
 1 

 
GREEN GATES PRIMARY SCHOOL 

 
 
 
 
 
 
 
 

Safer Recruitment Policy 
 

Written: May 2010 
Revised: Sept 2016 
Review: Sept 2018 
 

 



 2 

SAFER RECRUITMENT POLICY 
 
The Head teacher, Chair of Governors and vice-chair have all successfully completed online 
Safer Recruitment training. 
 
The standard elements in the recruitment process at Green Gates Primary will be: 
1. Clarification of Job Description and Person Specification 
2. Advertisement 
3. Application Packs sent to Prospective Employee 
4. Application by Prospective Employee (including the identification of referees) 
5. Short Listing 
6. Request for References prior to Interview 
7. Calling of Candidates for Interview 
8. The Interview 
9. Review of References 
10. Offer 
11. Clearances including barred check and DBS 
12. Acceptance 

 
1.   Job Descriptions 
• The job description and person specification should describe the role and the qualities 

needed to fulfil the role.   
• The person specification must state that checks will be made throughout the recruitment 

process, (for example through references and DBS) to ensure the person is suitable to 
work with adults or children. 

• The job description and person specification should be agreed prior to advertisement. 
• Notes on Person Specifications 
• Person specifications should identify those attributes which are essential and those which 

are desirable under the following headings: 
a. Qualifications - these must be an essential requirement for the job performance and 

not used to screen candidates. 
b. Experience - normally defined in terms of type of work performed and for a minimum 

number of years. Must be relevant to the job in question. 
c. Skills/Knowledge - for example, detailed knowledge of a curriculum area, 

understanding the need of pupils 3-7 years, awareness of current educational issues. 
d. Personal/Professional attributes - for example a good attendance record, willingness to 

initiate change. 
• There must be no reference to criteria which disadvantages someone based upon their age,  
      race, ethnicity, gender or disability. 
 
2.   Advertisement 
• The advertisement must state explicitly that the school is committed to safeguarding 

individuals and rigorous checks of applicants’ suitability and qualifications for working 
with children will be made. An example of DBS checks must be given. 

• The advert must describe the role and the qualities needed to fulfil the role. 
• Advertisements will normally include, in addition to the above, reference to: 

a. the scale of post; 
b. a brief description of the job; 
c. any skills or experience which are essential and which have been drawn from the 

person specification; 
d. when the appointment will commence; 



 3 

e. where to write for more information and/or application forms; 
f. the closing date for applications; 
g. whether the post is fixed term, temporary, permanent; 
h. closing date for applications and expected dates for interview; 

• There must be no reference to criteria which disadvantages someone based upon their age, 
race, ethnicity, gender or disability. 

 
3.  Application Packs 
Application Packs should be prepared prior to advertisement and should include the 
following: 
• A blank application form 
• A person specification 
• A job description 
• A statement outlining the date and time when the application must be returned. 
• A statement that that the school is committed to safeguarding individuals and rigorous 

checks of applicants’ suitability and qualifications for working with children will be 
made. An example of DBS checks must be given.  

• A statement that qualifications will need to be evidenced by certification at interview.  
• A statement that references will normally be sought following short listing and prior to 

interview and that any inconsistencies or concerns regarding suitability for employment 
working with pupils or adults will be explored at interview and with referees.  

• A statement clarifying whether applicants may view the school prior to applying. 
 

 
4.  Application by Prospective Employees 
• Prospective employees must complete a standard application form. Recruitment will not 

be carried out using Curricula Vitae or by any other method.  
• Application forms should include the following information and where there are gaps in 

the information or uncertainties regarding what is stated, this should be explored during 
the recruitment process: 
a. Full identifying details including current and former names, date of birth, current 

address and national insurance number. 
b. Statement of academic and/or vocational qualifications the applicant has obtained 

which are relevant to the position. 
c. A full history in chronological order of part-time or full-time voluntary or paid 

employment, giving details of start and end dates and reasons for leaving employment; 
since leaving secondary education, including periods of post secondary education, 
training and voluntary work 

d. A declaration of family or close relationship to existing employees or employers 
(including Councillors and Governors) 

e. Details of referees – one referee should be the applicant’s current or most recent 
employer and two referees would normally be sufficient.  NB where an applicant who 
is not currently working with children/ adults, but has done so in the past, then a 
reference should be obtained from the employer.  References should not be accepted 
from relatives or those acting in capacity of friends.  Where possible the two 
references should be from two different employers. 

f. A statement of the personal qualities and experience the applicant believes they 
possess which are relevant to the position. 

• Forms used for monitoring purposes should be removed and sent to the LA prior to 
shortlisting. e.g. (Information collected as to gender, ethnicity, disability)  
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5.   Short listing 
• The selection panel must use the application form and cross reference this with the person 

specification and job description to identify a short list of candidates which at this stage 
appear to best meet the criteria for the post.  

• Where an applicant has indicated that they have a disability, the selection panel must 
make a decision using the assumption that reasonable adjustments will be made to school 
policy, school practices and school resources to allow the individual to fulfil the role as 
described in the job description.  

• Selection of candidates for interview must be fair and equitable with no positive or 
negative weighting being given to age, gender, race, ethnicity or disability. 

• Where an application form has been completed, other supporting information may be 
considered alongside the application form as seen fit by the selection panel 

• Where there are gaps in the information or uncertainties’ regarding what is stated in the 
application form, then this should be explored if possible through referees prior to 
interview. 

• The selection panel should pay particular regard to the following scenarios: 
a. Gaps in the chronological history of part or full time voluntary or paid work. 
b. Gaps in the chronological history of attendance at educational establishments. 
c. Periods of time oversees. 
d. Unexplained terminations of employment / voluntary work / education. 
e. Lack of references from current or last employer. 

 
6.   Requests for References Prior to Interview 
The following procedures must be followed when requesting references prior to interview: 
• References should be sought directly from the referee. 
• References should be obtained before interview so that any issues of concern can be raised 

in the interview and explored further with the referee. 
• In exceptional circumstances it might not be possible to obtain references prior to the 

interview; however, it is up to the person conducting the recruitment to decide if they 
would accede to a candidates request not to seek references prior to interview. 

• In any case where a reference is received after the interview then the reference must be 
scrutinised and any concerns resolved satisfactorily before the appointment is confirmed. 

• One referee should be the applicant’s current or most recent employer and two referees 
would normally be sufficient.  NB where an applicant who is not currently working with 
children/ adults, but has done so in the past, then a reference should be obtained from the 
employer. References should not be accepted from relatives or those acting in capacity of 
friends. Where possible the two references should be from two different employers. 

• References should seek objective, verifiable information – a copy of the job description 
and person specification for the post must be provided to the referee on request for a 
reference. 

 
All reference requests should ask: 
• About the referees relationship with the candidate – did they have a working relationship, 

how long have they known the candidate and in what capacity. 
• Employment dates (start and end). 
• Whether the referee is satisfied the candidate has the ability and is suitable to undertake 

the job in question and for specific comments about the candidates suitability based on the 
person specification. 
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• Whether the referee is completely satisfied the candidate is able to work with children or 
adults, and if not the reasons why. 

 
In addition for the current or most recent employer the reference should seek: 
• Confirmation of the candidate’s current post, salary and sick record. 
• Specific verifiable information about the candidate’s performance history and conduct. 
• Details of any disciplinary procedures the candidate has been subject to in which the 

sanction is current. 
• Details of any disciplinary procedures the candidate has been subject to involving the 

welfare or safety of adults or children in which the sanction has expired and the outcome 
of any such disciplinary action. 

• Details of any allegations or concerns that have been raised regarding the safety or welfare 
of adults or children. 

 
7.   Calling Candidates for Interview 
The following principles and practices should be followed when calling a candidate for 
interview. Candidates should be sent a letter asking them to attend for interview. This letter 
should include: 
• Information on the date, location and timing for the interview and any supplementary 

activities e.g. presentation, tour of the school etc. 
• A statement that school is committed to safeguarding children and that rigorous 

procedures and policies are in place for this purpose. 
• A statement that candidate will be checked to confirm their identify and that they should 

provide photographic identification at interview e.g. passport / Photo ID driving licence 
etc. 

• A DBS check will be carried out prior to appointment and candidates will need to 
complete an application process in school immediately after being selected. This should 
state that the successful appointment to the post is dependent on successful clearance 
through Redcar and Cleveland Borough Council. 

• A statement that reference to qualifications included in the application form will be 
checked at interview and that candidates must bring these with them on the day of the 
interview. 

• A statement asking for candidates to make the school aware if they will require any 
specific arrangements at interview in relation to supporting them with a disability. 

 
8.   Review of References 
• Prior to interview references must be reviewed and any inconsistencies with the 

application form or issues / concerns raised should be followed up with the referees. This 
may be via a telephone conversation or other forms of communication. If issues / concerns 
remain regarding the individuals suitability for working with children, then these must be 
explored in more detail at interview. 

 
9.   The Interview 
The following principles are to apply for interviews at Green Gates Primary: 
• All interviews must be conducted by at least one person with appropriate training.  
• Appropriate reasonable adjustments must be made to the interview process to support any 

candidates that consider themselves to have a disability. 
• Interviewers should receive the following prior to interview:  

a) the candidates' application forms 
b) the person specification 
c) the job description 
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d) the references 
• The candidate should be informed that supplementary questions might be asked at any 

time during the interview in order to clarify or expand on the answers given to key 
questions. (Supplementary questions must relate to the previously asked key question) 

• Qualifications should be checked at interview. Where these are not available on the day, 
checks must be made prior to appointment. 

• In all circumstances one of the key questions asked at interview must relate to the 
candidates attitude towards children and their ability to support the Council and School 
policies for safeguarding children. These questions should not be hypothetical in nature 
but rather ask the candidate about their experience of safeguarding children in previous 
roles. 

• At the end of the interview the selection panel should inform the candidate how they will 
be informed of the outcome of the interview and that the appointment will be conditional 
subject to appropriate checks being made of qualification, DBS clearance and acceptable 
references (If these have not already been provided.) All candidates should be asked if 
they are still firm candidates for the post prior to selection panel deliberation. 

 
10.   Offer of Employment 
Offers of appointment are conditional to: 
• receipt of two satisfactory references; 
• verification of candidates identity; 
• verification of candidates right to work in the UK; 
• acceptable DBS checks; 
• verification of qualifications; 
 
 
SINGLE CENTRAL RECORD (SCR) 
School will hold and update a single central record of checks undertaken in relation to staff, 
governors, students and volunteers working in school. This will include a spreadsheet where 
relevant information on each adult is held. This record will include: 
• Full name 
• Address 
• Date of Birth 
• Evidence of Date of Birth Yes/No 
• Qualifications Required for Post Yes/No 
• Qualifications Evidence 
• Date Qualification Seen 
• List 99/ ISA Check Completed Yes/No 
• Date DBS Check Completed 
• Right to work in UK Yes/No 
• Overseas Check Required Yes/No 
• Overseas Check Completed Yes/No 
• Name of person checking details 
 
In addition to the spreadsheet this central record will include documents which provides 
evidence as to the relevant DBS status of agency staff e.g. supply staff etc. 
 
This central record will be updated on a daily basis as required. 
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DBS CHECKS 
With regard to DBS checks please note: 
• All identity documentation provided for DBS purposes will be checked by the office. 
• All staff working in school require an Enhanced DBS check to be completed through 

Redcar and Cleveland Borough council. 
• Where a staff member working for the Local Authority changes roles and moves from 

working with adults to working with children they will require a further check. 
• Where a previously employed member of staff has a break in service greater than 3 

months a new DBS check will need to be made. 
 
SUPPLY STAFF 
• Where staff are employed directly by the school, DBS checks will be carried out by the 

school through the Local Authority.  In addition the school will carry out Qualification, 
Identity and Right to Work checks. A record of these checks will be kept on the school’s 
single central record as per all other members of staff. 

• Where staff are employed through an agency, confirmation in writing will be obtained 
from the agency prior to employment that the individual member of staff has: 
- had a suitable DBS check (date of check / disclosure number); 
- the right to work in the UK; 
- had their suitability to work with children explored; and  
- had appropriate identity checks made. 

• A copy of this written confirmation will be kept in the SCR file along with a signature and 
date of the person checking this confirmation. 

• In addition on arrival (First date of work) the identity of the supply teacher will be 
checked using photographic ID. A record of this check will be stored with the SCR.  

 
MONITORING, EVALUATING & REVIEW 
• This policy will be evaluated annually by staff and governors. 
• The HT will report termly on the effectiveness of the policy by reporting on the SCR and 

any interviews/recruitment that has taken place or will be taking place. 
• The governing body will review all training related to safer recruitment.  
• The governing body and HT will review all aspects of safeguarding children and develop 

where required. 
 


