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SAFER RECRUITMENT POLICY

Other relevant policies and documents:

· Local Authority’s Guidance for Schools Personnel Volume 1 Section 4A
· Safeguarding
· Freedom of Information Publication Scheme
· Performance Management
· Race Equality
· Self Evaluation
· Staffing Structure
1. Rationale

This policy is needed to ensure that the school appoints the very best people to posts in the school and that safe recruitment practices are rigorously enforced.  It reflects Brymore School’s commitment to safeguarding and promoting the welfare of children in respect of the recruitment procedures used to appoint all staff and volunteers.
2. Purposes

2.1. To ensure all those employed at Brymore School are suitable individuals to work with children and young people.
2.2. To ensure all those employed at Brymore School are the best qualified and experienced to work with children and young people.
2.3. To ensure all those employed at Brymore School share the school’s ethos, values, ways of working and aspirations for its pupils and the community it serves.
2.4. To meet the requirements of the safeguarding agenda and protect both pupils and employers within the establishment.
2.5. To meet government recommendations for appropriate training especially for safe staff recruitment.
2.6. To ensure all employees understand the requirements within safeguarding and their role.

3. Guidelines for implementation


3.1. Identification of the need for an appointment

Posts required at the school are shown in the school’s staffing structure.  The need for certain posts will be assessed as appropriate e.g. when a member of staff leaves; when the budget is under review.

3.2. Advertisements and post details

Once the need for an appointment has been identified the school will proceed to advertise internally, locally and nationally as appropriate.  Advertisements will carry information about the school and the post.  Potential candidates who request details will be sent candidate information pack which will contain the following:

· A brief letter from the Head.  This will include details of how to apply for the post (e.g. what is required in a letter) and the closing date.

· Details of the post

· A job description and person specification

· Information about the school

· An application form

All literature pertaining to posts will contain this statement of commitment to safeguarding children and young people:

“Brymore School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An enhanced Criminal Records Bureau Certificate is required for this post prior to commencement.”

Literature that will contain this statement includes:

· Advertisements

· Publicity materials

· The school website recruitment section

· Candidate information pack

· Job description and person specification

· Invitation to interview letter
To ensure a common set of data is received applications will only be accepted on Brymore School’s official application form.
3.3. Applications and short listing

An appointment team will be established at this stage which will usually consist of:

· The Head teacher or other senior member of staff

· The appropriate line manager

· A governor 

· Other relevant staff e.g. for LSA’s the SENCO.

All interviews panels will contain at least one person who has successfully passed Safer Recruitment in Education.
Somerset County Council personnel guidelines set out in more detail how the selection process applies to deputy and head teacher posts. (See LA – Guidance for Schools)
Applications can be made electronically or as a hard copy. If made electronically the applicant will be required to sign a copy of the application form when attending interview.
Once the closing date has passed the appointment team will shortlist the candidates and invite them for interview, explaining what they need to do in preparation.  This will include bringing appropriate documentation so that a criminal record bureau check can be initiated for the successful candidate.
All applications will be scrutinised for the following:

· full and proper completion

· information provided is consistent and does not contain any discrepancies

· gaps in employment are noted for further investigation at interview

· necessary qualifications have been obtained

· applications should be assessed equally against the criteria in the person specification

· references will be taken up for any candidates selected for interview, two references must be provided, one of which must be the candidate’s present employer (or last employer if not currently employed)
3.4. Selection procedures

Standard letter (See Appendix 1) will be sent to applicants invited for interview.  Interviews will normally take place over the course of a day – more if it is for a senior post.  The day will normally start with a welcome and introduction by the Head and a tour of the school with pupils.  Candidates also will need the opportunity to find out about the post and the team they will be working with.

A variety of selection procedures will be used, for example:

· Critical incident interviews. Candidates are asked to talk about particular events or developments in their career.  This can be a useful way of analysing a candidate’s motives and ways of working.

· Student interview panel.  Candidates are quizzed by pupils.  This allows pupils to provide feedback to the final panel and it often provides a fascinating and very useful insight into how candidates communicate with pupils.  Pupils very often provide interesting and perceptive feedback which adds much to the selection procedure.  A member of staff will observe this panel to provide pupils with guidance and support.

· Teaching a lesson. This provides very important information especially about how well the candidates plan lessons, how they interact with pupils and how well they teach.  This does need careful planning and pupils need to be told in advance what they are doing and why.  Where it is not practical for a lesson to take place, something as simple as a discussion between the candidate and a group of pupils can provide useful insights.

· In-tray exercises.  These show how effectively candidates can organise their work and communicate in writing.  Time needs to be set aside later in the day for their work to be scrutinised.

· Group exercise.  A structured discussion with other candidates to assess team working and negotiation skills.

· The final interview will take place later in the day and will involve the key members of the appointment team.  The final interview panel will receive feedback from each of the various selection activities that have taken place and then proceed to agree questions for the final interview.

Questions and tasks for all these activities need to have been worked out in advance.  All candidates must be given the same questions and tasks to do although it is entirely appropriate to ask candidates about issues arising from their initial application and from other selection methods used on the day.
The questions will include those required to examine the candidate’s attitude towards working with children and young people (See Appendix 2 for examples of questions)
3.5. References

References will be requested from both of the referees nominated by the candidate, one of which must be an up to date employer referee. The school will request a written reference to include information about:

· The candidate’s suitability for the post

· Attendance, health and punctuality

· Whether the candidate has passed the pay threshold for teachers (where appropriate)

· Whether there are any outstanding disciplinary issues

· Whether there are any reasons why the candidate should not work with children and young people

· Whether the referee recommends them for the post – without reservation, with reservation or not at all

Standard reference request letter (Appendix 3) will be used and reference request form (Appendix 4).

As the successful candidate will be working alongside children one of the referees must be the current/most recent employer/line manager unless the candidate is seeking their first employment

References will be read before the interview so that any issues arising can be investigated during the interview.
References must be verbally checked and verified 
3.6. The appointment

Taking all the evidence gathered the panel makes its choice.  The successful candidate is made a verbal offer of the post.  If they accept then they are sent a formal offer which states that their appointment is subject satisfactory references and satisfactory medical and CRB disclosure checks. 
The unsuccessful candidates are informed and offered a de-brief on their performance.
3.7. Safeguarding procedures on the interview day:

· During the day, the following checks will be made and copies of documentation taken:
1. Proof of identity (Passport or photocard driving licence)
2. Academic qualifications (DfE reference number, degree, QTS certificate, exam certificates)
3. A criminal record bureau check will be initiated for the successful candidate – all candidates will be asked to bring the appropriate documentation for this 
· Birth certificate
· Passport or Photo card driving licence and paper counterpart
· Bank, credit card statement or utility bill less than 3 months old showing current address 
· Evidence of any name change, e.g marriage certificate
· The candidate will also be asked in the interview to explain any gaps in employment or time on the application form. This will annotated on the application form.
· All interviews panels will contain at least one person who has successfully passed Safer Recruitment in Education.

3.8. After the appointment

The successful candidate is sent a formal offer of the post (Standard Letter – Appendix 5) to which they must respond in writing.  A contract will be issued in due course.

An induction programme is compiled by the relevant member of staff which will include safeguarding and child protection training.  This will ensure the appointee understands the school’s safeguarding procedures.  Further training will be provided where gaps have been identified.
All relevant checks carried out for staff will be recorded on the School’s single record of employment see below
4. Monitoring, evaluation and review

Appendix 6 is a checklist to record and ensure all the relevant safeguarding procedures have been followed.

The school will evaluate its appointment procedures each year and make appropriate revisions.  This will include asking people involved in selection procedures - staff, pupils, governors and candidates - how they can be improved.

5.  Responsibilities

· The Head teacher – oversight of the policy and its implementation
· Governor for appointments – to ensure the correct procedures have been used
· Business Manager– to collect documentation for CRB check, ensure and record that all relevant checks have been carried out in accordance with this policy.
6. Single Central Record of Employment

In addition to the various staff records which are kept as part of normal business, schools must also keep and maintain a single central record of recruitment and vetting checks. Brymore School has a single central record of employment and this is kept in the Business Manager’s office.

The record must include all staff who are employed to work at the school, all supply staff who work at the school whether employed directly by the school, local authority or through an agency.  The record must also cover volunteers and governors and people brought into school to provide additional teaching or instruction.
The central record must indicate whether or not the following have been completed: 

• Identity checks; 

• Qualification checks for any qualifications legally required for the job eg those posts where a person must have QTS, NPQH
• Checks of right to work in the United Kingdom
• List 99 checks; 
• CRB Enhanced Disclosure 
• The record must also show the date on which each check was completed or the relevant certificate obtained, and who carried out the check. 

7. Supply Staff
It is important that thorough checks are made on anybody who will be working in the school.  The same range of checks which are required for school staff are also required for supply staff, including those employed via employment agencies.

Where supply staff are employed directly by the school the same checks will be carried out as for other employed staff.  The checks that are carried out must be recorded on the single central record of employment.

Before taking on a member of supply staff provided by a supply agency, the school must obtain written confirmation from the agency that the checks the school is required to carry out for its own employees have been undertaken by the agency.
In relation to CRB Disclosures the written notification from the agency must confirm that relevant CRB Disclosure has been received and whether it included any disclosed information. Where there is disclosed information, the school must obtain a copy of the CRB Disclosure from the agency before the individual starts work. The school must require the supply agency to provide the written notifications and copies of CRB Disclosures where appropriate through the contract or other arrangements which it makes with the supply agency. The school must record whether it has received confirmation of relevant checks from the supply agency (and copies of CRB Disclosures where appropriate) on the single central record.
Supply staff new to the school will receive a copy of the school’s code of conduct for staff and child protection procedures within their induction pack.
APPENDIX 1
Standard Letter inviting for Interview

Ref:

Name 
Address

Date

Dear

Further to your recent application for the post of                                    I am happy to invite you to attend for interview on 

During the interview you will be required to carry out         details of which are included with this letter.
Brymore School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An enhanced Criminal Records Bureau Certificate is required for this post prior to commencement
Please bring with you the following original documents for the ‘Disclosure’ process, these will be photocopied and only used if you are appointed
· Birth certificate

· Passport or photo driving licence with counterpart in your current name  and address

· Marriage certificate or proof of any change of name

· Proof of current address, e.g. bank statement or utility bill dated within the last three months

· Proof of qualifications, e.g. certificates of QTS, degree
Please can you confirm that you will be attending the interview and I look forward to seeing you on the day.
Yours sincerely

Headteacher

APPENDIX 2
Example Questions for Interview that examine candidates attitudes towards working with children and young people.

1) What attracted you to teaching/this post/at this school?

2) How do you think your childhood may have influenced your practice with students?

3) What motivates you to work with young people?

4) What personal values are embedded in your approach to children?

5) Tell us about your interests outside of work?

6) What do you think are the professional challenges facing teaching today?

7) Give examples of where you have had to deal with bullying behaviour between students.  What did you do/What made it successful?  How could you have done better?

8) Young people can develop ‘crushes’.  How have you dealt/would you deal with this?

9) What have you done/would you do if you were concerned about a colleagues behaviour towards children?

10) Give an example of how you have managed poor student behaviour?

11) Give an example of when you have had to respond to challenging behaviour.  How did it affect you emotionally?  How did you cope with the aftermath?

12) When do you think it is appropriate to physically intervene in a situation involving young people?

13) What have you done/what would you do if someone disclosed their concerns about possible abuse but asked you to keep the information confidential?

14) What have you done/what would you do if a child tells you that he was assaulted by one of your colleagues, but doesn’t want to take it any further?

15) A third party child/young person tells you of an incident that appears to be sexually abusive, between two other children/young people.  How would you handle this?

16) What makes a school safe and caring?

17) What policies are important to support a safe environment?

18) How have you (would you) personally support the school’s safeguarding policies and practices?

19) What are staff’s (your personal) responsibilities in protecting children?

20) How do define an appropriate teacher (school secretary/teaching assistant)/pupil relationship?

21) Give us an example of when you have refused to compromise your values within a work context?  Tell us about an occasion when you have been prepared to modify your personal values?

22) Give an example of what you would consider to be appropriate and inappropriate behaviour?
APPENDIX 3
Reference request letters
PRIVATE AND CONFIDENTIAL

Referee Name and Address
Dear Referee Name

RE: (Applicant Name)
The above named has applied for a position with us and has given your name as a referee.  Brief details of the appointment are enclosed and I should be grateful if you would kindly complete the attached questionnaire.  Please give your frank opinion on the applicant’s suitability for the post.  Referees are reminded that they have a responsibility to ensure that the reference is accurate and does not contain any material misstatement or omission.

Some of the questions are relevant only to the current or former employers of the applicant.  Please ignore those aspects that are not relevant to your relationship with the applicant and mark those questions as “not applicable”.

This school is committed to safeguarding and promoting the welfare of children and young people and vulnerable adults and expects all staff to share this commitment.  Our recruitment and selection processes relating to references are rigorous and comply with national and local guidance.

If reference has been e-mailed please e-mail your response to me in the first instance by date of reply.  The completed reference should, however, also be printed and signed and returned to me as soon as possible.

If reference has been posted I enclose a pre-paid envelope for your use when replying and request a reply by date of reply.

All replies will be treated in strict confidence and in accordance with the Data Protection Act 1998.  With the exception of the relevant factual content of the reference, which may be discussed with the applicant at interview, details of the reference will not be disclosed to the applicant unless you give your consent by ticking the box in the Declaration section at the end of the questionnaire.

Please also enclose a signed compliment slip or business card or insert your organisation stamp where indicated on the form.
If, due to company policy, you are unable to use our standard proforma, please ensure you quote the “My Reference” number stated at the top of this letter, on your correspondence.

Thank you in advance for your help and co-operation.

Yours sincerely

Teaching Appointments Only
CONFIDENTIAL 

(Referee’s Name and Address)

Dear (Referee’s Name)

Applicant’s Name:
Name of Applicant
Post Applied For:
Post

The above-named person has applied to us for the post of                            and has given your name as a referee.  I should be grateful if you would complete the enclosed reference questionnaire and return it to me.  Brief details of the post and the Person Specification are enclosed.

In completing the questionnaire, please grade your responses on the applicant’s suitability for the post, making reference to the strengths and weaknesses which justify your grading.  Guidance on the grading is included in the questionnaire and the person specification identifies the core skills and competencies required.

If you feel that this applicant cannot be recommended without reservation please provide specific details of your reservation following the guidance in the appropriate section of the questionnaire.  Referees are reminded that they have a responsibility to ensure that the reference is accurate and does not contain any material misstatement or omission.

Some of the questions are relevant only to the current or former employers of the applicant.  Please ignore those aspects that are not relevant to your relationship with the applicant and mark those questions as “not applicable”.

The information you supply will be treated in the strictest confidence and in accordance with the Data Protection Act 1998.  With the exception of the relevant factual content of the reference, which may be disclosed to the applicant at interview, details of the reference will therefore not be disclosed to the applicant unless you give your consent in the Declaration section at the end of the questionnaire.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Our recruitment and selection processes relating to references are rigorous and comply with national and local guidance regarding child protection policy and procedures.

If this reference request has been e-mailed to you please e-mail your response to me in the first instance by 

(date of reply).  The completed reference should, however, also be printed, signed and returned to me as soon as possible.

Your co-operation in the provision of the reference is greatly appreciated and may I thank you in advance of your reply for your help.

In the interests of economy, you reply will not be acknowledged.

Yours sincerely

APPENDIX 4
Reference Request Form – Strictly Confidential

Name of Applicant:   Applicant Name        Interview Date:
Date of Interview

Name and ref no of post applied for:
Job Title       Job ref

A.
Employment details (This may be discussed with the applicant).

1.
Dates of Employment/Course:
From: Start Date



To:     End Date


Can you confirm that these dates of employment are correct Yes 
No 

2.
If no, please give correct dates: 

3.
Job title/role and key duties/responsibilities:



 4.
Please confirm how many days sickness/absence the individual had in the last two years of employment and on how many occasions:


Days 
                     Occasions 








5.
Has the applicant been subject to a disciplinary sanction which is current?  (Where available, please check with your HR department that this information is still appropriate/not “spent” before responding).  


Yes                        No 


If Yes, please give details of reasons and actions taken:








6.
Has the applicant been subject to a disciplinary procedure involving issues related to the safety and welfare of young people, including any in which the disciplinary sanction has expired?


Yes                        No 


If Yes, please give details of reasons and actions taken:






7.
Have there been any allegations or concerns that have been raised about the applicant which relate to the safety and welfare of children or young people or behaviour towards children or young people?


Yes                        No 


If Yes, please give details of reasons and actions taken eg whether the allegations or concerns were investigated, the conclusion reached and how the matter was resolved.






8.
If applicable please give reasons for the applicant leaving your employment (this is particularly important if you are a children’s services or vulnerable adults services provider):






9.
For posts working with children/vulnerable adults.  Please give details of any allegations or concerns that have been raised that relate to the safety and welfare of children/vulnerable adults and the outcomes of those concerns:






B.
Performance at work (This will only be discussed with the applicant if authorised by you – See Declaration).


Please rate the applicant by ticking the appropriate box.  All boxes should be completed:






Not relevant
Poor
 Satisfactory
Good
Excellent


 




Written communication

Verbal communication

Ability to meet deadlines

Organisational ability

Time-keeping/Attendance

Reliability

Understanding of equalities and diversity

Honesty and integrity

Professionalism

Willingness to take on responsibility

Self-motivation

Performance as part of a team

Willingness to develop in role

Adaptability to change

Perseverance/Commitment

Relationships with colleagues

Relationships with managers

Relationships with clients/public

Managing/supervision of team

Overall performance


Please comment on areas which you have rated as poor:




Use this space to add any comments you deem relevant to the applicant’s suitability or otherwise for this post.  Please take into account the confidential nature of work involved and any potential risks (where applicable) to children/vulnerable adults.  You may continue on a separate page and attach if you wish.




Would you re-employ the applicant to a suitable vacancy arose?       Yes        No 

Where relevant, are you completely satisfied that the applicant is suitable to work with children/vulnerable adults?      Yes               No                Not applicable 

C.
Declaration
I declare that all of the information supplied presents a true and accurate record of the above-named individual’s performance with our organisation.
I do not wish the information in Section B to be disclosed to the applicant.

I have no objections to any of the information being disclosed to the applicant.

NB: If you are a Head in a Somerset Maintained School or an SCC manager providing a reference for an internal applicant then the individual may have access to this reference if they request it.

Signed: 

Print Name:

Date: 

Name and address of organisation: 

Telephone contact number: 

Organisation Stamp

Thank you for your help and co-operation on completing this reference

For office use only:

If you have used this as a verbal reference form or are verifying a written reference please sign and date:

Print Name: ………………………………………. Signature: ……………………………… Date: - -/- -/- -

Verbal reference taken            Verbal verification of reference 

APPENDIX 5
Standard Letter Offer

Ref:

Name 

Address

Date

Dear

Further to your interview I am delighted to confirm your appointment to the post of                                    as from         

This offer and your appointment is subject to satisfactory references, medical and disclosure clearances.

Please can you complete the enclosed forms and return as soon as possible.  

The salary is £        which is based on grade .  This is a permanent/fixed term post. 

May I take this opportunity to congratulate you and I look forward to working with you..

Please can you confirm in writing your acceptance of this offer. 

Yours sincerely

Headteacher

APPENDIX 6
RECRUITMENT CHECKLIST
	POST:


	Activity/Step


	Responsibility
	Completed

	Pre-Interview Planning

	Job description  (Clearly states)


	Main duties and responsibilities of post
	Headteacher
	

	The school’s statement of commitment to safeguarding children and young people 
	Headteacher
	

	Person Specification (Clearly states)

	Qualifications/experience and other requirements for the role
	Headteacher
	

	Competencies/qualities the applicant should be able to demonstrate
	Headteacher
	

	How the above will be tested/assessed during the selection process
	Headteacher
	

	Advertising



	Advert contains  safeguarding statement and reference to CRB checks
	Headteacher
	

	Post openly advertised or reasons recorded if not
	Headteacher
	

	Applicant Information Pack
Contains:

	Application Form
	Headteacher
	

	Job description and person specification
	Headteacher
	

	Letter to applicant including safeguarding statement
	Headteacher
	

	Scrutinising Applications and Shortlisting

	Candidates assessed equally against person specification
	Chair of interview panel
	

	Notes made for exploration at interview of any anomalies, gaps in employment
	Chair of interview panel
	

	Letter to shortlisted candidates contains:

· safeguarding statement

· documents needed for identity check and disclosure check


	Headteacher
	

	References



	Request two references  from referees as application form

Pro forma to be used
	Headteacher
	

	First reference to be from current or most recent employer
	Headteacher
	

	References checked for discrepancies or issues of concern 


	Headteacher
	

	Activity/Step


	Responsibility
	Completed

	Interview

	Invitation letter contains information regarding:

· safeguarding statement

· documents required  for identity check

· documents required for CRB check
· original professional certificates and qualifications required
	Headteacher
	

	Interview Panel 

	Membership of panel documented
	Chair of interview panel
	

	At least one member trained in Safer Recruitment
	Chair of interview panel
	

	Agrees set of questions relating to job requirements
	Chair of interview panel
	

	Interview conducted face to face
	Chair of interview panel
	

	Gaps in employment history explored
	Chair of interview panel
	

	Recruitment Decision

	Issue verbal offer of employment to the candidate who best demonstrated their suitability for the role, subject to checks
	Chair of interview panel
	

	Letter to successful candidate formally offering post
	Headteacher
	

	PRE-EMPLOYMENT CHECKS

Documentation to be retained on personnel file

	CRB check
	Office Manager
	

	Qualifications
	Office Manager
	

	Reference 1 (Must be from current or last employer)
	Office Manager
	

	Reference 2
	Office Manager
	

	Reference 1 verified
	Office Manager
	

	Reference 2 verified
	Office Manager
	

	Medical form completed
	Office Manager
	

	Pre-employment medical required
	Office Manager
	

	Satisfactory Pre-employment Medical check received
	Office Manager
	

	Application Form
	Office Manager
	

	Interview notes
	Office Manager
	

	Job description
	Office Manager
	

	Person specification
	Office Manager
	

	Appointed:                                                                                              

	Date:

	RECORDED ON SINGLE CENTRAL RECORD

	Identity Check
	Office Manager
	

	List 99
	Office Manager
	

	CRB
	Office Manager
	

	Qualifications
	Office Manager
	

	Right to work in UK
	Office Manager
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