agency)
	 
	 

	If NQT (ECT – Early Career Teacher) check and print teacher sheet from TRA when available
	 
	 

	If NQT copy QTS certificate when available & Update MIS (professional details TAB/Employment details/ Teacher No & QTS)
	 
	 

	Teaching staff – check not barred from teaching
	 
	 

	If HTT check Section 128 barred list      
	Date
	 
	(HTT only)
 

	Employee brings in
	 
	 

	Qualifications
	 
	 

	Proof of NI number
	 
	 

	Birth certificate *
	 
	 

	Passport *
	 
	 

	Driving Licence *
	 
	 

	Marriage Certificate *
	 
	 

	Utility bill/statement / council tax bill within last 3 months to confirm address
	 
	 

	Right to work in the UK verified
	 
	 

	Notification that medical Form sent to HR
	 
	 

	Medical health clearance received: 
	Date:
	 
	 

	Obtain signed authorisation to keep documents on file.
	 
	 



	DBS – Update Service
	 
	 

	If on update service – check clear, enhanced and barred list for children.
	Date:
	 
	 

	Print and add to SCR
	Date
	 
	 

	DBS - New
	 
	 

	Once email received from DBS to say candidate has completed application and all ID in place, check and verify application
	 
	 

	·  	DBS Confirmation - Print out Add to SCR
	Date:
	 
	 

	·  	Original DBS Certificate seen
	Date:
	 
	 

	·  	DBS Number:
	 
	 


 
	Resulting Actions
	 
	 

	·  	Signed TS4 returned by employee
	 
	 

	·  	Completed TS4 form signed by Head Teacher
	 
	 

	.     Add onto My View
	
	

	·  	Contract of Employment to be generated by HR and uploaded onto My View system  – check re continuous service on TS4/refs etc.
	 
	 

	·  	Contract checked by School Manager 
	 
	 

	· Contract sent to Employee
	 
	 

	 
	 
	 

	·  	Add details to SCR
	 
	 

	·  	Input new starter onto MIS
	 
	 

	·  	Add job Description onto MIS
	 
	 

	·  	Add DBS to MIS
	 
	 

	 
	 
	 

	·  	Check information correct on MIS
	 
	 

	 
	 
	 

	·  	Contract returned signed by employee and filed
	 
	 

	·  	If a teacher, claim them onto the school record on DfE site
	 
	 

	·  	Add probation period on for non-teaching staff
	 
	 

	·  	Add Job Description to HR file 
	 
	 


 
	 
Starter Process Complete
 
	 Signed off by:

	
	Date:




* Only need 2 of these documents
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