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1. Introduction
1.1. All activities undertaken, from managing estates to teaching in the classroom, are in place
to ensure that we provide the very best learning conditions for our young people, and
working conditions for our staff.

1.2. The overarching aim is to build a trust-wide ambitious, skilled and experienced workforce,
who inspire and motivate young people and colleagues, ultimately having a positive impact
upon the delivery, support and enabling of quality first teaching.

1.3. Within our trust, we are passionate about our people and through provision of support,
development and opportunity, we aim to be an employer of choice.

1.4. All staff, Local Governing Bodies and the Trust Board will work together to ensure we follow
safer recruitment guidance, and champion the trust’s vision and values in all policies and
work practices.

1.5. The trust is committed to promoting equality and diversity in its policies, procedures and
guidelines along with delivery of high quality teaching and services that meet the diverse
needs of students and workforce, ensuring that no individual or group are disadvantaged.

2. Purpose & Scope

2.1. This policy sets out our approach to the recruitment process for employees, governance
individuals and volunteers. It includes information about job descriptions and employee
specifications, assessment criteria, interviews and equality, diversity and inclusion.

2.2. We are committed to safeguarding and promoting the welfare of children and young people
and we expect all employees and volunteers to share this commitment.

2.3. We utilise external HR advice and refer to the statutory guidance Keeping Children Safe in
Education (KCSIE).
3. Review & Associated Policies
3.1. This policy will be reviewed every three years by the Trust Board.
3.2. Associated policies and guidance includes:
e Keeping Children Safe in Education (KCSIE)
e Child Protection and Safeguarding Policy
e Safeguarding Strategy
3.3. This document is part of a suite of policies that collectively describe the employee journey
within our trust.
4. Principles
4.1. It is our aim that all young people within our schools receive quality first teaching.
4.2. In order to ensure this is secure, safer recruitment processes will be in place.

4.3. This will be a rigorous and comprehensive process designed to ensure that, through safer
recruitment practices, all employees are suitable to work with young people.

4.4. Once appointed, we expect all individuals to act with integrity and inform us immediately of
any occurrences or changes in circumstances that affect their suitability to work with young
people or hold positions of trust.

5. Elements of Safer Practice
5.1. Safer practice in recruitment means thinking about and including issues to do with child
protection and safeguarding, and promoting the welfare of children at every stage of the
process. It starts by planning the recruitment exercise and requires a consistent and
thorough process of obtaining, collating, analysing and evaluating information from and
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about applicants. Safer practice continues beyond recruitment and requires everyone to
be vigilant to maintain an environment which deters and prevents abuse and challenges
inappropriate behaviour.

5.2. Employees, Governors and Trustees involved in the recruitment and selection of
employees and volunteers are responsible for reading and complying with this policy.

6. Recruitment Process
6.1. The main elements of the recruitment process include but are not limited to the following:

Ensuring that advertisements, job descriptions and person specifications refer to the
responsibility for safeguarding and promoting the welfare of children; the safeguarding
requirements and responsibilities of the role; our commitment to safeguarding and
promoting the welfare of children; and whether the post is exempt from the Rehabilitation
of Offenders Act 1974 and relevant Exemptions Order.

Advertisements should also refer to the need for the successful applicant to undertake
the relevant safer recruitment pre-employment checks, as well as the usual details of the
post, salary, qualifications required, etc.

Where the role involves engaging in regulated activity, a clear statement to applicants
that it is an offence to apply for the role if the applicant is barred from engaging in
regulated activity relevant to children.

Requesting applicants who are shortlisted to complete and sign a self-declaration
document detailing any information that would make them unsuitable to work with
children.

Obtaining and scrutinising comprehensive information from applicants to determine their
suitability and taking up and resolving any discrepancies or anomalies.

Obtaining independent professional references that answer specific questions to help
assess an applicant’s suitability to work with children and following up any concerns,
having regard to KCSIE guidance on references.

A face to face interview that explores the candidate’s suitability to work with children as
well as their suitability for the post.

Conducting all pre-employment checks, as required and detailed within this policy and
set out in KCSIE.

7. Assessment Criteria
7.1. We always aim to recruit the person who is most suited to each particular job. We recruit
solely on the basis of the applicant's abilities and individual merit as measured against the
predetermined criteria for the job. Qualifications, experience and skills are assessed at the
level that is relevant to the job.

8. Job Descriptions & Specifications
8.1. Prior to initiating the recruitment process, the responsible individual must liaise with HR
colleagues to ensure there is an up-to-date job description for the role and a clear employee
specification.

8.2. The job description will describe overarching purpose and responsibilities associated with
the role, while the specification will describe the type of qualifications, training, knowledge,
experience, skills, aptitudes, competencies and personal qualities required for effective
performance of the job.
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9. Advertising Vacancies
9.1. We welcome applications from existing employees who have the skills and experience for
the job.

9.2. Where it is deemed that it would be of greater benefit to the organisation for a vacancy to
be advertised internally only, employees should complete an expression of interest. Details
of the content can be set by the recruiting manager. A reference from their line manager
will be required.

9.3. Within our trust, the following vacancies will always be advertised externally:

e Chief Executive Officer e Headteacher
e Chief Financial Officer e Deputy Headteacher
e Workstream Leader

9.4. HR colleagues will prepare a draft of the advertisement for the recruiting manager to review.
External adverts will be placed on trust and school websites, and publicised on social
media, upon the DfE education recruitment site, and via the RAF Hive newsletter.

10.Equality, Diversity & Inclusion
10.1. We are committed to applying our equity, diversity and inclusion policy at all stages
of recruitment and selection. We always carry out shortlisting, interviewing and selection
without regard to an applicant's sex, gender identity, sexual orientation, marital or civil
partnership status, skin colour, race, nationality, ethnic or national origins, religion or belief,
age, pregnancy or maternity leave or trade union membership.

10.2. We will never exclude any candidate with a disability unless it is clear that the
candidate is unable to perform a duty that is intrinsic to the role, having taken into account
reasonable adjustments. Individuals involved with recruitment must only ask a candidate
questions about their health where this is directly necessary for a particular role and, in any
event, only once they have been shortlisted.

10.3. To prevent any candidate from being disadvantaged because of a disability, the
individual responsible for communicating with applicants should ask each candidate
whether they require reasonable adjustments to be made.

10.4. Colleagues from our HR team can provide guidance on reasonable adjustments.

11.Application Forms
11.1. All applicants must complete our teaching or support application form in full, as
appropriate to the job. CV’s will not be accepted.

12.Shortlisting
12.1. All applications will be considered by at least two appropriate senior colleagues to
ensure that:

The form is fully and properly completed.

The information provided is consistent.

The information provided does not contain any discrepancies or inconsistencies,
Any gaps in employment are identified for follow up.

Any potential concerns are identified and explored.

12.2. Incomplete applications will not be accepted and will be returned for completion.

12.3. In addition to reasons for gaps in employment, the reasons for a history of repeated
changes of employment without any clear career or salary progression, or a mid-career
move from a permanent post to supply teaching or temporary work, will also be noted and
will need to be explored and verified during the later stages of the process.
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12.4. All candidates will be assessed equally against the criteria contained in the person
specification and a short-list will be drawn up.

12.5. Initial shortlisting will be carried out by HR colleagues and a ranked summary
provided to the recruiting manager.

12.6. Shortlisted candidates will be asked to complete a self-declaration document about
their criminal record or information that would make them unsuitable to work with children,
and will be asked to sign a declaration confirming that the information they have provided
is true. The purpose of a self-declaration is so that candidates will have the opportunity to
share relevant information and allow this to be discussed and considered at interview before
the DBS certificate is received.

13.References - as part of the Appointment Process
13.1. The purpose of seeking references is to obtain objective and factual information to
support appointment decisions. At least two references will be sought directly from
referees for all external short-listed candidates.

13.2. Internal candidates will require a reference from their line manager. Their application
form can be accessed from the HR system, updated and re-signed. If the application
represents a change between teaching and support roles, a new application form should
be completed and additional references may be required to comply with safer recruitment.

13.3. Wherever possible, these will be obtained before the interview so that any issues of
concern can be explored further with the referee and taken up with the candidate at
interview.

13.4. One referee should be the applicant’s current or most recent employer. If the applicant
has previously worked or volunteered with children, one reference must be from the most
recent employer or organisation.

13.5. References should always be requested directly from the referee and from a senior
person with appropriate authority, not just a colleague.

13.6. Upon receipt, references should be checked to ensure that all specific questions have
been answered satisfactorily. Verbal/email contact is to be made with referees to clarify
any points in the reference that are vague or unspecific. A check should also be made to
confirm that references are authentic e.g. check originating employer email address or a
verbal check, and that they are the appropriate person with seniority and authority to
provide the reference. In the case of volunteers, a verbal check should be made with at
least one referee.

13.7. All information should be compared with the application form to ensure that the details
provided about the candidate and their previous employment by the referee are consistent
with the information provided by the applicant on the form. Any discrepancy in the
information should be taken up with the applicant at the interview.

13.8. Any information about past disciplinary action or allegations should be considered in the
circumstances of the individual case.

14.References — Providing a Reference
14.1. All reference requests should be dealt with by our HT Team. They will produce the core
information from an employee’s record within our HR system.

14.2. The template is sent to the named referee for them to add personalised detail.

14.3. There may be instances where we are bound by a legal agreement regarding the wording
of a reference. Should such circumstances occur, the HR Team will respond using the
agreed wording.
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15.0ther Checks Prior to Interview
15.1. A recruitment checklist will be completed by HR colleagues for all shortlisted candidates.
This provides a reference point for recruiting managers to evidence due diligence and
signposts to any information required for follow up.

15.2. All candidates are made aware that they will be subject to an online check if shortlisted,
this information is included within advertisements. Online searches will be carried out on
shortlisted candidates as part of the safer recruitment due diligence process.

15.3. If incidents or issues that are publicly available online in relation to the shortlisted
candidate are identified, this may be explored with the applicant at interview. Information
relating to the online checks will only be passed to the interview panel if the searches
yield information that needs to be explored further with the candidate during interview.

16.Invitation to Interview & Assessment
16.1. Where an applicant has provided an email address the invitation to attend interview will
be sent by email, and where an applicant has indicated that they are not able to access
email a letter will be sent. Interview invitations will always contain the following:

e Date, time and venue for interview.

e Details of any assessment activity if applicable along with any preparatory work that
may need to be undertaken.

e Arequest that HR colleagues are notified within a specified timescale if the candidate
requires any reasonable adjustments to be made, to enable them to attend and fully
participate in the interview and assessment process.

e A Disclosure of Criminal Record Form, to be completed, sealed in an envelope
marked private and confidential and brought to interview.

¢ A request that the following documents are brought to interview:

Original copies of qualifications declared as part of the application,

Two of the following: Birth Certificate, valid Passport or Driving Licence; and
A recent utilities bill or other form of verification of current address; and

An official document showing National Insurance number.

17.Interview Panel
17.1. A panel of at least two, but usually three people will conduct the interview. At least one
member of the panel must have received accredited training in Safer Recruitment.

17.2. All panel members will take notes and these will be retained in accordance with our
retention and destruction schedule.

18.Interviews
18.1. The interview process will assess the merits of each candidate against the job description
and specification. All interviewers should receive copies of the full application form, letter
of application and any available written references for each candidate prior to interview.

18.2. A list of questions and matters to explore at interview should be created for each
candidate prior to interview. This list will not be exhaustive. Questions relating to
safeguarding and child protection will be asked.

18.3. In addition, the interview panel should also explore:
e The candidate’s attitude towards, and motivation for working with, children.
e Their ability to support the trust’s ethos which naturally encompasses safeguarding

and promoting the welfare of children.
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Gaps in the candidate’s employment history or where the candidate has changed
employment or location frequently.

Concerns or discrepancies arising from the information provided by the candidate
and/or a referee and/or from online checks.

If the candidate wishes to declare anything in light of the requirement for a DBS check.

18.4. If references are not obtained before the interview, the candidate should be asked at the
interview if there is anything they wish to declare/discuss in light of the questions that
have been (or will be) put to their referees.

18.5. A meeting of the panel will be held post interview to discuss the candidate’s suitability for
the role.

18.6. Where the interview is for a senior post, additional colleagues may be involved in the
recruitment process in the form of discussions, observations or overseeing activities.
Their views will be sought as part of the post interview evaluation.

18.7. Observing short-listed candidates’ interaction with pupils may form part of the interviewing
process for a range of roles where direct contact is required and arrangements will vary
according to the vacancy.

19.Conditional Offers/[Engagement & Pre-Employment Checks
19.1. All offers of employment are conditional and are subject to:

Verification of identity using photo ID and proof of address.
Verification of right to work in the UK.

Overseas checks where required (including but not limited to criminal records checks
for overseas applicants and a letter (via the applicant) from the professional regulating
authority (this is often the Department/Ministry of Education but varies across the
world) in the country (or countries) in which the applicant has worked confirming that
they have not imposed any sanctions or restrictions, and or that they are aware of
any reason why they may be unsuitable to teach). This will be in line with Keeping
Children Safe in Education.

Verification of mental and physical fitness to carry out the role. This is ascertained
via the completion of a confidential medical questionnaire, and where required a
medical examination carried out by the trust’s Occupational Health provider.

The receipt of at least two references which are satisfactory to the trust. The trust
reserves the right to request further or alternative references from applicants in order
to verify their suitability for employment.

Verification of qualifications including Qualified Teacher Status and completion of
statutory induction where required.

Barred List and Enhanced DBS Clearance where appropriate. Once received by the
applicant, the original DBS certificate must be shown to a designated person at the
relevant work base. In the event that a DBS certificate contains information, this will
be handled sensitively, a risk assessment will be carried out and advice sought from
independent HR advisers as appropriate.

Where required for the role:

A disqualification check.
A prohibition from teaching check.
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e A Section 128 check.

19.2. Any failure to meet the conditions specified will result in an offer of employment being
withdrawn.

19.3. If any candidate is found to be prohibited or disqualified from working with children and
young people, to have provided false information or where serious concerns arise, the
trust will comply with its obligations to report these matters to the Police, DBS and any
other relevant authority as required.

19.4. Information regarding pre-employment checks will be recorded on the trust's Single
Central Record, and copies of documents retained on the individual's personnel file in
accordance with the requirements of KCSIE, and as stated in the trust’s data protection
policy/retention and destruction schedule.

20.Delays in Obtaining DBS or Overseas Checks
20.1. No prospective employee will be allowed to commence work before a DBS check has
been successfully completed and received.

20.2. In wholly exceptional circumstances as determined by the Headteacher and/or CEO, a
prospective employee may be allowed to commence work prior to relevant overseas
checks having been received. No prospective employee will be allowed to commence
work before ALL other pre-employment checks have been completed, and where it is
identified that a prospective employee will commence work prior to the above a risk
assessment must be undertaken. The form must be fully completed and signed by HR,
the Headteacher or CFO, and the prospective employee must be appropriately
supervised at all times.

21.Induction & Probation
21.1. On-going vigilance and training is critical to establishing a robust safeguarding culture.
There is an induction programme for all employees appointed to the trust regardless of
previous experience, which includes online and face to face child protection training. The
purpose of induction is to:

e Provide training and information about the trust and school policies and procedures,
including those in relation to the safeguarding of children and young people.

e Establish clear expectations regarding the standards of conduct, behaviour and
performance required.

¢ Ensure employees know when and how to raise any safeguarding concerns, including
low level concerns.

e Facilitate the identification of any concerns regarding conduct, behaviour or
performance, and enable support to be provided to achieve the standards required.

e Provide opportunities for employees to discuss any issues or concerns they may have
regarding their role or responsibilities

22.Volunteers
22.1. Volunteers are valued by our schools and fulfil a range of different roles from listening to
children read, updating displays, or accompanying trips - their contribution is greatly
appreciated.

22.2. All volunteers are required to complete an expression of interest form to share information
about themselves.

22.3. Volunteers are invited to meet with a member of the senior leadership team who will
undertake a discussion to assess suitability. Whilst the process is not as formal as
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22.4.

22.5.

appointing an employee, the guidance within KCSIE must be followed. In some cases,
referee may be requested so that references can be obtained.

All volunteers will be required to undertake a DBS check. Once received by the applicant,
the original DBS certificate must be shown to a designated person at the relevant work
base. In the event that a DBS certificate contains information, this will be handled
sensitively, a risk assessment will be carried out and advice sought from independent HR
advisers as appropriate.

The PA/Office Manager will input the details of the volunteer to the trust’s single central
record. They will also scan and upload the volunteer’s details and senior colleague’s
record of assessment for suitability.

23.Governance Individuals

23.1.

23.2.

23.3.

23.4.

23.5.

23.6.

23.7.

Governors and Trustees are an essential part of our school and trust leadership. They
bring a range of different skills and experiences to help guide our strategic direction,
ensure we are compliant with legislation and guidance, and to hold us to account.

The number of individuals serving upon local governing bodies and the trust board are
set out within our Scheme of Delegation.

Vacancies for governors are advertised to attract expressions of interest from parents
and the wider community. Prospective governors meet with the Chair and Vice Chair of
the Local Governing Body and Headteacher, subsequent discussion takes place with the
local governing body. In some cases, referee may be requested so that references can
be obtained.

Vacant trustee posts are usually filled by invitation, following a meeting with the Chair and
Vice Chair of the Trust Board and CEO, and subsequent discussion at Trust Board.

In all cases, individuals joining our governance teams will be assessed against the skills
audit which identifies any gaps. Appointments are made in accordance with the Scheme
of Delegation and recorded within the relevant minutes.

All governance individuals are subject to a Section 128 check and are required to
undertake a DBS check. Once received by the applicant, the original DBS certificate
must be shown to a designated person at the trust. In the event that a DBS certificate
contains information, this will be handled sensitively, a risk assessment will be carried out
and advice sought from independent HR advisers as appropriate.

HR colleagues will input the details of the governance individual to the trust’s single
central record. They will also scan and upload the individual’'s details.

24.Data Protection

24.1.

24.2.

We process all personal data collected during the recruitment process in accordance with
our data protection policy and privacy notice.

We do not collect unnecessary personal data from applicants during the recruitment
process e.g. we will only request bank account/next-of-kin details from successful
applicants. Data collected as part of the recruitment process is held securely and
accessed by, and disclosed to, individuals only for the purposes of managing the
recruitment exercise effectively to decide to whom to offer the job. Employees should
report immediately any inappropriate access or disclosure of job applicant data.

25.Record Keeping

25.1.

All records relating to recruitment will be retained securely in line with trust’s Retention
and Destruction Schedule.
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