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SAFER RECRUITMENT POLICY

INTRODUCTION

The safe recruitment of staff in schoolsis the first step to safeguarding and promoting the welfare of childrenin
education. Myddelton Collegeis committed to safeguarding and promoting the welfare of all pupilsinits care. Asan
employer, the school expects all staffand volunteers to share this commitment.

Thisis a whole-School Policy and should be read in conjunction with the Safeguarding and Child Prote ction Policy,
and all other Safeguarding and Child Protection Policies and practices.

This policy documentis guided by:

ESTYN: What does safe recruitment practice mean?

‘Safe recruitment’ means thinking aboutandincludingissues to do with child protection and safeguarding and
promoting the welfare of children at every stage of the recruitment process.

It starts with the process of planningthe recruitment exercise and ensuring that the job advertisement makes
clearthe organisation’s commitment to safeguarding and promoting the welfare of children.

It requiresaconsistentand thorough process of scrutinising applicants by:
verifyingidentity and any academicorvocational qualifications,
obtaining professionaland characterreferences,
checking previous employment history,
ensuringthata candidate has the health and physical capacity forthe job,
undertaking aface-to-face interview,
undertakingany mandatory vetting and barring checks including, where appropriate,a DBS
and enhanced regulated activity check.

WELSH GOVERNMENT: ‘Keeping Learners Safe’. Guidance DocumentNo.158/2015 January 2015
Chapter 5: Safer recruitment practice

5.1 Ensuring that safeguarding and promoting the welfare of childrenis anintegral factorin human resources (HR)
managementand is central to creating safe environments for children and young people. Itis vital that schools,
Further Education (FE) colleges and other education establishments adopt recruitment and selection procedures,
and other HR management processes that help to prevent, identify and reject people who might abuse children, or
are otherwise unsuited to work with them.

5.2 Saferpractice inrecruitment means thinking aboutandincludingissues related to child protection, and
safeguarding and promoting the welfare of children, at every stage of the process. It starts with the process of
planningthe recruitment exercise and, where the postisadvertised, ensuring that the advertisement makes clear
the organisation’s commitment to safeguardingand promoting the welfare of children.

5.3 It alsorequiresaconsistentand thorough process of scrutinising applicants, verifying identity and academicor
vocational qualifications, obtaining professionaland character references, checking previous employment history
and ascertaining that a candidate has the health and physical capacity forthe job. It also requires aface-to-face
interview, as well as, where appropriate, acriminal record check or barred list check from the Disclosure and
Barring Service (DBS).




NMS (05/09/22) Standard 19 — Staff recruitmentand checks on other adults

19.1 Schools operate saferrecruitment and adopt recruitment procedures in line with the regulatory requirements
(40) and havingregardtorelevant guidance (41) issued by the Secretary of State.

(40) Part 4 of The Education (Independent School Standards) Regulations 2014 (legislation.gov.uk) and The School Staffing (England) Regulations 2009

(41) Part 3 of Keeping Children Safe in Education

In line with otherrecentlegislation, including:
The Childcare Act 2006,
The Childcare (Disqualification) Regulations 2009,
Keeping Children Safe in Education (September 2022),
Working Togetherto Safeguard Children (July 2018),
The Independent Schools Inspection Regulations (September 2021) (Part 4),
The Equality Act 2010,
Dept for Education: National Minimum Standards for Boarding Schools (05/09/22),
the School takes very seriously its duty of care forall pupils.

In orderto help safeguard and promote the welfare of all its pupils, the school is committed to athorough and
consistent Safer Recruitment Policy.

AIMS AND OBJECTIVES

The aim of the Safer Recruitment policyis to help deter, reject oridentify people who might abuse pupils, orare
otherwise unsuited to working with them, by having appropriate procedures for appointing staff.

Myddelton College has a principle of open competitioninits approach to recruitmentand will seek to recruit the
bestapplicantforthe job, recognising the particular contributions to the achievement of its educational purposes
that can be made by individuals from a wide range of backgrounds and experiences.

The recruitmentand selection processes are governed by the School’s principles of non-discrimination and is
designedtoachieve the best match between, onthe one hand, the individual’'s knowledge and skills, experience and
characterand, on the otherhand, the requirements of the vacant post, recognising the need for flexibilityto respond
to changing conditions.

The recruitmentand selection of staffwill be conducted in a professional, timely and responsive mannerandin
compliance with currentemployment legislation. The capability of the individual to perform in the position will be
the major selection criterion but the ability both to work with others and to be trained, coupled with individual
potential will be takeninto account.

Ifa member of staffinvolvedin the recruitment process has a close personal or familial relationship with an
applicant, they must declare it as soon as they are aware of the individual’s application and avoid any involvementin
the recruitmentand selection decision-making process.

The objectives of this policy are to operate this procedure consistently and thoroughly while obtaining, collating,
analysing and evaluating information from and about applicants applying for job vacancies at Myddelton College.

ROLES AND RESPONSIBILITIES
It isthe responsibility of the Governing Body to:

1. Ensure the School has effective policies and proceduresin place for recruitment of
all staff and volunteersin accordance with DFE guidance and legal requirements.

2. Monitor the School’s compliance withthem.



It isthe responsibility of the Headmaster and otherseniorleadersinvolved in recruitmentto:

1. Ensure that the School operates safe recruitment procedures and makes sure all
appropriate checks are carried out on all staff and volunteers who work at the
School.

2. Monitor contractors’ and agencies’ compliance with this document.

3. Promote welfare of children and young peopleat every stage of the procedure.
In accordance with the School Staffing Regulations, the governing body has delegated responsibility to the
Headmastertoleadinall appointments. School governors may be involved in staff appointments but the final
decision will rest with the Headmaster.

DEFINITION OF REGULATED ACTIVITY AND FREQUENCY
Regulated activity for childrenis any activity undertaken on afrequentbasisinaschool, forexample: teaching,
training, care or supervision, advice or guidance on well-being or driving avehicle with children as passengers.

Frequentis more than two daysinany period of 30 days or any frequency overnight between the hours of 02.00 and
06.00.

RECRUITMENT AND SELECTION PROCEDURE

The following will apply to the recruitment and appointment of all staff directly recruited and employed by the
School. Inthe case of agency or contract workers, the School shall obtain written confirmation from the agency or
company thatit has carried out the appropriate checks.

ADVERTISING

To ensure equality of opportunity, the School will advertise all vacant posts to encourage as wide a field of applicant
as possible; this will normally entail external advertisement.

Any advertisement will referto the skills, abilities, experience, attitude, and behaviours required for the postand
make clear the School’s commitment to safeguarding and promoting the welfare of children, and will also refer to the
need forthe successful applicantto undertakean enhanced criminal record check. In addition, it will include the
safeguarding responsibilities of the post as per the job description and personal specification, and whether the post
isexemptfrom the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013
and 2020.

All documentation relating to applicants will be treated confidentially in accordance with the General Data Protection
Regulations (GDPR).

APPLICATION

Myddelton College usesits own application form and all applicants for employment will be required to complete an
application form containing questions about theiracademicand full employment history, the reason for leaving their
currentor mostrecent postand theirsuitability forthe role (in addition all applicants are required to account forany
gaps or discrepanciesin employment history).

Candidates should be aware that all posts within the School will have some degree of responsibility for safeguarding
children. The individual job description and person specification for the post will provide specificinformation about
the extent of this responsibility and safeguarding training will be given.

The applicationformincludes the applicant’s declaration regarding convictions and working with children and makes
it clearthat the postis exemptfromthe provisions of the Rehabilitation of Offend ers Act 1974.

CVs will be accepted as an additional document to develop any information which may have notbeenincludedinthe
Application Form —which remainsthe essentialdocument.

Upfrontdisclosure of acriminal record may not debaran applicant from appointment (see Dealing with Convictions
below). Information should be submitted in a separate sealed envelope, marked confidential, addressed to the
Headmaster.



Applicants will be made aware that providing falseinformation or failure to declare any convictions (that are not
subjectto DBS filtering) may disqualify a candidate forappointment orresultin summary dismissal, and possible
referral tothe police and / or the Disclosure and Barring Service (DBS).

SHORTLISTING

Shortlisted candidates will be asked to complete and sign a hard copy self-declaration form of their criminal record or
information that would make them unsuitable to work with children priortointerview. The purpose of this self-
declarationis sothat candidates have the opportunity to share relevantinformation, which will then be discussed
and considered atinterviewand any potential concerns explored.

The School will ensure that at least two people carry out the shortlisting exercise and, where possible, the same
people will be involved inthe interview process to ensure a consistent approach.

JOB DESCRIPTIONS AND PERSON SPECIFICATIONS

The job descriptionisakey documentin the recruitment process and will be finalised priorto taking any other steps
inthe recruitment process. It will clearly and accurately set out the duties and responsibilities of the job role.

The person specificationis of equal importanceand informs the selection decision. It details the skills, experience,
abilitiesand expertisethat are requiredtodo the job. The person specification will include a specificreference to
suitability to work with children.

REFERENCES

Havingregard to the requirements of KCSIE (September 2022), a minimum of two references will be sought by the
School, one of which will be fromthe appointee’s current or most recentemployer, or educational establishment, if
currentlyinfull-time education.

One of these will also be a reference from the relevant employerfrom the last time the applicant worked with
childrenif applicable.

We will ensure that references obtained from the candidate’s current employer will be completed by aseniorperson
with appropriate authority.

In addition, if the referee is school or college based, the reference will be confirmed by the Head or Principal as
accurate in respecttodisciplinary investigations and the applicant’s suitability to work with children, including the
facts of any substantiated safeguarding allegations. All references will also be verified upon receipt to ensure the
source is legitimate.

References will be sought priortointerviewon short-listed candidates wherever possible.

In a case whereby an applicant hasindicated ontheirapplication formthat they do not wish their currentemployer
to be contacted priorto interview, this reference will be soughtimmediately afterinterviewand priorto the person’s
appointmentbeing confirmed ands/he startsinthe role.

The School will ask all referees if the candidateis suitable to work with children. If the candidate is not currently
working with children but has done so withinthe lastfive years, the School will contact the candidate’s previous
employerwhere s/he was working with children forareference.

References will always be sought and obtained directly from the referee and their purposeis to provide objective and
factual information to support appointment decisions. The School will compare any information provided by the
refereewith that provided by the candidate on the Application Form and any discrepancies oranomalieswillbe
followed up.

The School does not accept open references, testimonials or references from relatives or someone known to the
applicantsolely asafriend.

Candidates should be aware that provision of false information is an offence and could resultin the application being
rejected orsummary dismissal if the applicant has been selected, and possible referral to the police and/or DBS.



INTERVIEWS

Interviews will be face-to-face wherever possibleand the same people will see all the shortlisted applicants. The
interviewprocess will explore the applicant’s skills and experience relevant to the job description and person
specification.

Candidates will be interviewed by at least two people and at least one person conducting the interview will have
undertakensaferrecruitment training. Candidates may also be interviewed individually by anumber of colleagues.
Any anomalies or gapsthat have beenidentified together with any information concerning past disciplinary action or
allegations, cautions or convictions will be discussed and considered during the interview process in orderto satisfy
the interviewersthatthe chosenapplicant can meetthe safeguardingcriteria.

For teaching positions, pupils will be involved in the selection process in a meaningful way, mostcommonlyinthe
form of a lesson observation, which will be overseen by amember of the recruiting panel.
Applicantsinvitedtoaninterviewwill be required to bring evidence of theiridentity,address and qualifications.
Original documents only will be accepted and the School will take photocopies.

If successful and an appointmentis made, copies will be retained on the candidate’s personnel filein orderto
demonstrate compliance with the ISl regulatory requirements, Keeping Children Safe in Education, the National
Minimum Standards for Boarding Schools and UK Border Agency regulations.

Information provided to the School by unsuccessful applicants for recruitment purposes will be retained securely for
a period of two years, after which time it will be destroyed.

Information will not be shared with third parties without the express permission of the applicant. Applicants may
request thattheirinformationis destroyed earlier by contactingthe HR department.

The School will, upon request, provide feedback to those applicants who reach the interviewstage of the recruitment
process.

OFFER OF EMPLOYMENT

The appointment of all newemployees is conditional upon and subject to:

* Receipt of atleast two satisfactory references (if these have not already been received), one of which must be from
the candidate’s currentormost recentemployer;

e Verification of identityand qualifications including evidence of the right to work in the UK;;

e Asatisfactory enhanced DBS check and, if in regulated activity, acheck of the Barred List maintained by the DBS;

e Forteachingpositions, acheck thatthe candidate is not subject to a prohibition orderissued by the Secretary of
State and, for qualified teachers, verification of successful completion of statutory induction period (applies to those
who obtained QTS after 7 May 1999);

¢ Where the successful candidate has worked orbeen resident overseas from the UK for continuous period (s) of 3
months or more inthe 5 years priorto appointment, such checks and confirmations as the School may consider
appropriate so thatany relevant events that occurred outside the UK can be considered;

e Forstaff appointed to management positions after 12 August 2015, a check to determine whetherthey are subject
to a section 128 Prohibition from Management of Independent Schools direction 277. From 1 September 2018, this
also appliesto staff promoted internally to management positions.

e Satisfactory medical fitness.

A personnelfile checklist will be used to track and audit paperwork obtained in accordance with the Safer
Recruitment Training. The checklist will be retained on personnelfiles.

No one may start work until all relevantall checks are satisfactorily completed and no post confirmed until the
completion of asatisfactory probationary period, details of which can be found in the contract of employment.

DBS (Disclosure and Barring Service) Certificate (formerly known as CRB)

The School will referto the Department for Education ("DfE") document, 'Keeping Children Safein Education'and any
amended versionin carrying out the necessary required DBS checks.

Successful applicants will be required to undertake an Enhanced Level Criminal Record check with the Disclosure and
Barring Service (DBS) and the Certificate obtained priorto commencement of employment.



The DBS nolongerissues Disclosure Certificates to employers. Newemployees must bring their Certificate tothe
School Secretary’s Office before they commence work so that the details can be noted forour records.

Until the school has had sight of the original disclosure certificate, the applicant will be treated as unchecked and
subjecttothe safeguards set out below. This requirement arises from both the DBS Employer Guidance and KCSIE.
The School may allowthe candidate appointed to commence work providing the appointment is not formally
confirmedand:

e the DBS application hasbeen made inadvance;

e a satisfactory check of the barred list, plus vetting and otherrelevant checks have been completed satisfactorily;
e appropriate safeguards are in place (forexample, monitored supervision) and reviewed at least every two weeks;
e the personinquestionisinformed whatthese safeguards are, and a note is added to the Single Central Register
and evidence kept of the measures putin place.

No member of staff can have access to boarding Houses or take up employmentin boarding Houses until the School
has seen a satisfactory, enhanced DBS Certificate.

THE REHABILITATION OF OFFENDERS ACT 1974

The Rehabilitation of Offenders Act 1974 does not apply to positions thatinvolve working with, or having access to
pupils. Any unspent convictions, cautions, reprimands or warnings must be disclosed to the School. However,
amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 'protected'
and are not subjectto disclosure to employers, and cannot be takeninto account. Guidance and criteria

on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service we bsite.

DEALING WITH CONVICTIONS
The School will not unfairly discriminate against any applicant foremployment on the basis of conviction or other
detailsrevealed. The School makes appointment decisions on the basis of meritand ability.
If an applicant has a criminal record, this will not automatically bar him/herfrom employment. Instead, each case will
be decided onits meritsin accordance with the objective assessment criteriaand guidance current atthe time of
application.
The School operatesaformal procedure if a DBS Certificate is returned with details of convictions. Consideration will
be given tothe Rehabilitation of Offenders Act 1974 and the School shall consider:
¢ the nature, seriousness and relevance of the offence;
* how longago and at what age it was committed;
e whetherthe applicant has a pattern of offending behaviour;
e otherrelevantfactorstoinclude changesin circumstances and the circumstances surrounding the offence and the
explanation(s) offered by the convicted person.
A formal meeting with eitherthe Designated Safeguarding Lead will take place to establish the facts and a decision
made following this meeting.
If the postinvolves regular contact with children, itis the School's normal policy to considerita very high risk to
employ anyone who has been convicted at any time of any the following offences:

murder, manslaughter, rape, other serious sexual offences, grievous bodily harm or otherserious acts of

violence, class Adrugrelated offences, robbery, burglary, theft, deception orfraud.
If the postinvolves some driving responsibilities, itis the school's normal policy to considerita high riskto employ
anyone who has been convicted of drink driving within the lastten years.
If an applicant wishesto dispute any information containedin adisclosure, s/he can do so by contacting the DBS
direct. In cases where the applicant would otherwise be offered a position were it not for the disputed information,
the School will, where practicable and atits discretion, deferafinal decision about the appointment until the
applicant has had a reasonable opportunity to challenge the disclosure information.



RETENTION AND SECURITY OF DISCLOSURE INFORMATION
The School complies with the provisions of the DBS Code of Practice, a copy of which may be obtained onrequest [or
accessed here:

https://www.gov.uk/government/publications/dbs-code-of-practice.

PORTABILITY OF DBS CERTIFICATES

Staff may electto join the DBS Update Service if they are likely to require frequent future checks forasmall fee,
which is payable by the applicant. Applicants can register online using the application form reference number.
Alternatively, once the DBS certificate has beenreceived, they can, within 19 days of the certificate beingissued,
register with the certificate number.

PROHIBITION CHECK

Havingregard foran order made by the National College of Teaching and Leadership (NCTL) on behalfof the
Secretary of State, barring a person from carrying out “teaching work”, the School will carry out a Prohibition Check
(from April 2012) in addition to the check of the children’s barred list, DBS check and otherchecks set out in the
Independent School Standards. (‘Teaching work’ is defined as planning, preparing and delivering lessons for pupils,
which includes distance learningand learning through computer aided techniques, and assessing and reportingon
pupils’ development, attainmentand progress).

OVERSEAS CHECKS

DBS checks will be requested forapplicants with recent periods of overseas residence from the UK exceeding 3
months or more inthe last 5 yearsimmediately priorto appointment and those with little or no previous UK
residence. These applicants may also be asked to provide furtherinformation, including the equivalent of a
disclosure, if oneis available in the relevantjurisdiction(s). In addition, advice on obtaining criminal record
information from overseas police forces, published by the Home Office on GOV.UK will be followed.

The School will also have regard to Department for Education guidance on the employment of overseas-trained
teachers fromthe European EconomicAreatoteachin England, and the award of qualified teacher status for
teachers qualified in Australia, Canada, NewZealand and the US.

PROOF OF IDENTITY, RIGHT TO WORK IN THE UK & VERIFICATION OF QUALIFICATIONS AND/OR PROFESSIONAL
STATUS

All applicantsinvited to attend aninterviewat the School will be required to bring theiridentification documentation
such as passport, birth certificate, drivinglicence etc. with them as proof of identity/eligibility to work in UK in
accordance with those setout in the Immigration, Asylum and Nationality Act 2006 and DBS Code of Practice
Regulations. A birth certificate will be sought as proof of any name changes that have occurred.

In addition, applicants must be able to demonstrate that they have actually obtained any academicorvocational
gualification legally required forthe position and claimed in theirapplication form or upon request from the School .

CERTIFICATES OF SPONSORSHIP (CoS)

If an applicantisanational of a non-EEA country, a CoS and Visais likely to be required, enabling the applicant to
work in the UK. Before any offer of employmentis made, the HR departmentisto be consulted to establish whether
the school can applyfora Sponsorship Certificate.

CriteriaforissuingaCoSis:

e Thejobisina “designated shortage” occupation;

e |t passesthe Resident Labour Market Test (RLMT);

* Thejobis at NQF6 Level orabove;

e Minimum salary levels are met.



In addition, the applicant mustapply for entry clearance/leave to remain through UK Visas and Immigration and
provide personal evidence of competence in English and ongoing maintenance. The process can take up to three
months and staff must not, underany circumstances, be employed until permissionis given.

MEDICAL FITNESS

The School is aware of its duties under the Equality Act 2010. Anyone appointed to a postinvolving regular contact
with children must possess the appropriate level of physical and mentalfitness before any appointment offeris
confirmed. No job offer will be withdrawn without first consulting with the applicant, considering medical evidence
and considering reasonable adjustments.

ARRANGEMENTS FOR VISITING SPEAKERS

The Prevent statutory guidancerequires the school to have clear protocols forensuring that any visiting speakers
who might fall within the scope of the Prevent duty, whetherinvited by staff or pupils, are suitableand appropriately
supervised. Furtherinformation about the school’s protocolforvisiting speakers can be found inthe Prevent Policy.

NEW EMPLOYEE PROCESS

a. InductionProgramme
All newemployees will be given an induction programme which will clearly identify the School policies and
procedures, including the Safeguarding Policy and Child Protection Procedures and will make clearthe expectation
and Code of Conduct that govern how staff carry out theirroles and responsibilities.

b. Single Central Record of Members of Staff
In additiontothe various staff records keptin school and onindividual personnelfiles, asingle, central record of
recruitmentand vetting checksis keptin accordance with legal requirements and ISl regulations.
Allindividuals who workin regular contact with children, including governors, volunteers and those employed by
third parties (such as supply agencies) are included. The registeris kept up to date and retained by the Headmaster’s
Secretary and Deputy Headmistress.

c. Adesignated Governor
Mr Ewart will be responsible for overseeingand randomly auditing the Single Central Record and reporting his
findings to the full Governing Body.

d. RecordRetention /DataProtection
The School will retain any relevantinformation provided on the application form (together with any attachments) on
the personnel file of candidates who are offered and accept the position for which they have applied and digitally
with the online recruitment portal.

e. Personnelfiles
These are keptinthe Headmaster’s Secretary’s Office in alocked and secure cabinet. From April 2014, DfE guidance
requiresthat Schools retain copies of identity documents, right to work, medical fithess and qualifications. The
Immigration (Restrictions on Employment) Order 2007 requires employersin England and Wales to check and retain
copies of passports, oralternatively birth/adoption certificates, belonging to people appointed on or after 29
February 2008. The School will retain all application forms and interview notes for unsuccessful applicants fora
minimum period of six months after which time the notes will be securely destroyed.
The retention periodisinaccordance with the School’s Records Management Policy and will allowthe school to deal
with any subjectaccess requests, recruitment complaints orto respond to any complaints made. If the School wishes
to retain the name and details of unsuccessful candidates on filefor future vacancies, the candidates will be informed
and offered the opportunity to remove their details from the School’s records.
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f. Ongoing Employment
Myddelton College recognises that saferrecruitmentand selectionis notjustaboutthe start of employment, but
should be part of a wider policy framework forall staff. The School will therefore provide ongoing training and
support forall staff, including, but not limited to, three yearly Safeguarding training.

g. LeavingEmployment
Despite the best efforts to recruit safely, there may be occasions when allegations of abuse against childrenand
young people are raised. Whereitisalleged thatamember of staff or a volunteerinthe School has behaved in away
that has harmed a child, or may have harmed a child, or possibly committed a criminal offenceagainstorrelatedtoa
child, or behaved towards a child or childrenin a way that indicates s/he would pose arisk of harm if they work
regularly orclosely with children, the school’s policy on ‘Dealing with Allegations of Abuse against Members of Staff

and Volunteers’ will apply.

h. Monitoringand Evaluation
The Headmaster will be responsible forensuring that this policy is monitored and evaluated throughout the school.
This will be undertaken through formal audits of job vacancies and an annual Safer Recruitment Evaluation audit,

which will be presented tothe Governorresponsiblefor recruitment.
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Recruitment process

Brain-storm to identify dimensions of vacancy postto ensure requirements agreed.

Check job description and person specification for safeguarding statement, accuracy and completeness.

Agree advert; ensure this includes safer recruitment statement and confirms equal opportunities;
post advert as agreed with key dates.

Respond to enquiries efficiently, to include telephone queries.

Application forms received by closing date; pre-agreed process for sifting these.

Short-list drawn up; interview date confirmed; arrangements for interview day published.
References sought with request for speedy return.
Invited candidates informed of paperwork —identification, proof of address, qualifications —original documents required.

Interview — one safer recruitment trained panel member to ask safeguarding questions, to include suitability to work with
children, gaps or breaks in employment history, identification, proof of address, qualifications —all copied and verified.
Pre-agreed questions asked by panel members; notes taken; answers scored by panel members separately.
Discussion about suitability of each candidate once all interviews completed.

Careful reflection of each candidate’s safeguarding answers.

Retention of notes from all panel members.

Conditional verbal offer can be made by Headmaster to preferred candidate;
panel confirmation of conditions prior to conditional offer being made.

Conditional written offer and contract can be offered;
conditional offer to be attached to contract with instructions about how to obtain a DBS Disclosure
and to provide a medical fitness letter.

Pre-employment checks to be undertaken, to include:
Barred List check and, where appropriate, a Prohibition from teaching check,
where appropriate, a Prohibition from management check,
receipt of 2 or more satisfactory references validated through contact with each referee,
medical fitness check,
check of qualifications against Application Form details,
satisfactory DBS Disclosure and, if needed, satisfactory overseas Police check/certificate of good conduct.

Add information to SCR as itis obtained; copies in candidate’s personnel file;
final check of all paperwork received by HM’s PA / Headmaster. Then confirmation of post with applicant.

Unsuccessful applicants’ forms retained for a period of 2 years and then shredded.

12



The Single Central Record: Checklist for Practice (Sept 2022)
Schools and colleges must keep asingle central record in line with statutory guidance and associated legislation . The
single central recordis arecord of the pre-employment checks undertaken. The single central record must coverthe
following people:
. forschools, all staff, including teacher trainees on salaried routes, agency and third-party supply staff, even if
they work forone day,
. forcolleges, details of staff, including agency and supply staff providing education to children underthe age
of 18, and,
. forindependentschools, all members of the proprietor body. In the case of academies and free schools, this
means the members and trustees of the academy trust
Recordinginformation onthe single central record
The single central record must indicate whetherthe following checks have been carried out or certificates obtained,
and the date on which each check was completed or certificate obtained:

. an identity check, (identification checking guidelines can be found on the GOV.UK website);

o a barredlistcheck;

J an enhanced DBS check requested/certificate provided;

. a prohibition from teaching check;

. furtherchecks on people who have lived or worked outside the UK (see paragraphs 279-284 of Keeping
Children Safe in Education, DfE, 2022);

. a check of professional qualifications, where required; and

. a check to establish the person’srightto work inthe United Kingdom.

o For agency and third-party supply staff, schools and colleges mustinclude whether written confirmation has

beenreceived thatthe employment business supplying the member of supply staffhas carried out the relevant
checks and obtained the appropriate certificates, the date this confirmation was received and whether details of any
enhanced DBS certificate have been provided in respect of the member of staff.

In addition:

. colleges mustrecord whetherthe person’s position involves ‘relevant activity’, ie: regularly caring for,
training, supervisingorbeingsolelyin charge of persons aged under 18, and

o independent schools (including academies and free schools) must record details of the section 128 checks
undertaken forthose in management positions.

The details of an individual should be removed from the single central record once they no longer work at the school
or college.

Schoolsand colleges are free to record any other non-statutory information they deem relevant.

Retention of Evidence

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 choosestoretain acopy, there should be avalid reason fordoing so and it should not be kept for
longerthan six months. When the information is destroyed a school or college may keep arecord of the fact that
vetting was carried out, the resultand the recruitment decision taken if they choose to. Copies of DBS certificates
and records of criminal information disclosed by the candidate are covered by UK GDPR/DPA 2018 Article 10.

A copy of the other documents used to verify the successful candidate’s identity, right towork and required
gualifications should be kept ontheir personnel file.

13



Single Central Record — Monitoring Form, Sept 2022
a. Checkpoint: Yes No Actionidentified
b. Isasinglecentral record (SCR) in place forall staff (including supply and peripatetic staff)?

c. Areallmembers of the proprietorbodyincluded onthe SCR? (Forindependent schools, free schools and
academies)

d. Doesthe SCRindicate thatidentity checks havebeen carried outand by whom?
e. Isthere evidence onthe SCRthat all staff have been checked against the Barred List (previously List 99)?

f. Doesthe SCR record the date when enhanced DBS and/or Barred List checks was carried out and who carried out
the check?

g. Doesthe SCRrecord qualifications —where the qualificationisarequirement of the job?

h. Doesthe SCR record evidence thata prohibition from teaching check has been carried out on teachers and those
staff in ‘teachingactivity’ who have been appointed since 1September 2013 ?

i. Doesthe SCR record evidence acheck of ‘right to work’ in the United Kingdom and suitability checks as
appropriate?

j. Doesthe SCR evidence thatchecksinrespectof Section 128 directions been undertaken for persons taking partin
the managementof anindependent school including an academy orfree school, those staff in departmental
headship and maintained school governors?

k. Doesthe SCR evidence thatfurther checks on people who have lived or worked outside the UK ?

I. Forsupplystaff- Doesthe SCR evidence thatthe school has gained written confirmation fromthe employment
business supplyingthe member of supply staff that all relevant checks have been undertaken and the appropriate
certificates havebeen obtained?

m. For colleges- Doesthe SCRevidence whetherthe person’s position involves ‘relevant activity’, i.e. regularly
caring for, training, supervising or being solely in charge of persons aged under 18?

Procedures for maintaining and checking the SCR
Who isresponsiblefor maintaining the SCR?
Member of SLT responsible for checking the accuracy of the SCR:
Regularity of checks onthe SCR:
Date the SCRwas last checked:
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Recording information Single Central Record
(Please note, thisisashortened document taken from KCSIE 2022)

268. Schools and colleges must maintain asingle centralrecord of pre-appointment checks, referred to as “the
register” and more commonly known as “the single central record”.

269. The single central record must coverthe following people:

e forschools, all staff, including teachertrainees on salaried routes (see paragraph 296), agency and third-party
supply staff, evenif they work for one day, (see paragraph 286)

e forcolleges, details of staff, including agency and supply staff providing education to children under the age of 18,
and,

e forindependentschools, all members of the proprietor body.

270. The minimum information that must be recorded in respect of staff members (including teachertrainees on
salaried routes) is set out below. Foragency and third-party supply staff, schools and colleges mustinclude whether
written confirmation has beenreceived that the employment business supplying the member of supply staff has
carried out the relevant checks and obtained the appropriate certificates, the date this confirmation was received
and whether details of any enhanced DBS certificate have been provided in respect of the member of staff.

271. The single central record mustindicate whether the following checks have been carried out or certificates
obtained, and the date on which each check was completed or certificate obtained:

¢ an identity check, (identification checking guidelines can be found on the GOV.UK website)

16-19 Academies, Special Post-16institutions and Independent Training Providers should maintain asingle central
record. Information they should record is set out at paragraphs 271.

As with otherschools and colleges they may record the information as set out at paragraphs 273.

Independent schools and non-maintained special schools should also include the date on which any certificate was
obtained.

e a standalone children’s barred list check

¢ an enhanced DBS check (with children’s barred list check) requested/certificate provided

e a prohibition from teaching check

e further checks on people who have lived or worked outside the UK (see paragraphs 280-285)

¢ a check of professional qualifications, where required, and,

¢ acheckto establishthe person’s right towork in the United Kingdom.

In addition:

e colleges mustrecord whetherthe person’s position involves ‘relevant activity’, ie: regularly caring for, training,
supervisingorbeingsolelyin charge of personsaged under 18, and

¢ independentschools (including academies and free schools) must record details of the section checks undertaken
forthose in management positions.

272. The details of anindividual should be removed from the single central record once they no longer work at the
school or college.

Non statutory information
273. Schools and colleges are free to record any otherinformation they deem relevant. Forexample:
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e whetherrelevant staff have been informed of their duty to disclose relevantinformation underthe childcare
disqualification arrangements

» checks made onvolunteers

e checks made on governors

e dates on which safeguarding and safer recruitment training was undertaken, and

¢ the name of the personwho carried out each check.

16-19 Academies, Special Post-16institutions and Independent Training Providers cannot carry out a separate barred
listcheckand as such, in relation to regulated activity, must always obtain an enhanced DBS with barred list check
where required. Thereisnorequirementforcolleges to record this information; however, as part of the funding
agreement colleges must have robust record keeping proceduresin place. 16-19 Academies, Special Post-16
institutions and Independent Training Providers are not required to record whetherthe person’s position involves
‘relevant activity’. However, these providers should have robust record keeping proceduresin place.

274. The single central record can be keptin paperor electronicform.

Retention of documents

276. Schools and colleges do not have to keep copies of DBS certificates in orderto fulfilthe 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, there should be avalid reason fordoing soandit should notbe
keptforlongerthansix months. When the information is destroyed aschool or college may keep arecord of the fact
that vetting was carried out, the resultand the recruitment decision taken if they chooseto.

277. Copies of DBS certificates and records of criminal information disclosed by the candidate are covered by UK
GDPR/DPA 2018 Article 10.91

A copy of the other documents used to verify the successful candidate’s identity, right to work and required
gualifications should be kept ontheir personnel file.

278. Furtherinformation on handling DBS information can be found on GOV.UK.
iii. Otherchecks that may be necessary for staff, volunteers and others, including the responsibilities on schools and
collegesforchildrenin othersettings

279. This section sets out otherlegal requirementsie: ‘must’ do oras appropriate ‘should’ doforindividuals who
have lived or worked outside the UK; agency and third-party staff; contractors; trainee teachers; volunteers;
governors and proprietors. It also sets out responsibilities placed on schools and colleges in relation to other settings,
including alternative provision, work experience and host families.

Individuals who have lived or worked outside the UK

280. Individuals who have lived or worked outside the UK must undergo the same checks as all otherstaffin schools
or colleges (setoutin paragraphs 232). This includes obtaining (viathe applicant) an enhanced DBS certificate
(including children’s barred listinformation, for those who will be engagingin regulated activity) evenif the
individualhas neverbeento the UK. In addition, schools and colleges must make any further checks they think
appropriate so thatany relevant events that occurred outside the UK can be considered. Following the UK’s exit from
the EU, schools and colleges should apply the same approach forany individuals who have lived or worked outside
the UK regardless of whetherornot itwas inan EEA country or the rest of the world.

These checks couldinclude, where available:

e criminal records checks for overseas applicants - Home Office guidance can be found on GOV.UK; and for teaching
positions
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e obtainingaletter (viathe applicant) from the professional regulating authority (thisis 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 notimposed any sanctions orrestrictions, and orthat they are aware of any
reason why they may be unsuitable to teach. Applicants can find contact details of regulatory bodiesin the EU/EEA
and Switzerland on the Regulated Professions database. Whilst the safeguarding and qualified teacher status (QTS)
processes are differentitis likely that this information will be obtained from the same place, therefore applicants can
also contact the UK Centre for Professional Qualifications who will signpost them to the appropriate EEA regulatory
body.

281. Where available, such evidence can be considered together with information obtained through other pre -
appointment checksto help assess theirsuitability.

282. Where thisinformation is not available schools and colleges should seek alternative methods of checking
suitability and or undertake arisk assessment that supports informed decision making on whetherto proceed with
the appointment.

283. Although sanctions and restrictions imposed by another regulating authority do not preventa person from
taking up teaching positionsin England, schools and colleges should considerthe circumstances thatled to the
restriction orsanction beingimposed when considering a candidate’s suitability foremployment.

16-19 Academies, Special Post-16institutions and Independent Training Providers should make any further checks
foundin DfE Guidance: Recruitteachersfrom overseas.

284. Not all countries provide criminal record information, and where they do, the nature and detail of the
information provided varies from country to country. Schools and colleges should also be mindful that the criteria for
disclosing offencesin other countries often have a different threshold thanthose in the UK. The Home Office
provides guidance on criminal records checks for overseas applicants which can be found on GOV.UK.

285. Some overseas qualified teachers can apply tothe TRA forthe award of qualified teacher status (QTS) in
England. More information about thisisavailable here. Itisimportant to note that holding a teaching qualification
(whereveritwas obtained) does not provide suitable assurances for safeguarding purposes that anindividual has not
beenfound guilty of any wrongdoing or misconduct, and oris suitable to work with children.

Agency and third-party staff (supply staff)

286. Schools and colleges must obtain written notification from any agency, or third-party organisation, thatthey
have carried outthe same checks as the school or college would otherwise perform on any individual who will be
working at the school or college (orwho will be providing education on the school or college’s behalf, including
through online delivery).

In respect of the enhanced DBS check, schools and colleges must ensure that written notification confirms the
certificate has been obtained by eitherthe employment business oranother such business.

287. Where the agency or organisation has obtained an enhanced DBS certificate beforethe personisdue to begin
work at the school or college, which has disclosed any matter orinformation, or any information was provided to the
employmentbusiness, the school or college must obtain a copy of the certificate from the agency.

16-19 Academies, Special Post-16institutions and Independent Training Providers should obtain written notification
regarding checks when they use agency or third-party staff.

Colleges must comply with regulations 11to 19 of The Further Education (Providers of Education) (England)
Regulations 2006 in respect of agency workers; maintained schools must comply with regulations 18 and 30 of the
School Staffing (England) Regulations 2009; non-maintained special schools must comply with paragraphs 5and 16 of
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the Schedule to The Non-Maintained Special Schools (England) Regulations 2015; and independent schools (including
academies and free schools) must complywith paragraph 19 of the Schedule to The Education (Independent School
Standards) Regulation 2014. 16-19 Academies, Special Post-16institutions and Independent Training Providers
should ensure that written notification confirms the certificate has been obtained by eitherthe employment
business oranothersuch business.

16-19 Academies, Special Post-16institutions and Independent Training Providers should obtain a copy of the
certificate in such circumstances.

288. Where the positionrequires a children’s barred list check, this must be obtained by the agency or third party by
obtainingan enhanced DBS certificate with children’s barred listinformation, priorto appointing the individual.

289. The school or college should also check thatthe person presentingthemselves for work is the same person on
whom the checks have been made.
Contractors

290. Where schools and colleges use contractors to provideservices, they should set out their safeguarding
requirements in the contract between the organisation and the school or college.

291. Schools and colleges should ensure that any contractor, orany employee of the contractor, whois to work at the
school or college, has been subject to the appropriate level of DBS check. Contractors engagingin regulated activity
relating to children will require an enhanced DBS check (including children’s barred listinformation).

292. For all othercontractors who are notengagingin regulated activity relating to children, but whose work
providesthem with an opportunity for regular contact with children, an enhanced DBS check (notincluding children’s
barred listinformation) will be required. In considering whetherthe contactis regular, itisirrelevant whetherthe
contractor works on a single site oracross several sites. In cases where the contractor does not have opportunity for
regular contact with children, schools and colleges should decide on whether a basic DBS disclosure would be
appropriate.

293. Under no circumstances should a contractor on whom no checks have been obtained be allowed to work
unsupervised orengage in regulated activity relating to children. Schools and colleges are responsible for
determining the appropriate level of supervision depending on the circumstances.

294. If an individual working ata school or college is self-employed, the school or college should consider obtaining
the DBS check, as self-employed people are not able to make an application directly to the DBS on their own account.

295. Schools and colleges should always check the identity of contractors on arrival at the school or college.
Where usinga third party 16-19 Academies, Special Post-16institutions and Independent Training

Providers should ensurea DBS with barred listinformation is obtained forthose engaging in regulated activity.
It will only be possible to obtainan enhanced DBS certificate for contractorsin colleges which are exclusively or
mainly forthe provision of full-time education to children.

Trainee/student teachers

296. Where applicantsforinitial teachertraining are salaried by the school or college, the school or college must
ensure thatall necessary checks are carried out. If these trainee teachers are engagingin regulated activity relating
to children (whichin most cases by the nature of the work, they will be), an enhanced DBS check (including children’s
barred listinformation) must be obtained.
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297. Where trainee teachers are fee-funded, itis the responsibility of the initial teacher training providerto carry out
the necessary checks. Schools and colleges should obtain written confirmation from the providerthatit has carried
out all pre-appointment checks that the school or college would otherwise be required to perform, and that the
trainee has beenjudged by the providerto be suitable to work with children.

298. Thereisno requirementforthe school or college to record details of fee -funded trainees on the single central
record. However, schools and colleges may wish to record this information under non statutory information, see
paragraph 273.

Visitors

299. Schools and colleges have different types of visitors, those with a professional role i.e. educational psychologists,
social workers etc. those connected with the building, grounds maintenance, children’s relatives or other visitors
attendingan activity in school such as a sports day. Forvisitors provided viaathird party see paragraphs 286-289.

300. Schools and colleges should not request DBS checks or barred list checks, orask to see existing DBS certificates,
forvisitors such as children’s relatives or other visitors attending a sports day.

301. Headteachers and principals should use their professional judgement about the need to escort orsupervise
such visitors.

302. For visitorswho are there in a professional capacity schools and colleges should check ID and be assured that
the visitor has had the appropriate DBS check (or the visitor’s employers have confirmed that their staffhave
appropriate checks. Schools and colleges should not ask to see the certificate in these circumstances).

303. Whilst external organisations can provide avaried and useful range of information, resources and speakers that
can help schools and colleges enrich children’s education, careful consideration should be given to the suitability of
any external organisations.

100 16-19 Academies, Special Post-16institutions and Independent Training Providers should ensure all necessary
checksare carried out.

101 16-19 Academies, Special Post-16institutions and Independent Training Providers must ensurean enhanced DBS
check with barred listinformationis obtained as pertheirfunding agreement.

304. School and college safeguarding policies should set out the arrangements for individuals coming onto their
premises, which may include an assessment of the education value, the age appropriateness of whatis goingto be
delivered and whetherrelevant checks will be required.

Volunteers
305. Under no circumstances should avolunteer on whom no checks have been obtained be left uns upervised or
allowed towork in regulated activity.

306. Whilstvolunteers play animportantroleand are often seen by children as being safe and trustworthy adults,
the nature of voluntary roles varies, so schools and colleges should undertake a written risk assessment and use their
professional judgement and experience when deciding what checks, if any, are required.

307. The risk assessment should consider:

e the nature of the work with children, especially if it will constitute regulated activity, including the level of
supervision

e what the establishment knows about the volunteer, including formal orinformal information offered by staff,
parentsand othervolunteers
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e whetherthe volunteerhas otheremployment orundertakes voluntary activities whe re referees can advise on their
suitability, and

e whethertheroleiseligible foraDBS check, and ifitis, the level of the check, forvolunteerroles thatare notin
regulated activity.

308. Details of the risk assessment should be recorded.
When should a DBS with barred list be obtained forvolunteers?

309. Schools or colleges should obtain an enhanced DBS check (which should include children’s barred list
information) forall volunteers who are newto workingin regulated activity with children, i.e. where they are
unsupervised and teach orlook afterchildren regularly or provide personal care on a one-off basisin schools and
colleges. See Annex E for statutory supervision guidance. Employers are not legally permitted to request barred list
information onasupervised volunteer, as they are not considered to be engagingin regulated activity.

102 Schoolsand colleges are free to determine where to store this information.

103 The DBS does not charge for checks on volunteers. However, if schools or colleges use an external organisation to
carry out the check, there may be an administration charge.

Supervision of volunteers

310. Itis forschoolsand colleges to determine whetheravolunteeris considered to be supervised. Where an
individualis supervised, to help determine the appropriate level of supervision, all schools and colleges104 must
have regard to the statutory guidance issued by the Secretary of State (replicated at AnnexE).

311. For a personto be considered supervised, the supervision must be:

* bya personwhois inregulated activity relatingto children

e regularand day to day, and

e reasonableinall the circumstances to ensure the protection of children.

Existing Volunteers

312. Volunteers do not have to be re-checked if they have already had a DBS check (which should include children’s
barred listinformation if engagingin regulated activity). However, if the school or college have any concerns they
should consider obtaininganewDBS check at the level appropriateto the volunteeringrole.

Proprietors of independent schools, including academies and free schools and proprietors of alternative provision
academies

319. Before anindividualbecomes either the proprietor of anindependent school orthe chair of a body of people
which isthe proprietor of an independent school, the Secretary of State will:

e carry out an enhanced DBS check; and where such a checkis made, obtain an enhanced DBS certificate (either
including ornotincluding children’s barred listinformation as appropriate)

e confirmthe individual’sidentity, and

e if the individuallives or has lived outside of the UK, where applying foran enhanced checkis insufficient, such
otherchecks as the Secretary of State considers appropriate.

320. The Secretary of State also undertakes these checks in respect of the chair of governingbodies of non-
maintained special schools.

321. The requirementforan enhanced DBS check and certificate is disapplied.
The proprietor of an academy or free school oralternative provision academy or free school is the academy trust.
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108 Paragraph 20 of the Schedule to the Education (Independent Schools Standards) Regulation 2014. This will
include an academy trust of any academy orfree school, otherthan for 16-19 academies orfree schools. 110
Regulation 2(5) of the Education (Independent School Standards) Regulations 2014 sets out when such checks are
consideredrelevant.

111 Paragraphs 6 and 17 of the Schedule to The Non-Maintained Special Schools (England) Regulations 2015. The
chair of an academy trustif the academy is converting from a maintained school and the person has already been
subjecttoa checkcarried out by the local authority.112

322. Where the proprietorisa body of people (includingagoverningbodyin anacademy or free school), the chair
must ensure that enhanced DBS checks are undertaken, for the other members of the body, and that where such a
check has been undertaken, an enhanced DBS certificateis obtained, and the chair must ensure thatidentity checks
are completed before, oras soon as practicable after, any individual takes up their position.

323. The chair mustalso ensure that other members are not subjectto a section 128 direction that would prevent
themfromtaking part inthe managementof anindependentschool (including academies and free schools).

324. Furtherchecks, as the chair considers appropriate, should be undertaken where, by reason of the individual’s
living or having lived overseas, obtaining an enhanced DBS check is not sufficient to establish anindividual’s
suitability toworkin a school.

325. In the case of an academy trust, including those established to operate afree school, the trust must require
enhanced DBS checks on all members of the academy trust, individual charity trustees, and the chair of the board of
charity trustees.

Academy trusts, including those established to run a free school, have the same responsibilities as all independent
schoolsinrelationto requesting enhanced DBS checks for permanent and supply staff.

326. Where an academy trust delegates responsibilities to any delegate or committee (includingalocal governing
body), the trust must require an enhanced DBS check on all delegates and all members of such committees.115
Academy trusts must also check that members are not disqualified from taking partin the managem ent of the school
as aresultof a section 128 direction.
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