
SAFE RECRUITMENT POLICY AND PROCEDURES

This document will be included in the information provided to all job applicants (except for Headship, all appointments have been delegated to the Headteacher).
Planning

· When a post is vacant a job description and person specification will be drawn up by the Headteacher or by other senior staff with relevant knowledge of the post. Governors will be responsible for this in the case of a Headteacher vacancy.) These will be made available to all potential applicants. 
· The job advert will state that the school is committed to promoting the safety and welfare of pupils and that successful applicants will be DBS checked - offers of employment being conditional on a successful check. 

· The school will use the Local Authority's standard application forms which meet the requirements of safer recruitment guidance and equal opportunity legislation e.g. requests for references/teachers' DfES number etc. Candidates must complete all relevant sections of the form. Candidates are also advised to submit a typed letter of application or use the Personal Statement section of the form detailing how they think their experience, qualifications and personal characteristics would fit them for the post as defined in the job description and person specifications.

· Applicants will be advised to access this document, an application form, a personnel specification and job description via the website on which the post has been advertised.
Shortlisting
· To be carried out by at least two people, both of whom should normally be on the interview panel. At least one of these should have successfully completed Safer Recruitment training. Governors may also be involved in the shortlisting / interview process. During shortlisting any discrepancies/anomalies/gaps in employment should be identified and then explored in interview if the applicant is shortlisted.

· Two references will be sought for shortlisted candidates - one of which will be from the current employer (if relevant), unless specifically requested by a candidate that the current employer is not approached at this stage. At interview they will be asked to give their reasons for not including their current employer in their list of referees. (Any appointment will be subject to two satisfactory references, including one from the current employer (if relevant).

· Referees will be sent the job description and personnel specification. References will seek the following information and will be cross referenced to the job description and person specifications: 

1. How long and in what capacity the referee has known the candidate.

2. Applicants suitability with respect to skills and abilities for appointment.

3. Effectiveness of the applicants working relationships with other people (e.g. young people, colleagues, parents and governors).
4. Satisfaction that the applicant is suitable to work with children.

5. If the applicant has been subject to any capability proceedings.
6. Applicants punctuality and reliability.
Any other information they think is relevant to the post.

· Shortlisted candidates will be informed of the date and time of interview, details of expenses they can claim, any arrangements for looking round the school, who they will be interviewed by, and the format of any interviews or activities they will be asked to participate in. They will be asked to bring proof of identity, their eligibility to work in the UK (if applicable), DBS clearance if already held (although successful applicants may need to have a new DBS clearance), and certificates for all qualifications they listed on their application form. Teacher applicants should bring proof of their DfES number/QTS.

Interviews

· At least two people will interview who have taken relevant training and/or who understand the protocols and procedures of undertaking recruitment interviews. Normally, all interviewers will have been involved in shortlisting. The interview panel, with the exception of Headteacher and Deputy Head appointments, should have the power to appoint.

· Interview questions should be agreed by all interviewers prior to interview and should seek to ascertain the candidates' suitability to fulfil the job description and personnel specifications - particular note being taken of their suitability to work with children.

· Although all candidates should be asked the same core questions, there may be candidate specific questions to help clarify any discrepancies/anomalies/gaps in employment or candidate specific issues from the application forms and letter of application.

· Before interview candidates should show proof of identity and eligibility to work in the UK, DBS clearance if already held, certificates of qualifications held, (QTS / DfES number if a teacher.) The successful applicant will be required to provide school with originals of these for us to copy and retain on file.

· All candidates will be made aware during interview that any job offer is subject to an enhanced DBS disclosure clearance and a medical check if new to the Local Authority.

· The panel will make a decision and the successful applicant will be conditionally offered the post. Their appointment is subject to the successful completion of all pre-appointment checks and receipt of an appropriate DBS clearance.

There will be a probationary period for support staff.
The school office will arrange DBS checks. In a situation where a DBS check is not completed before the person takes up their appointment, the school will ask the L.A. to do a ‘Barred List’ check, and the member of staff will be supervised at all times. In any doubtful situation the person will not be allowed to take up the post until a full DBS clearance is completed.

· All new staff will have a mentor appointed by the Headteacher who will follow the school's mentoring and induction scheme which ensures that new staff understand basic school procedures and policies - including the Child Protection and Health and Safety Policies. Classroom staff will normally receive Team Teach Positive Handling and Level 1 Safeguarding training at the earliest available opportunity. 

Supply Staff and Volunteers
Supply staff will either be recruited from agencies who DBS clear them or will be asked for their DBS certificate before being employed if employed directly.

Volunteers (who are not already existing school staff) will be required to complete an application form, provide references and be DBS cleared before being allowed to work in the classes. School policy is that volunteers must never be left unsupervised with any pupils. 
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