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1. Policy Statement
Hartmore School is fully committed to safeguarding and promoting the welfare of children and young people. We expect all staff, governors, volunteers, contractors and agency workers to share this commitment.
We recognise that safer recruitment is a critical element of our safeguarding culture. The School adopts robust recruitment procedures to deter, identify and reject individuals who may pose a risk to pupils.
This policy is written in accordance with:

· Keeping Children Safe in Education (latest edition)
· Education Act 2002 (Sections 157 and 175)
· Education (Independent School Standards) Regulations 2014
· Department for Education statutory guidance
· Teaching Regulation Agency requirements
· The Safeguarding Vulnerable Groups Act 2006
· Data Protection Act 2018 and UK GDPR

This policy should be read alongside the School’s:
· Safeguarding & Child Protection Policy
· Low-Level Concerns Policy
· Staff Code of Conduct
· Whistleblowing Policy
· Disciplinary Policy

2. Scope
This policy applies to:
· Teaching staff
· Support staff
· Senior leaders
· Volunteers
· Governors / Proprietor body members
· Agency workers
· Contractors working regularly on site


3. Safer Recruitment Principles
Hartmore School will:
· Ensure safeguarding is embedded at every stage of recruitment.
· Ensure at least one panel member has completed accredited Safer Recruitment training in line with KCSIE. Safer Recruitment training will be refreshed every 3 years.
· Ensure all candidates are assessed for their suitability to work with children.
· Maintain a culture of professional curiosity and vigilance.


4. Advertising of Vacancies
All adverts will clearly state:
· Hartmore School’s commitment to safeguarding and promoting the welfare of children.
· That safeguarding checks will be undertaken.
· That an Enhanced DBS check (including Barred List) will be required.
· That online searches will be conducted on shortlisted candidates.

5. Application Process
CVs will not be accepted without a completed application form.
The application form will require:
· Full employment history with explanations for gaps.
1. Disclosure of any criminal convictions.
· Disclosure of any safeguarding investigations or allegations.
· A declaration regarding prohibition from teaching.

Incomplete applications will not be progressed.

6. Shortlisting
Shortlisting will be conducted by at least two panel members.
Applications will be scrutinised for:
· Unexplained gaps in employment.
· Inconsistencies.
· Frequent job changes.
· Safeguarding concerns.

Online Searches 
In line with statutory guidance, an online search will be conducted on all shortlisted candidates. This search is:
· Conducted by a senior leader
· Recorded
· Used only to identify safeguarding or reputational concerns
· Explored at interview where relevant

7. References
References will:
· Be obtained directly from referees.
· Be sought prior to interview wherever possible.
· Include specific safeguarding questions.
· Confirm:
Suitability to work with children.
Details of any disciplinary action.
Whether allegations have been made.
Reason for leaving employment.

References will always be verified.
Open testimonials will not be accepted.

8. Interview Process
At least one panel member will hold current Safer Recruitment training.
Interviews will:
· Assess attitudes towards safeguarding.
· Explore professional boundaries.
· Investigate employment gaps.
· Challenge discrepancies.
· Explore candidate motivation to work with children.
Candidates will be asked to declare any relevant information before appointment.

9. Pre-Appointment Checks (School-Specific)
No appointment will be confirmed until the following checks are completed:
Mandatory Checks for All Staff
· Enhanced DBS check
· Children’s Barred List check (for regulated activity)
· Identity verification
· Right to work in the UK
· Qualification verification
· Medical fitness declaration
· Two satisfactory references
· Candidate must disclose any secondary employment or position of trust (e.g. scout leader, youth worker/volunteer, fostering (once employed this element is subject to an annual check/disclosure)).
See Appendix 2 for full list of pre-employment checks.
· 

Additional Mandatory Checks (School Requirements)
· Prohibition from Teaching check via the Teaching Regulation Agency (for teaching roles)
· Section 128 direction check (for:
Headteacher
Senior Leadership Team
Governors
Proprietor body members
Management positions in an independent school

Where applicable:
· Overseas criminal record checks
· EEA sanctions checks (if relevant)
Staff will not start work unsupervised until all checks are complete.

10. Governors and Proprietor Body Checks
All Governors and Proprietor body members will undergo:
· Enhanced DBS check
· Section 128 direction check
· Identity verification
· Barred List check (where engaged in regulated activity)

11. Agency Workers
Agencies must provide written confirmation that:
· All required checks have been completed.
· DBS and Barred List checks are in place.
· Prohibition and Section 128 checks (where applicable) have been carried out.
· Identity and qualifications have been verified.
On arrival, the School will verify ID and DBS.

12. Contractors
Contractors working regularly during school hours and unsupervised must have an Enhanced DBS check.
For one-off contractors:
· A risk assessment will determine supervision arrangements.
· Safeguarding briefing will be provided.

· 13. Volunteers
For volunteers:
· Regular unsupervised volunteers require Enhanced DBS.
· Supervised volunteers may not require DBS but will be risk assessed.
· All volunteers will receive safeguarding induction.

· 14. Single Central Record (SCR)
Hartmore School maintains a Single Central Record in accordance with KCSIE and the Independent School Standards.
The SCR records:
· Identity checks
· DBS certificate number and date
· Barred List check date
· Prohibition check date
· Section 128 check (where applicable)
· Right to work
· Qualification checks
· Overseas checks (where applicable)
The SCR includes:
· All staff
· Agency workers
· Volunteers
· Governors
· Proprietor body members
· Contractors working regularly
The SCR is reviewed regularly by the Headteacher and Proprietor.

15. Low-Level Concerns
Hartmore School is committed to promoting a culture of openness, professionalism and accountability in line with Keeping Children Safe in Education (KCSIE). The School recognises that low‑level concerns about adults working with children can and should be shared responsibly to help identify and address patterns of behaviour that may be inconsistent with the School’s values and Code of Conduct.
A low‑level concern is any concern, however small, that does not meet the harm threshold or require referral under statutory safeguarding procedures, but which may indicate behaviour that is inappropriate, unprofessional, or could, if repeated or left unaddressed, develop into a safeguarding risk.
All low‑level concerns about the conduct of staff, supply staff, volunteers, contractors, governors or any other adults working on behalf of the School must be reported in accordance with the School  Policy. Concerns will be recorded, reviewed and considered by the Headteacher (or an appropriate senior leader where the Headteacher is the subject of the concern).
Information relating to substantiated low‑level concerns may be retained on personnel records in line with data protection legislation and the School’s retention schedule. Where lawful and appropriate, and in accordance with statutory guidance, such information may be shared as part of a reference or during future recruitment processes, to support safer recruitment and ongoing suitability to work with children.
The School ensures that the management of low‑level concerns is proportionate, fair, transparent and focused on safeguarding children, supporting adults to meet expected standards of conduct, and maintaining a strong safeguarding culture.
This approach forms part of the School’s wider safeguarding framework and reinforces that safeguarding is not a one‑off recruitment check, but an ongoing responsibility.


· 16. Disqualification
The School complies with the Childcare (Disqualification) Regulations 2018 where applicable.
Staff are required to disclose any circumstances that may affect their suitability to work with children.

· 17. Monitoring and Review
The Proprietor and Head of School are responsible for monitoring compliance.






APPENDIX 1 Interview Format
Interviews will normally follow a pre-determined format with the panel agreeing a set of specific questions they will ask all candidates, to establish their suitability for the position. A candidate’s response to a question will determine whether and how that is followed up. All candidates will be asked questions to assess suitable personal behaviours for working with children and young people and particularly for working in a residential children’s environment.

Responses will be subject to written record by the panel.

In addition to assessing and evaluating the applicant’s suitability for the post, the interview panel will also explore the following:

· verification of the candidate’s identity, qualifications and experience
· verification of the candidate’s registration with any professional body
· gaps in the candidate’s employment history
· concerns or discrepancies arising from the information provided by the candidate and/or a referee.
· whether candidates have been subject to any form of capability processes in the preceding two years.
· the circumstances pertaining to any periods during which the candidate has lived abroad in the most recent five years
· their understanding and attitude towards Safeguarding principles and practices.

The panel will also ask the candidate if they wish to declare anything, in light of the fact that an application for an enhanced (DBS check), including barred list check and prohibition check will be required.

After each interview, the candidates are evaluated against the relevant person specification. The panel will deliberate whenever there is more than one suitable candidate for a particular position.

Involving Children and Young People
We are committed to involving children and young people in the recruitment and selection process where appropriate. 











APPENDIX 2 Pre employment checks
All offers of employment are made in writing, giving the title of the post, contractual hours, details of salary, salary range, (if applicable), start date, and duration of the probationary period. Successful candidates are asked to reply in writing, stating their acceptance of the post.


Any failure to disclose information, or the provision of incorrect information, may result in an offer of appointment being withdrawn or in disciplinary action being taken leading to summary dismissal at a later date and possible referral to the police.
When appointing new staff including vocational workers and other volunteers, HARTMORE SCHOOL will:

· verify a candidate’s identity, preferably from current photographic ID and proof of address except where, for exceptional reasons, none is available, in which case the matter will be subject consideration by the Designated Safeguarding Lead (DSL)
· For most appointments, carry out an enhanced Disclosure and Barring Service (DBS) check. This type of check includes a search of police records and the barred lists to confirm that individual is not prohibited from working with children & young people/vulnerable adults. 

check that a candidate, to be employed as a teacher, is not subject to a prohibition order, and check a Teacher Qualification status.
· check that candidates who are required to be registered with a professional body to practice are not subject to prohibition or restrictions on practice by that body eg. (MNC Register)
· verify the candidate’s mental and physical fitness to carry out their work responsibilities. A job applicant can be asked relevant questions about disability and health to establish whether they have the physical and mental capacity for the specific role
· verify the person’s right to work in the UK. If there is uncertainty about whether an individual needs permission to work in the UK, then HARTMORE SCHOOL will follow advice on the GOV.UK website

· make any further checks that HARTMORE SCHOOL consider appropriate. All applicants must have eligible right to work in the UK evidence. who are non-UK nationals and eligible to work in the UK, or not lived in the UK for a minimum of 6 years or more, will be required to obtain a police good conduct certificate from their county of residence or country of work. 

· Applicants who have spent more than 3 months abroad during the last 5 years will also be required to provide a Certificate of Good Conduct. Advice on the criminal record information should be obtained from overseas police forces, published by the Home Office, can be found on www.GOV.UK.

· verify professional/relevant qualifications, as appropriate for the position applied for.
· Applicants/volunteers (including vocational workers) do not start work unsupervised until all necessary checks have been completed or a Risk Assessment is in place, pending the completion of all necessary checks, which includes the stipulation that the worker does not spend any time alone with clients or provide any personal care.

APPENDIX 3 Safe recruitment checklist





HARTMORE HARTMORE SCHOOL   New starter/SAFE RECRUITMENT CHECKLIST 
                                                                                         Leave Date:
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	1 
	2 REGULATORY RECORD REQUIRMENT 
	3 SIGN

	
	Date Received
	                       completed
Yes / No 
	
Chased
	Copy On file 
Yes/No
	
Signature

	Application Form Part 1,2,3     
Employment history- employment gaps verified   
	
	
	
	
	

	Safe Recruitment Screening
	
	
	
	
	

	Interview Notes
	
	
	
	
	

	 Qualifications
(copy of original certificates required)
	
	
	
	
	

	If resident overseas in the last five years check certificate of good conduct? 
	
	
	
	
	

	Copy of DBS certificate
	
	
	
	
	

	Copy of DBS update service registration
	
	
	
	
	

	All required References received 
	
	
	
	
	

	Health Screening Form 
	
	
	
	
	

	Candidate disclosure of second job and/or position of trust
	
	
	
	
	

	 ID DOCUMENTS 
	Original seen
Yes/No
	    Copy seen
Yes/No

	
Date
	Copy on File 
	
Signature

	RIGHT TO WORK check list:
UK passport/birth certificate
Right to work visa 
	
	
	
	
	

	PASSPORT
	
	
	
	
	

	DRIVING LICENCE
	
	
	
	
	

	Proof of address:   Current utility bill /Bank Statement
	
	
	
	
	

	Change of Name: Deed Poll certificate/Marriage certificate
Adoption certificate  (if applicable)
	
	
	
	
	

	Employment Documents
	Date Received 
	Completed yes/no
	chased
	Copy on file
	signature

	New Starter Checklist HMRC P46/P45( wages dept)
	
	
	
	
	

	Staff pro-forma   ( wages dept)
	
	
	
	
	

	Gender & Ethnic Monitoring Form
	
	
	
	
	

	Emergency contacts/Reg 37
	
	
	
	
	

	Offer Letter
	
	
	
	
	

	Job Description
	
	
	
	
	

	Contract of Employment
	
	
	
	
	

	Risk Assessment if applicable
	
	
	
	
	

	Bank Details
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References will always be obtained, scrutinised and any concerns resolved satisfactorily, before the appointment is confirmed. References will always be requested directly from the referee and HARTMORE SCHOOL will not accept open references, for example in the form of ‘to whom it may concern’ testimonials.

Hartmore School will seek at least two references on both internal and external candidates, including the current or most recent employer or in the case of internal candidates, their line manager, in respect of internal candidate. Additional referees may include previous employers or professionals who have known the candidate personally for at least two years. Character references from friends or relatives will not be accepted.
HARTMORE SCHOOL may take up references at any stage during the application process.
A copy of the job description, for the post for which the person is applying will be included with all requests. Every request will ask:

· about the referee’s relationship with the candidate;
· whether the referee is satisfied that the person has the ability and is suitable to undertake the job in question, and
· for specific comments about the applicant’s suitability for the post, and how they have demonstrated that they meet the person specification.
· whether the referee is completely satisfied that the candidate is suitable to work with children and, if not, for specific details of the referee’s concerns.
· In addition to the above, requests addressed to a candidate’s current or previous employer in respect of work with children, young people and adults whose circumstances make them vulnerable to abuse, will also seek:
· confirmation of details of the applicant’s current post, salary, and attendance record
· specific verifiable comments about the applicant’s performance history and conduct
· details of any disciplinary procedures the applicant has been subject to, particularly those related to the safety and welfare of children or young people
· details of any allegations or concerns that have been raised about the applicant that relate to the safety and welfare of children or young people or behaviour towards children or young people.

All referees will be reminded that:

· they have a responsibility to ensure that the reference is accurate and does not contain any material misstatement or omission and
· relevant factual content of the reference may be discussed with the applicant.

References will be checked, on receipt, to ensure that all specific questions have been answered satisfactorily. The referee must be contacted to validate the reference and provide further clarification as appropriate, for example, if the answers are vague. They will also be compared for consistency with the information provided by the candidate on their application form. Any discrepancies will be taken up with the candidate and details recorded.

APPENDIX 5 Employment of ex-offenders

The suitability for employment of a person with a criminal record will vary, depending on the nature of the job and the details and circumstances of any convictions.

A candidate’s criminal record will 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. The following points will be considered when deciding on the relevance of offences to particular posts:

· Does the post involve one-to-one contact with children or other vulnerable groups?
· What level of monitoring and supervision will the individual receive?
· Does the post involve any direct responsibility for finance or items of value?
· Does the post involve direct contact with the public?
· Will the nature of the job present any opportunities for the individual to reoffend at work?

In some cases, the relationship between the offence and the post will be clear enough for the organisation to decide easily on the suitability of the applicant for the job. For shortlisted applicants who have met the requirements of the person specification and then disclose a criminal record that is not related directly to the post, the organisation will discuss the relevance of each offence with the applicant.

The following issues will need to be considered:

· the seriousness of the offence and its relevance to the safety of other employees, young people or property
· the length of time since the offence occurred
· any relevant information offered by the candidate about the circumstances which led to the offence being committed, for example, the influence of domestic or financial difficulties
· whether the offence was a one-off, or part of a history of offending
· whether the individual’s circumstances have changed since the offence was committed, making reoffending less likely
· whether the offence has been decriminalised by Parliament
· the country in which the offence was committed. Some activities are offences in Scotland and not in England and Wales, and vice versa
· the degree of remorse, or otherwise, expressed by the individual and their motivation to change.

All discussions and deliberations will be recorded in accordance with recruitment procedures and will include a documented ‘positive disclosures’ risk assessment
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CONSENT FORMS   

Pre - Employment                 Completed   YES  Date Received    Chase  date  Copy on file yes/no    Sign  

Disclaimer Form         

DBS Consent Form :        

Payslip   use of personal   Email Consent     ( wages dept)       

Assess to personal details consent  form       

Online Licence check consent form       

Social Media consent      Consent agreed:   

Website consent     Consent agreed:    

Driving Licence checks    YES  Date Checked  Points      yes/no  Copy on file          SIGN  

Driving Licence    DV LA  penalties/convictions check       

 

Care/Education  Reference s Required  Date Requested  Date Chased   Date  received  Verified     yes/no  SIGN  

Current Employer   Reference 1         

Reference 2           

Reference 3           

Reference 4           

Reference 5           

Reference 6           

Reference 7           

      yes  no    sign  

ID Photograph taken       

ID Card issued       

  See Individual Induction training plan            

Induction Training details  Completed Yes/No                signature  

Week 1 -   Induction &  online/F2F training courses     Week 2 -   Place of work induction/mentoring    

    All checks completed .      Signed by  HR                …………………… …………..…… ..     Approved   by Registered Manage r:  Sign…………………………………………………Date    ………………… ………………… .  

Staff Handbook   issued:  

Welcome pack  issued:  

Care Certificate course issued:  


