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Safer recruitment policy and procedures

We will record all information on the checks carried out in the school’s single central record
(SCR). Copies of these checks, where appropriate, will be held in individuals’ personnel files
and the CPOMS Staff Safe system. We follow requirements and best practice in retaining
copies of these checks, as set out below.

New staff

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 fitness 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.

We will ask for written information about previous employment history and check that
information is not contradictory or incomplete.

We will seek references on long listed candidates, including internal candidates, before
interview. We will scrutinise these and resolve any concerns before confirming appointments.
The references requested will ask specific questions about the suitability of the applicant to
work with children.

Interview process (Please also see Appendix B if relevant)



● Use a shared drive for all recruitment documents. Make sure everyone who needs to
has access.

● Ensure others are aware of where you are in the recruitment process, either by adding
notes via TES or uploading information to the shared drive.

● Add extra buffer time into the process to account for any delays and have a contingency
should someone be absent due to sickness.

● Have at least one recruitment panel member trained in safer recruitment.
● Make sure panel members are clear on what the recruitment process will involve, who

will carry out each step and who will be involved at each stage.
● Let candidates know exactly what the entire process will look like - how many stages

there will be, how they will be assessed and a rough timescale.

Regulated activity means a person who will be:

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

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

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 there are 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 where:

● We believe the individual has engaged in relevant conduct; or
● The individual has received a caution or conviction for a relevant offence, or there is

reason to believe the individual has committed a listed relevant offence, under the
Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous
Provisions) Regulations 2009; or

● The ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a child or
vulnerable adult or put them at risk of harm); and

● 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

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs#relevant-conduct-in-relation-to-children
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made


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 includes contractors who are
provided through a PFI or similar contract). 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.

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.

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.

● Carry out a risk assessment when deciding whether to seek an enhanced DBS check
without barred list information for any volunteers not engaging in regulated activity.
We will retain a record of this risk assessment.

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.

The chair of the board will have their DBS check countersigned by the secretary of state.

Local governors and members will also have the following checks:



A section 128 check (to check prohibition on participation in management under section 128
of the Education and Skills Act 2008).

Identity

Right to work in the UK

Other checks deemed necessary if they have lived or worked outside the UK

Staff working in alternative provision settings

Where we place a pupil with an alternative provision provider, we obtain written confirmation
from the provider that they have carried out the appropriate safeguarding checks on
individuals working there that we would otherwise perform.

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.

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.

https://www.legislation.gov.uk/ukpga/2008/25/section/128
https://www.legislation.gov.uk/ukpga/2008/25/section/128


Appendix B  Contingency for Recruitment during school closedown period (e.g.Covid
19)

Have an additional phone interview to screen candidates

Treat this as a formal stage of the recruitment process - ask each candidate the same
questions.

Use this extra step to help build a relationship with candidates, to compensate for not
meeting them in person.

Be clear on what you want to learn about candidates - set 5 or 6 questions. Notes should all
be saved in the shared drive.

Speak with referees before the interview

Once you've shortlisted candidates for the remote interview, follow your usual practice with
seeking references, but:

● Ask for three referees, instead of two.
● Ask to chat over the phone so you can probe and build up a more accurate picture of

the candidate.

Get candidates for senior positions to meet other staff remotely

If you're recruiting for a senior position, you'll likely want candidates to meet staff. 

Organise a timetable and send it to candidates and your staff:

● Use a single video-conference link that candidates can stay on
● Have specific times for members of staff or groups to log in and meet candidates

As you normally would, ask members of staff to feed back on their impression of the
candidates.

Check ID documents remotely

For DBS checks, during coronavirus instead of having to see physical ID documents face to
face, you'll be able to see them via scanned images and video link. 

The applicant will still need to present the original versions of these documents when they
first attend in person.

All other pre-employment checks continue as normal.
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https://www.gov.uk/government/news/covid-19-changes-to-dbs-id-checking-guidelines
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