
	
1.	 INTRODUCTION	

1.1	 At	 Newbold	 and	 Tredington	 C	 of	 E	 Primary	 School	 we	 are	 commi<ed	 to	 safeguarding	 and	
promo@ng	the	welfare	of	all	children	and	we	believe	we	have	a	duty	to	ensure	safe	recruitment	of	
school	personnel	and	volunteer	helpers	to	this	school.		

1.2	We	 wish	 to	 appoint	 the	 most	 suitable	 person	 for	 each	 vacant	 posi@on	 regardless	 of	 age	 or	
perceived	age,	marital	status,	sex,	racial	or	ethnic	background,	religion	or	belief,	sexual	orienta@on	
or	disability.	Also,	we	will	take	no	account	of	an	applicant’s	membership	or	non	membership	of	a	
trade	 union.	 The	 appointment	 of	 all	 employees	 at	 the	 school	 will	 be	 made	 on	 merit	 and	 in	
accordance	with	the	provisions	of	Employment	Law,	the	Educa@on	Act	2002,	the	School	 	Staffing			
(England)	 	Regula@ons	 	2003	 	and	 	 	 the	 	 statutory	 	 	guidance,	Safeguarding	Children	and	Safer	
Recruitment	in	Educa@on	SeOngs	and	the	schools	equal	opportuni@es	policy.	

1.3	We	intend	to	deter,	iden@fy	and	reject	prospec@ve	applicants	who	are	unsuitable	to	work	with	
children.	Exis@ng	employees,	employees	on	fixed	or	temporary	contracts	will	be	invited	to	apply.		

1.4	We	believe	our	recruitment	and	selec@on	process	 is	systema@c,	efficient,	effec@ve	and	fair.	All	
applicants	must	declare	spent	and	unspent	convic@ons,	cau@ons	and	bind-overs,	 including	 those	
regarded	 as	 spent.	 Applicants	 are	 also	 subject	 to	 the	 relevant	 checks	 with	 the	 Disclosure	 and	
Barring	Service	as	all	posts	are	exempt	from	the	Rehabilita@on	of	Offenders	Act	1974.		

1.5	We	wish	 to	work	 closely	with	 the	School	Council	 and	 to	hear	 their	 views	and	opinions	as	we	
acknowledge	and	support	Ar@cle	12	of	the	United	Na@ons	Conven@on	on	the	Rights	of	the	Child	
that	children	should	be	encouraged	to	form	and	to	express	their	views.		

1.6	The	procedure	 for	 the	appointment	of	 the	Head	teacher	or	Deputy	or	Assistant	Head	teacher	
differs	from	that	of	other	staff.	The	procedure	is	in	Appendix	1.	

Aims	of	policy		

• To	ensure	the	prac@ce	of	safe	recruitment	of	school	personnel	and	volunteer	helpers.		

• To	ensure	that	a	fair	and	legal	recruitment	procedure	is	in	place.		
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• To	work	with	other	schools	to	share	good	prac@ce	in	order	to	improve	this	policy.		

2.	DELEGATION	OF	APPOINTMENTS	

2.1		The	Governing	Body	delegates	all	support	staff	appointments	and	all	teaching	appointments	below	
the	level	Assistant	Head/Deputy	Head	to	the	Head	teacher.	The	Head	teacher	is	expected	to	involve	at	
least	one	member	of	the	Governing	Body	in	all	appointments,	except	where	indicated	in	2.4	below,	and	
governors	 who	 wish	 to	 be	 considered	 for	 involvement	 will	 be	 expected	 to	 undertake	 recruitment	
selec@on	 training,	 including	 “Safer	 Recruitment”	 training,	 at	 the	 earliest	 opportunity.	 	 It	 is	 a	
requirement	 that	 at	 least	 one	member	of	 the	 interview	panel	 has	 completed	 the	 Safer	Recruitment	
training	successfully	prior	 to	the	start	of	 the	recruitment	process,	 in	accordance	with	the	DCSF	Safer	
Recruitment	Training.	

2.2	No	governor	is	to	be	excluded	from	being	involved	in	staff	appointments	unless	there	is	a	conflict	
between	the	interests	of	the	governor	and	the	interests	of	the	governing	body.	

2.3	A	selec@on	panel	will	be	drawn	from	all	governors	who	have	undertaken	recruitment	training	and	
who	have	advised	the	Clerk	to	the	Governors	of	his/her	wish	to	be	involved	in	staff	appointments	as	
required	by	the	Head	teacher.	

2.4	The	Head	teacher	may	appoint	alone	but	only	for	the	following	categories	of	staff:		supply	teachers,	
mid-day	supervisors	and	cleaning	staff	

2.5	The	Head	teacher	may	not	delegate	the	final	decision	of	appointment	to	any	other	senior	manager	
or	governor.	

2.6	Where	 a	 candidate	 is	 known	 personally	 to	 a	member	 of	 the	 selec@on	 panel	 it	 will	 be	 declared	
before	short	lis@ng	takes	place.		It	may	then	be	necessary	to	change	the	selec@on	panel	to	ensure	that	
there	is	no	conflict	of	interest	and	that	equal	opportuni@es	principles	are	adhered	to.	

3.	VACANCY	FOR	AN	ASSISTANT	OR	DEPUTY	HEADTEACHER	

3.1	In	the	event	that	the	Governing	Body,	in	consulta@on	with	the	Head	teacher,	decide	to	make	a	new	
appointment	of	an	Assistant	or	Deputy	Head	teacher	the	Staffing	commi<ee	of	the	Governing	Body	will	
agree	the	job	descrip@on	and	person	specifica@on	for	the	post.	

3.2	Every	vacant	post	(including	ac@ng	posts	of	one	term	or	more)	will	be	adver@sed	in	a	manner	likely	
to	bring	it	to	the	no@ce	of	persons	qualified	to	fill	the	post,	and	will	be	equally	accessible	to	both	sexes	
and	all	ethnic	groups.	

3.3	The	Governors	may	decide	to	appoint	 internally	aier	 internal	adver@sement.	 In	cases	of	 internal	
adver@sement	the	details	will	be	posted,	in	wri@ng,	on	the	staff	no@ce	board	giving	at	least	5	working	
days	for	applica@ons	to	be	made.	

4.	INFORMATION	FOR	APPLICANTS	

All	applicants	for	all	vacant	posts	adver@sed	internally	or	externally	will	be	provided	with:	-	

4.1	A	Job	Descrip@on	outlining	the	du@es	of	the	post	and	an	indica@on	of	where	the	post	fits	into	the	
organisa@onal	structure	of	the	school.	
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4.2	 	 A	 Person	 Specifica@on	 indica@ng	 the	 qualifica@ons,	 skills	 and	 types	 of	 experience	 or	 exper@se	
which	the	Governing	Body	regard	as	essen@al	or	desirable	in	rela@on	to	the	job.	

4.3	A	standard	applica@on	form,	produced	by	the	Local	Authority,	will	be	used	to	obtain	a	common	set	
of	core	data	from	all	applicants.	

4.4	Informa@on	about	the	School	and	Other	General	Informa@on:	-	

•	A	descrip@on	of	the	school	relevant	to	the	vacant	post	

•	A	statement	about	access	 to	 the	school	 for	applicants	who	may	wish	 to	 see	 it	or	who	may	
wish	to	consult	the	Head	teacher	before	making	an	applica@on	

•	a	statement	that	canvassing	any	member	of	staff,	or	member	of	the	Governing	Body,	directly	
or	indirectly,	is	prohibited	and	will	be	considered	a	disqualifica@on	

•	Reference	to	the	school's	policy	on	Equality	and	Diversity	

•	Reference	to	the	legisla@on	concerning	the	Protec@on	of	Children	

•	The	name	of	any	person	who	will	be	available	to	provide	addi@onal	informa@on	about	the	 			
post	

•	The	closing	date	for	the	receipt	of	applica@ons	

•	Salary	level	of	the	post	

5.	SHORTLISTING	

5.1	For	all	posts	outside	of	 the	 leadership	group	short	 lis@ng	will	be	 the	 responsibility	of	 the	
Head	teacher,	together	with	a	governor	or	governors	as	indicated	in	paragraph	2	of	this	policy.	

5.2	The	selec@on	panel	will	take	up	two	references	on	each	shortlisted	candidate.	For	teaching	
posts	the	references	will,	where	appropriate,	include	the	applicant’s	current	Head	teacher	or	LA	
representa@ve.		References	will	always	be	sought	and	obtained	directly	from	the	referee.	

5.3	References	shall	be	taken	up	by	the	person	delegated	to	receive	the	applica@on.	References	
are	the	"property"	of	the	selec@on	panel	and	strict	confiden@ality	will	be	observed.	References	
will	be	sought	set	against	the	requirement	of	the	job	descrip@on	and	person	specifica@on	and	
informa@on	regarding	issues	rela@ng	to	child	protec@on.		

5.4	 Short	 lis@ng	 will	 be	 based	 only	 on	 substan@al	 informa@on.	 The	 job	 descrip@on	 and	 the	
person	specifica@on	will	be	used	to	set	the	criteria	and	standards	for	inclusion	on	the	long	list	
and	for	reducing	this	to	the	shortlist	of	candidates	to	be	invited	for	interview.	

5.5	The	criteria	for	selec@on	will	be	consistently	applied	to	all	applicants.	

5.6	If	the	field	of	applicants	is	felt	to	be	weak	the	post	may	be	re-adver@sed.	

6.	INTERVIEWS	
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6.1	 	 The	 format,	 style	 and	 dura@on	 of	 the	 interviews	 are	 ma<ers	 for	 the	 Head	 teacher	 in	
consulta@on	with	governors	involved	in	the	process	to	decide	but	the	following	will	be	adhered	
to:	-	

6.1.1	Briefing:	All	candidates	will	be	given	relevant	informa@on	about	the	school	to	enable	the	
candidate	to	make	further	enquiries	about	the	adver@sed	job.	

6.1.2	The	Formal	Interview:	Before	the	interviews	the	selec@on	panel	will	agree	on	the	line	 	of	
ques@oning	to	be	followed	and	will	ensure	that	similar	ques@ons	are	put	to	each	candidate.	The	
ques@ons	asked	will	be	aimed	at	obtaining	evidence	of	how	each	candidate	meets	the	criteria	
listed	on	the	person	specifica@on	and	each	candidate	will	be	assessed	against	all	of	the	criteria	
for	the	post.	The	same	areas	of	ques@oning	will	be	covered	for	each	applicant	and	no	ques@ons	
which	 would	 discriminate	 directly	 or	 indirectly	 on	 grounds	 of	 sex,	 marital	 status,	 sexual	
orienta@on,	race,	religious	belief,	disability	or	age	will	be	asked.		

6.1.3	 In	addi@on	to	assessing	and	evalua@ng	the	applicant’s	suitability	 for	 the	par@cular	post,	
the	interview	panel	will	also	explore:	-	

•	The	candidate’s	aOtude	toward	children	and	young	people;	

•	His/her	ability	to	support	the	schools	agenda	for	safeguarding	and	promo@ng	the	welfare	of	
children;	

•	Gaps	in	the	candidate’s	employment	history;	

•	Concerns	or	discrepancies	arising	 from	the	 informa@on	provided	by	 the	candidate	and/or	a	
referee;	

•	ask	the	candidate	if	they	wish	to	declare	anything	in	light	of	the	requirement	for	a	CRB	check.	

6.1.4	Before	the	interviews	the	Head	teacher,	in	consulta@on	with	the	governors	involved	with	
the	 interview,	 will	 decide	 a	 procedure	 for	 evalua@ng	 the	 candidates	 at	 the	 end	 of	 the	
interviews.	The	notes	taken	and	documenta@on	used	in	this	evalua@on	process	will	form	part	of	
the	 formal	 record	 of	why	 candidates	were	 or	were	 not	 selected	 and	will	 be	 retained	 for	 six	
months;	aier	that	@me	they	will	be	destroyed.	

6.1.4	Before	the	interviews	the	Head	teacher,	in	consulta@on	with	the	governors	involved	in	the	
interview	will	decide	 the	structure	of	 the	 interview,	determining	which	area	each	 interviewer	
will	cover	and	the	approximate	@me	alloca@on.	

7.	CONDITIONAL	OFFER	OF	APPOINTMENT	BY	THE	SELECTION	PANEL	

7.1	The	offer	of	appointment	by	 the	selec@on	panel	 is	binding	on	both	par@es	subject	 to	 the	
following	pre-appointment	checks:	-	

•	The	receipt	of	at	least	two	sa@sfactory	references	

•	Verifica@on	of	the	candidate’s	iden@ty	

•	Verifica@on	of	eligibility	to	work	in	the	UK	

•	Verifica@on	of	the	candidate’s	medical	fitness	
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•	Verifica@on	of	qualifica@ons	

•	 Verifica@on	 of	 professional	 status	 where	 required	 e.g.	 GTC	 registra@on,	 QTS	 status	 (unless	
properly	exempt),	NPQH	

•	A	check	of	DCSF	List	99	and	a	sa@sfactory	CRB	Enhanced	Disclosure	

•	 (for	 teaching	 posts)	 verifica@on	 of	 successful	 comple@on	 of	 statutory	 induc@on	 period	
(applies	to	those	who	obtained	QTS	aier	7	May	1999)	

•	(for	non	teaching	posts)	sa@sfactory	comple@on	of	the	proba@onary	period	

7.2	The	Local	Authority’s	Human	Resources	will	liaise	with	the	School	in	order	to	follow	relevant	
CRB	 guidance	 if	 a	 Disclosure	 reveals	 informa@on	 that	 a	 candidate	 has	 not	 disclosed	 in	 the	
course	of	the	selec@on	process.	

7.3	All	checks	will	be:	-	

•	Confirmed	in	wri@ng;	

•	 documented	 and	 retained	 on	 the	 personnel	 file	 (subject	 to	 certain	 restric@ons	 on	 the	
reten@on	of	informa@on	imposed	by	CRB	regula@ons);	

•	recorded	on	the	school’s	Single	Central	Record;	

•	 followed	 up	 where	 they	 are	 unsa@sfactory	 or	 there	 are	 discrepancies	 in	 the	 informa@on	
provided	

7.4	Where:	-	

•	the	candidate	is	found	to	be	on	List	99	or	the	PcCA	List,	or	the	CRB	Disclosure	shows	s/he	has	
been	disqualified	from	working	with	children	by	a	Court;	or,	

•	An	applicant	has	provided	false	informa@on	in,	or	in	support	of,	his/her	applica@on;	or,	

•	 There	 are	 serious	 concerns	 about	 an	 applicant’s	 suitability	 to	work	with	 children;	 the	 facts	
must	be	reported	to	the	police	and/or	the	DCSF	Childrenʼs	Safeguarding	Opera@ons	Unit.	 	The	
school	will	liaise	with	Human	Resources	if	this	should	be	the	case.	

8.	POST	APPOINTMENT	INDUCTION	

8.1	There	will	be	an	induc@on	programme	for	all	staff,	governors	and	other	volunteers	newly	appointed	
to	the	school,	regardless	of	previous	experience
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