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Safer Recruitment Policy

Somerleyton Primary School is committed to safeguarding and promoting the welfare of children
and young people and expects all staff and volunteers to share this commitment. The safe
recruitment of staff in schools is the first step to safeguarding and promoting the welfare of the
children in education. This can only be achieved through sound procedures, good interagency
cooperation and the recruitment and retention of competent, motivated employees who are suited
to and fulfilled in the roles they undertake.

This policy is written in line with the Government recommendations as set out in Keeping
children safe in education Statutory guidance for schools and colleges September 2024
which states-

It is vital that as part of their whole school or college approach to safequarding, governing bodies
and proprietors create a culture that safequards and promotes the welfare of children in their school
or college. As part of this culture, it is important that they adopt robust recruitment procedures that
deter and prevent people who are unsuitable to work with children from applying for or securing
employment, or volunteering opportunities in schools and colleges.

Somerleyton Primary School recognises the value of, and seeks to achieve, a diverse
workforce which includes people from different backgrounds with different skills and
abilities. The school is committed to ensuring that the recruitment and selection of all who
work within the school is conducted in a manner that is systematic, effective and promotes
equality of opportunity.

The school will uphold its obligations under law not discriminate against applicants for
employment on the grounds of age, sex, sexual orientation, marital status, disability, race,
colour, nationality, ethnic origin or religion.
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ROLES AND RESPONSIBILITIES

Governing body
e Ensure the school has effective policies and procedures in place for the recruitment of all
staff and volunteers in accordance with DfE guidance and legal requirements
e Monitor the school’s compliance with the policies and procedures.

Head teacher and other staff involved in recruitment

e Ensure that the school operates safer recruitment procedures within this policy and makes
sure all appropriate checks are carried out, as described in this policy, on all staff and
volunteers who work at the school.

e Ensure that appropriate staff who undertake recruitment have received safer recruitment
training.

e Ensure that every appointment panel includes at least one member who has received safe
recruitment training.

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

e Keep and maintain a single central record of recruitment and vetting checks in line with DfE
requirements.

e Ensure that the terms of any contract with a contractor or agency requires them to adopt
and implement measures described in this procedure.

e Require staff who are convicted or cautioned for any offence during their employment with
the school to notify the Head teacher in writing of the offence and the penalty.

e To monitor contractors’ and agencies’ compliance with this document.

e Promote welfare of children and young people at every stage of the procedure.

It is the responsibility of all potential and existing workers, including volunteers to comply with
this document.

The governing body has delegated responsibility to the Head teacher to lead in all appointments
outside of head teacher appointments. School governors may be involved in staff appointments, but
the final decision will rest with the Head teacher.

The Process

A decision is made for the need to recruit. A job description and person specification is then drawn
up. The advertisement will include commitment to safeguarding and promoting the welfare of
children and make clear that safeguarding checks will be undertaken. The advert will also contain e
safeguarding responsibilities of the post as per the job description and personal specification, and
whether the post is exempt from the Rehabilitation of Offenders Act (ROA) 1974.
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Inviting Applications

Prospective applicants will be supplied, as a minimum, with the following:

e job description which contain the following a definition of the role, together with key
duties and responsibilities — including those relating to safeguarding

e adescription of the range of skills, attributes and qualifications required and person
specification

e the school’s safeguarding policy

e the school’s safer recruitment policy

e an application form.

All prospective applicants must complete, in full, an application Form. The form will require
applicants to provide:

e personal details, current and former names, current address and national insurance number

e details of their present (or last) employment and reason for leaving

o full employment history, (since leaving school, including education, employment and
voluntary work) including reasons for any gaps in employment

e qualifications, the awarding body and date of award

e details of referees/references (see below for further information), and

e astatement of the personal qualities and experience that the applicant believes are relevant
to their suitability for the post advertised and how they meet the person specification

In addition, as part of the shortlisting process we will carry out an online search as part of our due
diligence on the shortlisted candidates. This may help identify any incidents or issues that have
happened, and are publicly available online, which school want to explore with the applicant at
interview. We will inform shortlisted candidates that online searches may be done as part of due
diligence checks

Recruitment and the Selection Process
Selection techniques will be determined by the nature and duties of the vacant post, but all
vacancies will require an interview of short-listed candidates.

Interviews will always be face-to-face. Telephone interviews may be used at the short-listing stage
but will not be a substitute for a face-to-face interview (which may be via visual electronic link).

Candidates will always be required:

e to explain satisfactorily any gaps in employment

e to explain satisfactorily any anomalies or discrepancies in the information available to
recruiters, including answering questions relating to findings from online searches of
shortlisted candidates

e to declare any information that is likely to appear on a CRB disclosure

e to demonstrate their capacity to safeguard and protect the welfare of children and young
people.
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Shortlisting

Somerleyton Primary will ensure that we:

provide least two people carry out the shortlisting exercise
consider any inconsistencies and look for gaps in employment
explore potential concerns

Prior to the interview, all shortlisted candidates are provided with the following:

Time and location of the interview.

Notification that all candidates should bring with them documentary evidence of their
identity that will satisfy DBS requirements and also original documents confirming any
educational and professional qualifications that are necessary or relevant for the post.
Membership of the interview panel.

Details about how the interview will be conducted and the areas it will explore, including
suitability to work with children. (N.B. Enclosing a copy of the person specification can
usefully draw attention to the relevant information).

Pre-employment checks

The following pre-employment checks will be undertaken:

Satisfactory DBS clearance (Enhanced DBS check with Children’s Barred List).

The school may carry out an online update check through the DBS Update Service, if the
applicant has subscribed to it and given their permission to check it— www.gov.uk/dbs-
update-service

Receipt of at least two satisfactory references, one of which will be from the former or most
recent employer.

Verification of the candidate’s identity in line with the requirements of The Immigration,
Asylum and Nationality Act 2006.

verify the candidate’s mental and physical fitness to carry out their work

responsibilities.

Verification of qualifications.

Complete a confidential pre-employment health questionnaire.

Verification of teacher qualified status, successful completion of induction year and
confirmation that the teacher is not subject to a prohibition order (all available via the DfE
Employer Access online check service) as required by law for teachers.

Applicant data retention

All applicant information will be help in line with current legislative frameworks. All data retention periods can
be found here: IRMS Academies Toolkit - Information and Records Management Society

Checks for all prohibitions, sanctions and restrictions as described Keeping children safe in
education Statutory guidance for schools and colleges September 2024 Part three: Safer
recruitment, selection and pre-employment vetting Keeping children safe in education 2024
(publishing.service.gov.uk)
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Employment History and References

The schools will:

* not accept open references e.g. to whom it may concern

¢ not rely on applicants to obtain their reference

¢ ensure any references are from the candidate’s current employer and have been completed by a
senior person with appropriate authority (if the referee is school or college based, the reference
should be confirmed by the headteacher/principal as accurate in respect of any disciplinary
investigations)

¢ obtain verification of the individual’s most recent relevant period of employment where the
applicant is not currently employed

¢ secure a reference from the relevant employer from the last time the applicant worked with
children (if not currently working with children), if the applicant has 56 never worked with children,
then ensure a reference from their current employer

e always verify any information with the person who provided the reference

* ensure electronic references originate from a legitimate source

¢ contact referees to clarify content where information is vague or insufficient information is
provided

e compare the information on the application form with that in the reference and take up any
discrepancies with the candidate

e establish the reason for the candidate leaving their current or most recent post, and

e ensure any concerns are resolved satisfactorily before appointment is confirmed.

Selection
Throughout the interview process, school will:

e find out what attracted each candidate to the post being applied for and their motivation for
working with children

e explore skills and ask for examples of experience of working with children which are relevant
to the role, and

e probe any gaps in employment or where each candidate has changed employment or
location frequently, asking about the reasons for this.

Areas of concern, which may lead to further questioning, are:
e implication that adults and children are equal
e lack of recognition and/or understanding of the vulnerability of children
e inappropriate idealisation of children
e inadequate understanding of appropriate boundaries between adults and children, and

e indicators of negative safeguarding behaviours

All candidates for roles working with children will be observed conducting appropriately supervised
interactions with pupils.

All information considered in decision making should be clearly recorded along with decisions made.
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Single Central Record
The school maintains a Single Central Record which covers:
o All staff (including supply staff) who work at the school.
e All others who work in regular contact with children in the school, including volunteers.

The bullet points below set out the minimum information that must be recorded in
respect of staff members (including teacher trainees on salaried routes). The single
central record must indicate whether the following checks have been carried out or
certificates obtained, and the date on which each check was completed/certificate

obtained:

¢ an identity check. Identification checking guidelines can be found on the GOV.UK

website;

® a barred list check;

¢ an enhanced DBS check/certificate;

¢ a prohibition from teaching check;

e further checks on people who have lived or worked outside the UK, this would include recording
checks for those European Economic Area (EEA) teacher sanctions and restrictions described in
paragraph

¢ a check of professional qualifications, where required; and

¢ a check to establish the person’s right to work in the United Kingdom.

Schools and colleges do not have to keep copies of DBS certificates in order to

fulfil the duty of maintaining the single central record. To help schools and colleges
comply with the requirements of the Data Protection Act 2018, when a school or college
chooses to retain a copy, it should not be retained for longer than six months. A copy of
the other documents used to verify the successful candidate’s identity, right to work and
required qualifications should be kept for the personnel file.

Individuals who have lived or worked outside the UK

Individual who have lived or worked outside the UK must undergo the same checks as all other staff
and the school will make any further checks they think are appropriate so that any relevant events
that have occurred outside the UK can be considered.

Advice on the criminal record information which may be obtained from overseas police forces,
published by the Home Office is on GOV.UK. Guidance on the employment of overseas-trained
teachers has been issued by the Department of Education and includes the requirements for
overseas-trained teachers from the European Economic Area to teach in England and the award of
qualified teacher status for teachers qualified in Australia, Canada, New Zealand and the USA

Agency and third party Staff

The school will obtain written notification from any agency, or third party organisation that the
checks on an individual who will be working at the school has been carried out. This will include a
barred list check prior to appointing any individual. A check will also be made that the person
presenting themselves for work is the same person on whom the checks have been made.
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Trainee/Student Teachers

Where applicants for initial teacher training are salaried by the school, the school will ensure that all
necessary checks are carried out. As trainee teachers can undertake regulated activity, sometimes
unsupervised, an enhanced DBS certificate and barred list check must be obtained. Where trainee
teachers are fee-funded, it is the responsibility of the initial teacher training provider to carry out the
necessary checks.

Existing Staff

If the school has any concerns about an existing staff member’s suitability to work with children, it
will carry out all relevant checks as if the person were a new member of staff. If a person working at
the school moves from a post that was not regulated activity into work that is regulated activity, the
relevant checks for the regulated activity will be carried out.

Schools have a legal duty to refer to the DBS anyone who has harmed or poses a risk of harm to a
child, or if there is reason to believe the member of staff has committed one of a number of listed
offences, and who has been removed from working (paid or unpaid) in regulated activity, or would
have been removed had they not left. The DBS will consider whether to bar the person. Referrals will
be made as soon as possible after the resignation or removal of the individual.

Where a teacher’s employer, including an agency, ceases to use the services of a teacher because of
serious misconduct, or would have dismissed them had they not left first, they must consider
whether to refer the case to the Secretary of State, as required by sections 141D and 141E of the
Education Act 2002. The Secretary of State may investigate the case, and if he/she finds there is a
case to answer, must then decide whether to make a prohibition order in respect of that person.

School Governors

Governors in maintained schools are required to have an enhanced criminal

records certificate from the DBS. It is the responsibility of the governing body to apply for the
certificate for any of their governors who do not already have one. Governance is not a regulated
activity and so governors do not need a barred list check unless, in addition to their governance
duties, they also engage in regulated activity. Schools should also carry out a section 128 check for
school governors, because a person subject to one is disqualified from being a governor. Using the
free Employer Secure Access sign-in portal via the Teaching Regulation Agency’s (TRA) Teacher
Services’ web page, schools can easily check if a person they propose to recruit as a governor is
barred as a result of being subject to a section 128 direction.

Associate members are appointed by the governing body to serve on one or more governing body
committees. The School Governance (Constitution and Federations) (England) (Amendment)
Regulations 2016 made enhanced DBS checks mandatory for maintained school governors but not
associate members.

Contractors

The school follows the same procedures as used for Agency Staff for contractors to ensure the
contractor, or any employee of the contractor, working at the school has been subject to the
appropriate level of DBS check. If no such check has been undertaken, the contractor or contractors’
employees’ should be supervised if they will have contact with children.

If a contractor is self-employed, the school will obtain a DBS check and will always check the identity
of contractors and their staff on arrival at school.
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Visitors

The school does not have the power to request DBS checks and barred list checks, or ask to see DBS
certificates, for visitors (e.g. childrens’ relatives or other visitors attending a sports day). The head
teacher will use his/her professional judgement about the need to escort or supervise visitors.

Induction
All staff who are new to the school will receive induction training. This will include the school’s
safeguarding policies and guidance on safe working practices.

See related policies
Safeguarding policy
Volunteering Policy
Whistleblowing Policy
Online Safety policy
Acceptable Use Policy
Social Media Policy
Staff Code of Conduct
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