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This policy is written with due regard to the following:

Keeping Children Safe in Education (KCSIE) (Sept 2022)
Working Together to Safeguard Children (July 2018)
Independent Schools Standards Regulations (ISSRs) (Dec 2014)
ISI Regulatory Handbook (RHB) (September 2016)

See also:

Safeguarding Policy

Internet Policy

Staff Code of Conduct Policy

ICT Acceptance Use Policy
Whistleblowing Policy and Procedures

The School is committed to safeguarding and promoting the welfare of children
and expects all staff and volunteers to share this commitment. The School pays
due regard to Safeguarding and Safer Recruitment and expects all staff to
receive safeguarding training in line with government guidelines.

The School's intention is to attract, select and retain employees who will
successfully and positively contribute to the School community. A motivated and
committed workforce with appropriate knowledge, skills, experience and ability
to do the job is critical to the school's performance and fundamental to the
delivery of a high quality service.



1. PURPOSE OF THIS POLICY

To ensure the recruitment of both permanent and fixed-term staff (including
volunteers) is conducted in a safe, fair, effective and economic manner, with all
the necessary professional checks on staff being carried out and found to be
satisfactory before an appointment is confirmed.

To achieve this purpose, those that are responsible for each stage of the
recruitment process will demonstrate a professional approach by dealing
honestly, efficiently and fairly with all internal and external applicants.

2. RESPONSIBILITY

The ultimate responsibility for recruitment and selection lies with School
Governance. The School Governors have delegated the responsibility to the
Head for appointing all staff. This policy applies to all school employees and
adults working with children, including volunteers.

3. AIMS AND OBJECTIVES

e To ensure that the safeguarding and welfare of children and young people
takes place at each stage of the process.

e To ensure a consistent and equitable approach to the appointment of all
school staff.

e To ensure all relevant equal opportunities legislation is adhered to and
that appointees are not discriminated against on the grounds of gender,
pregnancy or maternity, disability, race, religion or belief, cultural
background, linguistic background, special educational need, sexual
orientation, gender reassignment or academic or sporting ability.

e To ensure the most cost effective use is made of resources in the
recruitment and selection process.

4. PRINCIPLES

e The following principles are encompassed in this policy:

e Safer recruitment guidance will be followed at all stages of the
recruitment process.

e All applicants will receive fair treatment and a high quality service.

e The job description and person specification are essential tools and will be
used throughout the process.

e Employees will be recruited on the knowledge, experience and skills
needed for the job.

e Selection will be carried out by a panel with at least two members. At least
one panel member will have received appropriate training on safe
recruitment.

e Selection will be based on a minimum of completed application form,
shortlisting, references, interview and satisfactory completion of all
mandatory pre-recruitment checks including those to safeguard pupils.
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e Monitoring and Evaluation are essential for assessing the effectiveness of
the process
e All posts will normally be advertised.

The Equality Act (2010) makes it a requirement to make reasonable adjustment to
the recruitment process if an applicant makes the employer aware that they have
a disability. This applies to the entire recruitment process, from advertisement to
appointment.

5. SAFER RECRUITMENT - RECRUITMENT AND SELECTION TRAINING

It is a requirement of the School that at least one member of the interview panel
has completed the Safer Recruitment Training successfully prior to the start of
the recruitment process.

The Head, Henry Keighley-Elstub has current Safer recruitment qualifications.
(January 2015) as do all of the Senior Leadership Team and Human Resources
Manager, Steffany Bento.

The school is committed to maintaining these levels and all will be updated
every five years.

All job advertisements contain a safeguarding statement to ensure that
applicants are aware of the schools rigorous support of the issue.

All offers are conditional until all appropriate paperwork is in place.

6. PRE RECRUITMENT PROCESS

The objective of the recruitment process is to attract, select and retain staff who
will successfully and positively contribute to the future development of the
school. The first experience an individual has is important; therefore the
experience should be positive and all those responsible for recruiting will:

e | eave a positive image with unsuccessful applicants.

e Give successful applicants a clear understanding of the post and what is
expected of them

¢ Reduce the risk of a bad selection decision that can be expensive and may
cause line management problems in the future or may not meet the
school's commitment to safeguard children and young people.

e The form in Appendix 1: Recruitment and Selection Checklist will be used
to track the progress of the recruitment procedure for each appointment.

Job Description and Person Specification

An accurate job description is required for all posts. A person specification, which
is a profile of the necessary requirements for the post, is also required for all
posts. It should also include mention of the individual's responsibility for
promoting and safeguarding the welfare of the children he/she is responsible for
or comes into contact with.

The person specification will:

Recruitment and Selection Policy 3



e include the qualifications and experience and any other requirements
needed to perform the role in relation to working with children;

e describe the competences and qualities that the successful candidate
should be able to demonstrate;

e explain how these requirements will be tested and assessed during the
selection process.

Candidate information pack
The pack will include a copy of:

the application form and explanatory notes about completing the form;

the job description and person specification;

any relevant information about the School and the recruitment process;

statements of the existence of relevant policies such as equal

opportunities, the recruitment of ex-offenders, etc.;

e the school's child protection policy statement i.e. the first paragraph in this
policy.

e a statement of the terms and conditions relating to the post.

Application Form

A standard application form will be used to obtain a common set of core data
from all applicants.

7. INTERVIEWS

The interview will assess the merits of each candidate against the job
requirements, and explore their suitability to work with children and young
people. The selection process for people who will work with children and young
people will always include a face-to-face interview even if there is only one
candidate.

Invitation to interview

In addition to the arrangements for interviews - time and place, directions to the
venue, membership of the interview panel, the invitation will remind candidates
about how the interview will be conducted and the areas it will explore including
suitability to work with children. For relevant candidates it will also inform them
about the need to ensure they are not disqualified from childcare. Enclosing a
copy of the person specification can usefully draw attention to the relevant
information.

The invitation will also detail any tasks the candidate is required to carry out.

For teaching staff this will always include teaching an observed lesson.
For teaching assistants this will be a suitable task such as reading a story.
For admin staff this will include appropriate clerical tasks.

For middle and senior managers, tasks will be appropriate to the position,
such as preparing and delivering a presentation.
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The invitation will also stress:

¢ that the identity of the successful candidate will need to be checked
thoroughly to ensure the person is who he or she claims to be and 2 forms
of ID to be produced;

e proof of address;

e to produce the original copy confirming any educational and professional
qualifications that are necessary or relevant for the post, e.g. the original or
a certified copy of a certificate, or diploma, or a letter of confirmation from
the awarding body. If the successful candidate cannot produce original
documents or certified copies, written confirmation of his or her relevant
qualifications should be obtained from the awarding body.

e to complete a Criminal declaration form;

e to bring with them their current DBS.

Interview Panel
A minimum of two interviewers will form the interviewing panel.
The members of the panel will:

e have the necessary authority to make decisions about appointments;

e be appropriately trained, (one member of interview panel will have
undertaken the training in accordance with current Safer Recruitment
Training);

¢ meet before the interviews to reach a consensus about the required
standard for the job to which they are appointing; have decided in advance
the tasks that each interviewee will be asked to carry out and who
observes such tasks; consider the issues to be explored with each
candidate and who on the panel will ask about each of those and agree
their assessment criteria in accordance with the person specification.

Where a candidate is known personally to a member of the selection panel this
will be declared before short listing takes place. It may then be necessary to
change the selection panel to ensure that there is no conflict of interest and that
equal opportunities principles are adhered to.

The panel will also agree a set of questions they will ask all candidates relating to
the requirements of the post, and the issues they will explore with each
candidate based on the information provided in the candidate's application and
references (if available). A candidate’s response to a question about an issue will
determine whether and how that is followed up. Where possible it is best to
avoid hypothetical questions because they allow theoretical answers. It is better
to ask competence based questions that ask a candidate to relate how s/he has
responded to, or dealt with, an actual situation, or questions that test a
candidate’s attitudes and understanding of issues.

Interview notes will be kept on all candidates and lesson observation notes on
teaching applicants. These will be kept for three months after the successful
candidate has taken up the post and then will be destroyed.
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Scope of the Interview

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

e the candidate's attitude toward children and young people;
¢ his/her ability to support the School's agenda for safeguarding and
promoting the welfare of children;
e gaps in the candidate’'s employment history;
e concerns or discrepancies arising from the information provided by the
candidate and/or a referee; and,
e ask the candidate if they wish to declare anything in light of the
requirement for a DBS check.
If, for whatever reason, references are not obtained before the interview, the
candidate will also be asked at interview if there is anything s/he wishes to
declare/discuss in light of the questions that have been (or will be) put to his/her
referees. The references are obtained and scrutinised before a person's
appointment is confirmed and before he/she starts work.

A copy of the documents used to verify the successful candidate's identity, right
to work and required qualifications are kept for the personnel file. Separate
copies of documents are not required to be kept in order to meet the
requirements of maintaining the single central record.

In addition, as part of the shortlisting process we will consider carrying out an
online search as part of their due diligence on the shortlisted candidates. This
may help identify any incidents or issues that have happened, and are publicly
available online, which the school or college might want to explore with the
applicant at interview.

8. PRE APPOINTMENT CHECKS

The decision as to which checks are appropriate are determined by whether the
successful applicant will be engaged in regulated activity or not and the School
follows the guidelines in Keep Children Safe in Education September 2021 that
explains what is regulated activity.

Regulated activity
From KCSIE Sept 2022

In summary, a person will be engaging in regulated activity with children if, as a
result of their worR, they:

e Will be responsible, on a reqular basis in a school or college, for teaching,
training instructing, caring for or supervising children;

e Will be working on a regular basis in a specified establishment, such as a
school, for or in connection with the purposes of the establishment, where the
work gives opportunity for contact with children;, or
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Engage in intimate or personal care or healthcare or any overnight activity,
even If this happens only once.

Further details on regulated activity below.

Requlated activity

The full legal definition of regulated activity is set out in Schedule 4 of the
Safequarding Vulnerable Groups Act 2006 as amended by the Protection of
Freedoms Act 2012.

HM Government has produced Factual note on requlated activity in relation to
children: scope.

Regulated activity includes:

a)

b)

c)

Teaching, training, instructing, caring for (see (c) below) or supervising
children if the person is unsupervised, or providing advice or guidance on
physical, emotional or educational well-being, or driving a vehicle only for
children,

Work for a limited range of establishments (known as ‘specified places’,
which include schools and colleges), with the opportunity for contact with
children, but not including work done by supervised volunteers.

Work under (a) or (b) is regulated activity only if done regularly. Some
activities are always requlated activities, regardless of frequency or
whether they are supervised or not. This includes:

Relevant personal care, or health care provided by or provided under the
supervision of a health care professional:

Personal care includes helping a child with eating and drinking for
reasons of illness or disability or in connection with toileting, washing,
bathing and dressing for reasons of age, illness of disability;

Health care means care for children provided by, or under the direction or
supervision of, a regulated health care professional.

Regulated activity will not be:

Paid work in specified places which is occasional and temporary and does
not involve teaching, training, and

Supervised activity which is paid in non-specified settings such as youth
clubs, sports clubs etc.

Deciding whether a person is engaging in regulated activity

Key questions:

Is the activity they will do “work"? (A person, for example, visiting the head
or their own child would not be working.)

Is the work regular? (See definition of “regular”)

Does it give rise to opportunity for contact with children? (This applies
whether or not that contact is required by the work and whether or not it
actually takes place. The issue is whether there is "opportunity”.)

Recruitment and Selection Policy



https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf

e Isthe work for the purposes of the school? (This would not include, for
example, those working for bodies hiring premises for other purposes out
of school hours.)

If the answer to all these questions is "yes”, the person is working in regulated
activity unless an exception as below applies:

Is the person a volunteer?

e If so, does their work involve personal care of pupils? (See definition of
personal care, above.)

If so, the volunteer is engaged in regulated activity because
personal care work is always regulated activity.

e If not, are they supervised? (See supervision guidance.)
If so, the volunteer is not engaged in regulated activity as a
supervised volunteer, not doing personal care work, is not in
regulated activity.

Is the person a contractor?

e If s0, are they administering personal care or heath care, as defined?
[These are always regulated activity.]

e If not, are they teaching pupils? [Regular teaching is always regulated
activity.]

e If not teaching work, is the contract for occasional or temporary non-
teaching work (such as, a quick plumbing task)? (There is no definition
of “occasional or temporary” but see the definition of “regular”)

If so, the contractor is not in regulated activity as non-teaching
work by occasional or temporary contractors is not regulated
activity.

Staff who are not in regulated activity do not require barred list checks. But other
checks below must still be undertaken as required by the standard and KCSIE
2021, likewise requires full use of applicable vetting checks including enhanced
criminal records checks (without barred list information) if indicated by a risk
assessment for new appointments.

Children's Barred List Check

All candidates who are to be engaged in regulated activity must have a
satisfactory barred list check before they can start work and before the
appointment is confirmed. These checks are done as part of the processing for
an enhanced DBS certificate with barred list check (this must be requested).
Should the DBS certificate be late or should a candidate not require a fresh DBS
certificate (see below) then a Barred List Check must be carried out by the school
in advance of a member of staff starting work in regulated activity.

Should the Barred list check be done more than 3 months in advance of the
person starting work then the check will be repeated shortly before the start
date.

Barred list checks will also be carried out where a “portable disclosure” is used.

Recruitment and Selection Policy 8



Enhanced Disclosure

A disclosure is a document containing details of a person'’s criminal record,
including convictions, cautions, reprimands and warnings held on the Police
National Computer. The Disclosure and Barring Service (DBS) acts as a ‘one-stop
shop' for checking the criminal records of teachers and others working with

children or vulnerable adults.

An enhanced disclosure may also contain details of information held on local
police records which the police consider to be relevant to the workforce in which
the person is applying to work. (For this purpose the workforce is categorised as

‘the children's workforce”, “the vulnerable adult's workforce” or both.) The Police
Act 1997 makes unauthorised disclosure of any information in a ‘disclosure’ a
criminal offence and there is no necessity to show these to a third party including
school inspectors (who should not ask to read ‘disclosures)).

The table below indicates the various ways in which the requirements for an
enhanced criminal records check can be met for a person 'P".

Situation

Actions for the school

Within three months of an
appointment, P has been working in a
school or college and meets the
requirements of 18(4) above.

The school may apply for a disclosure
but is not required to do so.

A new, separate barred list check must
be obtained.

P has a disclosure from a previous
employer but does not fall within the
three month exception, above, and has
not subscribed to the DBS Update
service

The school must apply for a disclosure,
including a barred list check.

If the disclosure is delayed, a separate
barred list check must be obtained in
advance of P starting work.

P has a disclosure from a previous
employer at the enhanced level
(including children's barred list) and
has subscribed to the Update service
(see 214 below) and gives permission
to the school to check the status.

The school should examine the
original certificate, check it matches
the individual's identity and run an
online Update check, which will
provide information about any changes
since the certificate was issued. If the
check indicates that there has been a
change then the individual should
apply for a new certificate.

P has a disclosure from a previous
employer at the standard level and has
subscribed to the Update service.

The school should apply for a new
disclosure, including a new barred list
check, because the previous
disclosure is not at the correct level.

Some applicants may subscribe to the DBS Update Service. The applicant must
give consent to the School to check their certificate.
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Further guidance from DfE has confirmed that the requirement for applying for a
check ‘before or as soon as practicable after appointment’ does not prohibit
schools from applying for a check once an appointment is made, even if that is
more than three months before starting work. However, it would be seen as best
practice to undertake the check closer to appointment.

|dentity

|dentity checks are made against an official document such as a passport, a
driving licence, or a birth certificate. Photographic identity is included, together
with evidence of address (for example, a utility bill, bank statement or similar).
The disclosure application process will always include an identity check.

Medical fithess

As part of KCSIE the school is required to check the medical fitness of an
employee to carry out the work they are being employed in.

Under section 60 of the Equality Act, the School may only ask health-related
questions of applicants before the appointment is offered if the questions are
specifically related to an intrinsic function of the work. This is followed up by a
medical fithess declaration form. The Head may decide to ask necessary health
questions after the appointment has been offered, ensuring that health-related
questions are necessary and relevant to the post applied for. The DfE advises
that this would not include asking for information about previous sickness
absences.

The school is committed to make reasonable adjustments for any member of
staff with disabilities.

Previous employment history/CV/References

The purpose of seeking references is to obtain objective and factual information
to support appointment decisions. They will always be sought and obtained
directly from the referee. One reference should be for the candidate's current
employer or, if applicable, the last educational establishment for whom they
worked. They should always be from a senior member of staff with the authority
to provide references.

References will be sought on all short listed candidates, including internal ones,
and will preferably be obtained before the interview so that any issues of
concern they raise can be explored further with the referee, and taken up with
the candidate at interview. They will always ask if there is any reason known why
the candidate should not work with children.

Any information provided by candidates as part of an application process will be
verified with independent sources and any reference received electronically will
be checked to verify the originating source.

These checks are required as part of having regard to KCSIE.

Checks of previous employment history should ascertain satisfactory reasons for
any gaps in employment. The information provided by the candidate should be
checked against references subsequently received, and any discrepancies taken
up with the candidate.
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If a reference is taken over the telephone, detailed notes should be taken, dated
and signed.

References should be checked on receipt to check that all specific questions
have been answered satisfactorily, with appropriate follow-up where required.
References not received in good time before appointment will be chased by
telephone and alternative referees approached if needed.

Extra references will be requested for applicants from countries which do not
provide criminal record checks.

Where there is no current employer the most recent employment will be verified
and the reasons for leaving.

Qualifications, where appropriate

Where an individual claims qualifications as part of an application for a position,
these will be checked in advance of appointment.

Overseas checks, where appropriate

It is a statutory requirement for employers within the education sector to carry
out checks on prospective and new employee who have spent time abroad
(living or working) whether a British Citizen or foreign national. All individuals who
have lived or worked outside of the UK must undergo the same checks as all
other employees. In addition undergo further checks where deemed appropriate
so that any relevant events that occurred outside the UK can be considered.

Devonshire House are committed to safeguarding and protecting our children
and young people at school. We expect all prospective employees to share this
commitment. Prospective employees who have lived or worked outside the UK
for 3 months or more since the age of 18 must provide an original overseas Police
Clearance Check, which is also knowns as a Criminal Clearance Certificate or
Certificate of Good Conduct. Obtaining these documents is an essential part of
safer recruitment obligations. Pre-employment checks will not be regarding as
complete until the School has obtained these.

The application process for criminal records checks from overseas varies from
country to country. Information is available on the government website:
https.//www.gov.uk/government/publications/criminal-records-checks-for-
overseas-applicants

Where a member of staff has worked in a school in the UK since moving from
overseas, the standard checks can be made for subsequent appointments.

Right to work in the UK

All candidates have their right to work in the UK checked when they arrive for
interview. Should the applicant be on a visa, the details and length of the visa will
be checked carefully.

Prohibition from teaching orders

Qualified Teacher Status is not a requirement for teachers in the independent
sector, but the School checks that anyone employed to carry out teaching work
is not subject to a prohibition order issued by the Secretary of State. The check is
completed using the free Employer Online service, and is undertaken on
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individuals who do not have QTS by searching by name. This applies to those
appointed to teach on or after 1 April 2012.

Teaching work is defined in The Teachers' Disciplinary (England) Regulations
2012 to encompass:

e Planning and preparing lessons and courses for pupils

e Delivering and preparing lessons to pupils

e Assessing the development, progress and attainment of pupils

e Reporting on the development, progress and attainment of pupils.

“Delivering” includes delivering lessons through distance learning or computer
aided techniques. However, none of these activities is “teaching work” if the
person carrying out the activity does so (other than for the purposes of
induction”) subject to the direction and supervision of a qualified teacher or other
person nominated by the Head.

Teaching assistants also have prohibition checks as it is likely that there will be
times when they are covering for a colleague and are unsupervised. The School
therefore decides on a case by case basis, in the light of their own practice
relating to teaching assistants, whether these assistants require prohibition
checks. Similar reasoning would also apply to those employed as sports coaches
and similar posts.

Prohibition from management of independent schools directions (also known as
‘section 128 directions”)

From 12th August 2015, staff appointed to management positions must be
checked against a s.128 direction. For staff in regulated activity, the check is done
via the DBS (a s128 direction would show on a DBS barred list check) by including
on the DBS application.This allows the DBS to confirm if a s128 direction has been
made.

For other staff / proprietors who are not in regulated activity, the prohibited list
can be accessed via the TRA using Secure Access. This can be done whether or
not the person is a teacher and without a teacher reference number.

The following staff are considered to be in management positions for the
purpose of this check:
e Headteachers
e All staff on the senior leadership team (including non-teaching staff)
e Teaching positions with departmental headship
e Proprietors

Where staff have been recruited for management / proprietorial positions and
subject to vetting checks before 12th August 2015, to commence work in
September 2015, the school is not required to run the checks again as it is known
that no s.128 directions have yet been made.

These checks will be carried out for internal promotions to management roles.
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Disqualification from childcare,- early years and relevant later years provision

The disqualification from childcare, rule and advice applies to employees who
work in the EYFS and to those who work in after-hours provision for children who
have not attained the age of 8 as well as employees who are directly involved in
the management of such provision even though they may not work in the early
years of relevant later years provision themselves.

The school has asked existing employees to self-declare that they are not
‘disqualified”. The grounds for disqualification include, in summary:

e being on the DBS Children’s Barred List;

e being cautioned for, convicted of or charged with certain violent and
sexual criminal offences against children and adults, at home or abroad;

e being the subject of certain other orders relating to the care of children;

e refusal or cancellation of registration relating to childcare or children'’s
homes or being prohibited from private fostering;

Disqualification occurs as soon as the above criteria are met, for example, as
soon as a caution or conviction occurs, even before the person is formally
included on the children's barred list.

In order to fulfil their duty to have regard to the guidance, the Schools will:

e inform relevant candidates of the legislation,

e take steps to gather sufficient and accurate information about whether any
member of staff in a relevant childcare setting is disqualified,

e records, either on the Single Central Register (optional) or elsewhere, of
staff employed to work in or manage relevant childcare and including the
date disqualification checks were completed.

In taking steps to gather information, candidates can be expected to disclose all
their convictions and cautions including those which are spent.

The school will take advice from ISI or other professionals should it be unclear if
a candidate is disqualified or not.

The self-declaration will be taken annually by all relevant staff and the return
recorded in safeguarding records (not the SCR).

Transfer of employees under TUPE

If there is a continuous employment under TUPE arrangements (e.g. through a
change of cleaning company) there is a requirement for information to be passed
on to the new owner. If the details are fully in order, the school as the new
employer will then enter them on its own central register, including the number
and the date of the DBS checks, and adds a note to the register that the details
have been accepted under the TUPE arrangements. There must have been no
three month break in employment. However if the information is incomplete, it is
necessary to undertake a new DBS check and to include all the other necessary
checks.

RECORDING OF CHECKS

The form in Appendix 2. New Employee Employment Checklist will be used to
track the progress of the pre appointment checks for each appointment.
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All checks above, as required, will be:

e confirmed in writing;

e documented and retained on the personnel file (subject to certain
restrictions on the retention of information imposed by DBS regulations);

e recorded on the Single Central Record of Appointments; and,

o followed up where they are unsatisfactory or there are discrepancies in
the information provided.

NB The facts must be reported to the police and/or the DBS where:

e the DBS disclosure shows s/he has been disqualified from working with
children by a court; or

e an applicant has provided false information in, or in support of, his or her
application; or

e there are serious concerns about an applicant’s suitability to work with
children,

10. SINGLE CENTRAL RECORD OF APPOINTMENTS

The single central register (SCR) must contain an entry for all current members of
staff, (including supply, volunteers and contractors) at the school. This must show
the date of the following checks and the initials of the checker where applicable:

e (i) Barred list (date of DBS check unless a separate barred list check was
undertaken);

e (i) Enhanced disclosure (or DBS Status Check); (number and date seen not

date of certificate)

(iii) Identity;

(vi) Professional qualifications;

(vii) Overseas checks, where applicable and EEA check ;

(viii) Right to work in the UK;

(ix) Prohibition from teaching check.

(x) Prohibition from management of independent schools check

Checks of CV/application form, references, medical fitness declaration
disqualification from childcare and transfer under TUPE will also be recorded on
the SCR to enable a note of all checks to be recorded in one place.

With effect from 1st April 2015, there is no longer a general requirement to
include volunteers on the SCR but where checks are carried out on volunteers,
the School will still record these on the SCR.

For School Governance, the SCRA will contain the following information:

Enhanced disclosure;

Barred list check,

|dentity;

Right to work in the UK;

Prohibition from management of independent schools (from Aug 2015)

(n.b. Neither prohibition from teaching check nor overseas check, for School
Governors are currently applicable).
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See also Supply Staff and Contractors (below)
Visiting Speakers (below)

The SCR must relate to the relevant persons at any time and be kept up to date.
At the end of each academic year, records of supply staff and staff who have left
the school will be archived.

For the School Governance, as Chair of Governors, the procedures detailed in the
current ISI Handbook, Regulatory Requirements are followed, and the DBS
clearance will be countersigned by the Secretary of State.

Should the School renew any checks these must not overwrite the original entry
but comment should be entered under notes and copies kept in personnel files.
The reason for a new check may be for a member of staff who subscribes to the
DBS update service.
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11. IN THE EVENT OF DBS CERTIFICATE NOT BEING RECEIVED BEFORE
START DATE

A short period of work is allowed under controlled conditions, at the Head's
discretion. However, if an ‘enhanced disclosure'’ is delayed, the Head may allow
the member of staff to commence work that will never include unsupervised
access to pupils proving the following points are met:

e without confirming the appointment;

e after a satisfactory check of the barred list if the person will be working in
regulated activity and all other relevant checks having been completed
satisfactorily;

provided that the DBS application has been made in advance;

with appropriate safeguards taken (for example, loose supervision);
safeguards reviewed at least every two weeks;

the person in question is informed what these safeguards are;

a note is added to the single central register and evidence kept of the
measures put in place.

It may be possible for the School or its umbrella organisation to submit a
disclosure application form whilst an applicant is still overseas, depending on the
identity documents being provided. The School will need assurances of the
applicant's identity from a reputable source overseas, for example the overseas
school where the individual is currently employed or studying. Where the
disclosure is not received in advance of employment commencing, the process
for all staff where this is the situation outlined in the paragraph above must be
followed, with supervision arrangements reflecting the greater potential for
access to children. The form in Appendix 3 attached to this policy should be
used.

12. PRIOR TO START DATE

The Head will see the new employee's staff file and will check the dates on Form
1 (attached) to ensure that all the checks, as required have been received. All
such checks except the Enhanced DBS certificate must have been received
before any employee can start work. Should the DBS certificate not have been
received the Head may allow the employee to start work proving the
arrangements in Section 11. above are followed.

The Head will sign off each employee’s Staff file to indicate that they may
commence employment.

For employees of contractors, and visiting speakers, see below:.
13. POST APPOINTMENT INDUCTION

There will be an induction programme for all staff and volunteers newly
appointed to the school, regardless of previous experience.

The purpose of induction is to:

e provide training and information about the school's policies and
procedures;
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e support individuals in a way that is appropriate for the role for which they
have been engaged;

e confirm the conduct expected of staff within the school;

e provide opportunities for a new member of staff or volunteer to discuss
any issues or concerns about their role or responsibilities; and

e enable the person’s line manager or mentor to recognise any concerns or
issues about the person's ability or suitability at the outset and address
them immediately.

All staff, including temporary staff and volunteers, will be provided with
immediate induction training on safeguarding that includes:

e the school's safeguarding policy;

e the staff code of conduct/behaviour policy including the whistleblowing
procedure and the children missing from education policy;

e the identity of the designated person.

e acopy of Part 1 of KCSIE (Sept 2021). Including Annex A to teachers and
staff who work directly with children.

e acopy of the e- safety policy;

e a copy of the pupil behaviour policy and whistleblowing policy ;

e Whattodoifyou're worried achildis being abused (March 2015).

The School's full ‘Induction of New Members of Staff' policy will then be
followed. This includes reference to:

e school policies both on safety and welfare (anti-bullying, behaviour, health
and safety, fire procedures) and teaching;

e safe practice and the standards of conduct and behaviour expected of
staff and pupils in the school;

e how and with whom any concerns about those issues should be raised;
and

e other relevant personnel procedures e.g. disciplinary, capability and
whistle-blowing.

14. SUPPLY STAFF

The School occasionally uses a supply agency to provide teaching and non-
teaching staff. The School will only use a reputable supply agency which has
rigorous employment procedures. Whenever possible these should be on the list
of recognised supply agencies with the REC quality mark:

http://www.rec.uk.com/about-recruitment/standards/safe-recruitment/gm-
holders.

The school will check with the relevant supply agency that the required checks
have been carried out to the extent relevant to that person: identity, enhanced
disclosure, right to work in the UK, barred list, prohibition, qualifications, overseas
checks, disqualification under the Childcare Act 2006. Additionally, in having
regard to KCSIE, the agency should take up references, obtain a declaration of
medical fithess, and check previous employment history.

Recruitment and Selection Policy 17



The SCR must contain the following entries for supply staff to the extent
applicable to the individual:

Date of written notification from the supply agency that it has made checks of:

|dentity

DBS/Barred list

Qualifications

Overseas checks, where applicable

Right to work in the U

Prohibition from teaching

References

Medical fitness

Employment history

Disqualification from childcare (when applicable)

On arrival at the school, the supply staff member must show a photographic
identity document and their DBS certificate, whether or not it discloses any
information. These must be checked and the date of the check and the person
carrying out the check should be entered on the SCR.

The School is not required to retain a copy of identity documents or DBS on file
but should retain the letter from the supply agency. A teacher working for an
agency should have a fresh disclosure every three years (or earlier if there are
grounds for concern or a break in service of three months or more). Supply
agencies must keep ‘disclosures’ for at least a year and, where an individual
remains with an agency for more than 12 months, a disclosure can be kept for up
to three years to facilitate portability arrangements.

15. CONTRACTORS
Employees of contractors

Employees of contractors who are working at the school on a long term basis
(caterers, cleaners, et al) should be subject to the same checks as school staff
with written confirmation supplied by the employing organisation. The school
must check identity on arrival and Enhanced DBS and must carry out a barred
list check immediately before the start date.

Where the employees of contractors such as builders will have access to areas
where unsupervised contact with children is possible, the School has
arrangements in place to ensure that DBS checks are undertaken by the
contractor. Before a new individual starts work, the School should receive
confirmation from the company that the required checks have been undertaken.
The School will carry out a barred list check and check photographic
identification on arrival at the school. The School will keep records of the
confirmations from the contractor, to be checked on inspection as part of the
school having regard to safeguarding guidance.
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Self-employed contractors

Self-employed contractors should generally be checked by their professional
associations. This is because it is not possible for self-employed people to check
themselves but professional associations usually assist to enable their members
to access work. If the self-employed person subscribes to the DBS update
service, receiving the Schools will check identity, view the original certificate and
check online for updated information.

Occasional/temporary contractors

The Protection of Freedoms Act 2012 carved out an exception to the definition of
regulated activity for occasional and temporary contractors who are not involved
in teaching/training etc. or personal care. The exception is intended to enable
schools to employ emergency workmen but has been used also for professional
musicians at Christmas, for example.

KCSIE advises that in the absence of statutory definitions, it is for the School to
determine when contractors are occasional or temporary, and therefore whether
or not they are working in regulated activity. Such decisions should always be
referred to the Head. If she decides the workers are not in regulated activity they
will not be eligible for a barred list check but if their work gives them opportunity
for regular contact with children, KCSIE 2020 stipulates that an enhanced DBS
check without barred list information will be required. Where workers are not
frequent or regular, the School will risk assess whether a DBS check is necessary
and proceed accordingly.

If it is not possible to find workers at short notice who have already been
checked, the discretion permitted in relation to occasional or temporary
contractors must be exercised in good faith. This will entail the issue being
considered at the time of the work and the School will retain a note of the basis
of a decision not to carry out checks, which will form part of the audit-trail for
inspectors.

Supervision of contractors.

It is recognised that it is not practicable normally for the School to provide
supervision of contractors making emergency repairs by a qualified person at the
same level as for volunteers. KCSIE clarifies that while unchecked contractors
should under no circumstances be allowed to work unsupervised, schools are
responsible for determining the appropriate level of supervision depending on
the circumstances. The School will endeavour to find contractors where staff
have been checked anyway.

16. VISITING PROFESSIONALS

KCSIE advises that individuals working at the School but employed by third-
parties (for example, psychologists, nurses, dentists, and other public sector staff)
should have been checked by their employing organisation. It is not necessary
for the School to see their disclosure as appropriate checks should have been
carried out, and should be confirmed in writing to the school by the organisation.
The School will, however, check identity when an individual arrives to ensure
imposters do not gain access to children.
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The same rules apply to sports instructors, sports referees and equivalent
professionals supplied by a central body. Student teachers (unless employed by
the School) will have been checked by the supplying university and so the
School does not need to complete their own checks, except for identity.

17. VOLUNTEERS

There is no set formula for the vetting of volunteers, unless they are in regulated
activity. The arrangements for volunteers will vary by individual and activity. The
school must, therefore, assess whether the individual will be in regulated activity.

When volunteers are supervised, they do not fall within the definition of
regulated activity and so barred list checks would not be available or required.
This is so no matter how frequently or regularly an individual volunteers. The
exception would be for volunteers doing personal care; personal care is always
regulated activity.

An unsupervised volunteer, whose presence is frequent and regular, is in
regulated activity, and the school should obtain an enhanced DBS certificate with
barred list information.

If in doubt the current ISI Handbook, Regulatory Requirements should be
consulted.

‘One-off’ volunteers, for day outings, school concerts and such would not require
vetting checks but they should not be unsupervised or must not undertake any
kind of personal care.

Existing volunteers should have been checked as required at the time of
appointment. Schools should consider obtaining new checks if there are
concerns.

18. WORK EXPERIENCE

Occasionally past pupils come to the School on Work experience. KCSIE advises
that barred list checks may be required for people supervising a child under 16
on a work experience placement where the conditions for regulated activity are
met, and the duty would be on DHS to complete the check rather than the pupil's
current school.

19. VISITING SPEAKERS

The Prevent statutory guidance requires that the School has clear protocols for
ensuring that any visiting speakers who might fall within the scope of the Prevent
duty, whether invited by staff or pupils, are suitable and appropriately supervised.
This means that even in cases where specific vetting checks are not prescribed
by Part 4 of the regulatory handbook, for example, if speakers will not be left
alone with pupils, the Schools must take action to ensure that they are suitable.

Although the precise action is not prescribed, the interaction between the Prevent
requirement to check speakers and the KCSIE is likely to mean in practice that
checks on visiting speakers will be recordable on the SCR either as checks on
staff or un-prescribed checks on volunteers.
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Therefore, any visiting speaker must be entered on the SCR and the following
checks as a minimum made:

e Two references obtained (if a parent this could be verbal references from
teachers / other parents)

e An internet search of their name and any other relevant details.

Should these checks give rise to any concerns the Head, as DSL, must be
informed immediately.
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Appendix 1: Recruitment and selection checklist

Post:

Pre Interview

Initials

Date

Planning Timetable decided: job specification and description and other
documents to be provided to applicants reviewed and updated. Application
form seeks all relevant information and includes relevant statements about
references etc.

Vacancy advertised Advertisement includes reference to safeguarding
policy, i.e. statement of commitment to safeguarding and promoting
welfare of children, and need for successful applicant to be DBS checked

Application Form Candidates must provide information on employment
history and if appropriate adequately explain the reasons for any gaps. The
candidates must complete, sign and date the Rehabilitation of Offenders
Act Declaration Form and Disqualification from Childcare declaration.

Shortlist prepared Interview panel members should also shortlist the
applications.

References — References must be requested prior to interview. Chase if not
received. Check and scrutinise references on receipt — any discrepancies or
concerns should be taken up with applicant at interview or the referee. If
there is no current employer verification of the most recent period of
employment will be required and reasons for leaving.

Invitation to interview Includes all relevant information and instructions

Interview arrangements — The panel should have at least 2 members and
should have the authority to appoint. They must meet prior to interview
and agree issues, questions, assessments, criteria and standards. At least
one member must have completed the safer recruitment training.

Date of Interview

Interview Explores applicants’ suitability for work with children as well as
for the post

completion of the following pre-employment checks:

Conditional Offer of Employment: Offer of employment must be subject to satisfactor

<

Identity: This should be verified on the day of interview and copied.

Right to work in UK: This again should be verified on the day of
interview — original certificates must be submitted and copied.

References: If not received and scrutinized prior to interview.

Qualifications Checked: This should be verified on the day of interview —
original certificates must be submitted and copied.

DBS: An enhanced level DBS disclosure will be required.

Barred List: Although part of the DBS checking a final check will be
made before candidate starts work

Prohibition check: Must be made before the new appointment starts work.

Prohibition from management check: Must be made before the new
appointment (if a manager) starts work (post Aug 2015).

Medical Clearance: The candidate must be both physically and mentally
fit to undertake the post.

Supply Teachers — All supply teachers must undergo the same checks as
above.

Appendix 2 is then completed for the successful candidate.
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Appendix 2: New Employee Employment Checklist

Forename(s) Surname
Position Start Date
Mentor Buddy
Recruitment Process and Offer Of Employment Coml:l,eted Date
Advert, application form, personal statement/cover letter enclosed
Interview and observation notes enclosed
Criminal Declaration Form completed, checked and verified by HR and HM
Offer letter and job description sent
Offer of employment accepted
New Employee Induction Pack sent
Pre-Employment Checks Com;l/eted Date
Identity checked and verified | ID 1: ID 2:
(2 forms of identification)
Rights to work in the Nationality:
UK checked and verified Work permit/visa type:
Expiry:
References checked Ref 1 requested:
and verified Ref 2 requested:
Ref 3 optional:
Any disciplinary or suitability to work with children concerns? Yes /No
Original qualifications checked and verified
Enhanced DBS with barred list link sent
Enhanced DBS with barred list received, checked and verified by HR
DBS Number:
DBS Update Service checked and verified (where applicable)
Separate children’s barred list checked and verified on TRN (where applicable)
TRA Prohibition, Section 128 Direction and children barred list checked and verified
Lived or Worked Abroad Declaration checked and verified (receipt of any criminal records checks)
Medical Fitness Declaration Form checked and sent to the School Nurse
HR Administrative Checks Com;l/eted Date
Signed Statement of Terms of Employment returned
Signed job description returned
New Employee Registration Form returned P45 [
Next of Kind Form returned
Key Policies Declaration returned (KCSIE, Safeguarding Children Policy, Staff Code of
Conduct Policy, ICT Acceptance Use Policy, Behaviour and Discipline Policy)
Child Protection training Link sent Ul Completed L[]
Health & Safety training Link sent O Completed []
Checks Completed
Checked by Maria Erotokritou: Date:
HR
Verified by Head Date:
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Appendix 3: In The Event Of an Enhanced DBS Certificate Not Having Been Received

Before an Employee Is Due To Start Work
Name of member of staff:

POSIEION:
Y =L D - |

If an ‘enhanced disclosure’ is delayed, the Head may allow the member of staff in the School,
but not with EYFS pupils, to commence work if the following criteria are met:

Condition

Y/N

Date

Inits

The staff member has been told that the
appointment is not confirmed

A satisfactory check of the barred list if the
person will be working in regulated activity;

All other required checks have been made
and are satisfactory

The DBS application has been made in
advance;

loose supervision)

Appropriate safeguards taken (for example,

The person in question has been informed
what these safeguards are;

evidence kept of the measures put in place

Note added to the single central register and

Safeguards Taken (continue over page if necessary):

Signed Head:

Member of staff;

Date:............... Subsequent review every two weeks

Write here any actions taken to ascertain reason
for non-issue of certificate
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