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‘All staff have a responsibility to provide a safe environment in which children can learn.’
Keeping Children Safe in Education 2026
[bookmark: _Toc237536332]Aim:
To provide a clear system for the safe, efficient and effective recruitment of all staff at Edward Jenner School to enable them to work as part of our team to improve outcomes for all children.
[bookmark: _Toc237536333]Objectives:
· To ensure that all recruitment is compliant with current DfE safeguarding guidance, with clear links to child protection policies and procedures. This will ensure as far as is possible that all staff recruited to work in the school are suitable to work with children and young people. Following guidance from:
· Teacher Misconduct: the prohibition of teachers 2018 
· Keeping children safe in education DfE 
· Prevent Duty Guidance for England and Wales 2024
· DBS service standards https://www.gov.uk/government/statistics/statistics-for-criminal-record-checks-referrals-and-barring 
· Working Together to Safeguard Children 2026
· To ensure that newly recruited staff have the appropriate skills, qualifications, experience, knowledge and abilities to meet the needs of the school.
· To ensure all relevant equal opportunities legislation is adhered to and that staff are recruited without regard to gender, gender reassignment, sexual orientation, marital or civil partnership status, colour, race, nationality, ethnic or national origins, religion or belief, age, pregnancy or maternity leave or trade union membership.
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff, trainee teachers and volunteers to share this commitment. The school management recognises and values the contribution of all staff to the provision of a safe and successful teaching and learning environment. It is the recruitment process that gives the school the opportunity to increase the skill set of its’ workforce, ensuring the continued raising of standards. To this end it is vital that the recruitment of staff is well managed, efficient and fair. At the same time, the school management are committed to ensuring this policy complies with best practice for recruitment using guidance from Gloucestershire Safeguarding Children Partnership and NSPCC, as such it is compliant with the current DfE guidance Keeping Children Safe in Education. The school management has adopted a safer recruitment policy therefore at least one person on any appointment panel must have undertaken safer recruitment training. Phil Brookes and Emma Poole are the Accredited Safer Recruitment panel member.
[bookmark: _Toc237536334]The Recruitment Process
[bookmark: _Toc523148469][bookmark: _Toc523485243][bookmark: _Toc237536335]Staffing
[bookmark: _Toc237536336]The school management is responsible for determining the staffing complement and for all staff appointments. The selection panel for any position will have responsibility for ensuring that equal opportunities for all candidates are maintained throughout the recruitment and selection process.
[bookmark: _Toc237536337]Safeguarding Measures:
Issues to do with child protection, safeguarding and the promotion of the welfare of children will be central to the recruitment process, starting with the planning of the recruitment needs through to the recruitment exercise itself. Particular measures to ensure safe recruitment practice, compliance with DfE guidance, are identified within this policy. The selection panel has responsibility for ensuring the implementation of these measures 
[bookmark: _Toc523148470][bookmark: _Toc523485244][bookmark: _Toc237536338]Planning Recruitment Needs
· The school management will review the staffing needs initially termly and then annually or when a member of staff leaves. This review will assess the long and short-term recruitment needs so that as far as possible a planned approach to staffing can be taken.
· Before the start of the recruitment process there will be a review of the needs of the specific role. If this is a new role within the school a job description or personal specification will be drawn up for agreement.
· Job descriptions for existing roles will be reviewed and adjusted if required.
· The personal specification will be reviewed to ensure that it does not directly or indirectly discriminate on the grounds of race, gender, religion or belief, age, disability, marital status or sexual orientation.
· [bookmark: _Hlk491941816]Where the management determines that posts are of a short-term nature, this will need to be clearly specified on the job description and any advertising literature.
[bookmark: _Toc237536339]Safeguarding Measures:
· A statement of the commitment of the School to safeguarding and the promotion of the welfare of children and young people will be included in the advert, job description and the personal specification.
· All job descriptions will make reference to the responsibility for safeguarding and promoting the welfare of children and young people. The job description will clearly set out the extent of relationships and contact with young people and the degree of responsibility for children and young people the post holder will have.
· All personal specifications will make reference to the need for the post holder to be suitable for work with children and young people. Qualifications, experience, competencies and qualities needed for the role will be identified, along with an explanation of how they will be assessed during the selection process.
· All short listed applicants will be notified that any relevant issues arising from references will be taken up at interview.
[bookmark: _Toc523148471][bookmark: _Toc523485245][bookmark: _Toc237536340]Advertising
· All teaching and support staff posts will be advertised internally within the school. Where appropriate they will be advertised in local and national publications and on the school’s website.
· Occasionally the decision will be taken not to advertise a post. This may be due to a similar post being recently advertised or to cover a long-term sickness or absence, the post may need to be filled by a suitable candidate at short notice. 
· The advert will contain information about the role, timetable of recruitment, safeguarding measures (see below) and a statement that only applications accompanied with a complete application form will be considered, CV’s will not be accepted.
[bookmark: _Toc237536341]Safeguarding Measures:
· All advertisements will include a statement about the School’s commitment to safeguarding and the promotion of the welfare of children and young people.
· The extent to which the role will involve contact with children
· Reference will be made to the requirement for the successful applicant to undertake an enhanced Disclosure via the DBS or any other relevant statutory body and receive full clearance. 
· All advertisements will include a statement about the schools legal duty to refer to the DBS, anyone the school becomes aware of during the recruitment process who has harmed, or poses a risk of harm, to a child or vulnerable adult where the applicant has:
· possibly committed a criminal offence against or related to a child; or
· behaved towards a child or children in a way that indicates they would pose a risk of harm to children.
· behaved or may have behaved in a way that indicates they may not be suitable to work with children (this may include an incident outside of school which did not involve children but could have an impact on their suitability to work with children, for example an incident of domestic abuse).
· the individual has received a caution or conviction for a relevant offence, or if there is reason to believe that the individual has committed a listed relevant offence; and
· the individual has been removed from working (paid or unpaid) in regulated activity, or would have been removed had they not left.
[bookmark: _Toc237536342]The Application Process
For all posts, an information pack will be sent on request to interested parties. This will consist of:
· A letter from the school
· A job description and personal specification
· An application form
· A copy of the School’s child protection policy statement
· A statement about the School’s commitment to safeguarding and the promotion of the welfare of children and young people.
· A statement about the schools legal duty to refer to the DBS, anyone the school becomes aware of during the recruitment process who has harmed, or poses a risk of harm, to a child or vulnerable adult
· A copy of the School’s Equal opportunity policy statement
· A statement of terms and conditions relating to the post (hours, salary etc.)
· Information about the recruitment process (interview dates, itinerary etc.)
[bookmark: _Toc237536343]Safeguarding Measures:
· All applications must be made using the application form. This is to ensure there is receipt of the relevant personal data: DfE ref no., QTS status and registration, education and employment history, declarations of relationships to existing employees, details of referees and statement of personal qualities and experience.
· The application form also includes an explanation of posts exempt from the Rehabilitation of Offenders Act 1974 and the need to declare all convictions, cautions and bind-overs. The applicant will also have declared that they are not on The DBS Children’s Barred List, disqualified from teaching or if they are subject to sanction imposed by a regulatory body. The Teaching Regulation Authority and Interim Prohibition lists will be checked in accordance with the KCSIE updated September 2025 guidance. 
· Details of convictions, cautions or bind-overs should be attached to the completed application form in a sealed envelope marked confidential.
[bookmark: _Toc237536344]The Selection Process
1.2. A panel of at least two people will be set up prior to the short-listing process. Where ever possible these members will have relevant experience of recruitment (including safer recruitment training) and interviewing. 
1.3. This panel will scrutinise in a systematic way each application that is received to ensure suitability for post prior to short list selection. 
1.4. Where a candidate is known personally to a member of the selection panel this will be declared before short listing. If possible, an alternative panel member will be selected if there is deemed to be a conflict of interest.
[bookmark: _Toc237536345]Safeguarding Measures:
All panel members will make themselves familiar with Safer Recruitment Guidance.
[bookmark: _Toc237536346]The Short-Listing Process
1.5. Prior to short-listing the equalities section will be removed from the application forms. Reasonable adjustments required by a candidate with a disability will be notified to the chairman of the panel. 
1.6. The short-listing process for interview will determine those applicants who best meet the criteria for the post as outlined in the personal specification. Decisions will be made solely on the information available on the application form.
1.7. Where the short-listed applicant has declared that they do have a criminal record and/or sanctions imposed by the GTC or relevant body, or are not registered, this will be followed up at interview. In certain instances, there may need to be a discussion with the applicant before interview.
1.8. If a disabled applicant meets the minimum criteria of the personal specification, they should be short-listed. Advice should be sought about what reasonable adjustments may be required to enable the disabled applicant to take up the post.
1.9. The school will carry out an online search on all shortlisted candidates as part of its
due diligence process. Any information identified that may be relevant to the
candidate’s suitability to work with children will be explored further during interview.
[bookmark: _Toc237536347]Safeguarding Measures:
· Incomplete applications will be rejected at our discretion. 
· Notes will be made on any anomalies, discrepancies or gaps in employment so that these can be considered as part of the short-listing process. Reasons for gaps in employment, repeated career changes, moves from permanent to temporary or supply teaching will also be noted.
· Inappropriate activity from online search will be discussed by the panel
· Barred list, prohibition from teaching and criminal history will be explored
· Relevant overseas information 
[bookmark: _Toc237536348]References
1.10. References will be obtained for all short-listed candidates prior to interview where possible. The school will comply with the requirements of the Equality Act 2010 by not asking questions about a candidate’s health (including levels of sickness absence) or disability as part of these references prior to an offer of employment being made. It will be up to the panel to carefully decide if the referees are suitable and appropriate. E.g. It should be current head teacher and not friends or family. 
1.11. References will be held by the chair of the interviewing panel. Any areas of concern will be pursued by the chair at interview. Once a preferred candidate has been selected the rest of the interview panel will be given access to the references, in order to confirm their decision.
1.12. References should always be obtained from the candidate’s current employer. Where a candidate is not currently employed, verification of their most recent period of employment and reasons for leaving should be obtained from the school, college, local authority or organisation at which they were employed. 
1.13. Seeking references is to obtain objective and factual information to support appointment decisions. References should be scrutinised and any concerns including disciplinary investigations resolved satisfactorily, before the appointment is confirmed, including for any internal candidate.
[bookmark: _Toc237536349]Safeguarding Measures:
· References will be sought and obtained direct from the referee. References of testimonials or provided by the applicant will not be acceptable.
· Reference requests will include an information request form, checklist, role description and a request for a statement of reference.
· References will seek the necessary relevant and objective information in line with current DfE guidance and will obtain a declaration from the referee that applicant is suitable to work with children and young people. Clarify any vague information directly with employer 
· All issues of concern will be raised with the candidate at interview and with the referee, if further information is required.
· If a reference is not obtained before interview all concerns must be fully resolved before a firm offer of employment is made.
· Establish the reason for the applicant leaving their current or most recent post
· Employers should not rely on open references, for example in the form of ‘to whom it may concern’ testimonials, nor should they only rely on information provided by the candidate as part of the application process without verifying that the information is correct. Where electronic references are received employers should ensure they originate from a legitimate source
· Record any decisions made
[bookmark: _Toc237536350]Other Checks Prior to Interview
If a candidate is claiming specific qualifications or previous experience relevant to the job but is not verified by reference checks, then these will be verified before interview, so any discrepancies can be explored at interview.
[bookmark: _Toc237536351]The Interview and Selection Process
7.1	Prior to the interview the candidates will be given any relevant information e.g. details of selection methods that will be used. The interview will usually be the primary selection method used but there may be additional methods (depending on role) including: 
· Presentations
· Teaching observations
· Interaction with students
· In-tray exercises, verbal/numerical tests
· Word processing/ short hand/ administrative skills
· Financial and accounting procedures
· Technical tasks
· ICT capabilities
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7.2	Whatever methods are chosen the panel will use these to assess the merits of each candidate against the personal specification and explore their suitability to work with children and young people.
7.3	The selection panel will ensure all candidates are asked the same main questions at interview based upon the list of essential criteria for the post, although supplementary questions may differ according to candidate’s answers and background. Particular care will be taken to ensure no questions or selection methods could be viewed as discriminatory. 
[bookmark: _Toc237536352]Safeguarding Methods:
· Invitations for interview will stress that the successful candidate will be subject to thorough identity checks and an enhanced DBS disclosure or equivalent. Candidates will be requested to bring with them documentation to verify their ID e.g. Photo ID driving licence or passport.
· Candidates need to be instructed to bring to interview documentation to confirm relevant educational and professional qualifications. Photocopies of all original documents will be kept on file for the successful candidate.
· In addition to the candidate’s suitability for the post, the assessment process will assess the candidate’s attitude towards children and young people and they will be directly asked about their ability to support the School’s safeguarding agenda. Gaps in employment history must be fully investigated.
· Any information about past disciplinary action or allegations that are disclosed should be considered carefully when assessing the applicant’s suitability for the post (including information obtained from the Teacher Services’ checks).
[bookmark: _Toc237536353]Job Offers to Successful Candidates
Successful candidates will normally be offered the job verbally, followed by a letter as soon as possible after the interview. Any written offer of employment will include any terms that the offer is subject to e.g. acceptable references, DBS check, production of a particular document, or satisfactory medical report, along with the starting salary.
[bookmark: _Toc237536354]Safeguarding Measures:
· Any offer of employment in the school will be conditional upon satisfactory completion of the necessary pre-employment checks:
· The receipt of two satisfactory references – one from current employer or at least verification/reason for leaving from most recent employer
· written information about previous employment history 
· Verification of the candidate’s identity
· A check of the DBS Children’s Barred List and a satisfactory Enhanced DBS Disclosure including barred list information. A separate barred list check can be completed in rare circumstance if staff or volunteers start work in regulated activity before the DBS certificate is available- this will usually include a risk assessment and full supervision. 
· When an individual has worked in post in a school or college which has brought them into regular contact with children or young people which ended not more than 3 months prior to the appointment at EJS a barred list check or DBS update service check will be carried out
· A check with the Teacher Regulation Authority (TRA) to ensure the teacher is not prohibited from teaching (See Section 9 Below).
· Verification of the candidate’s mental and physical fitness to undertake the role
· Verification of the candidate’s qualifications
· verification the person’s right to work in the UK
· undertake overseas checks government guidance if they have been working abroad
· Verification of professional status where required e.g. GTC registration, QTS status or NPQH etc.
· Check that a person taking up a management position is not subject to a section 128 direction. We will ensure that appropriate checks are carried out to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we take a decision that an individual falls outside of the scope of these regulations and we do not carry out such checks, we will retain a record of our assessment on the individual’s personnel file. This will include our evaluation of any risks and control measures put in place, and any advice sought. All management posts will require a disqualification from childcare self declaration 
· For those gaining ECT after 1999 verification of the satisfactory completion of statutory induction period.
· For support staff, satisfactory completion of probationary period.
· Where candidates are found to be on the Children’s Barred List or the DBS disclosure shows that the candidate has been disqualified from working with children and young people by a Court or an applicant has provided false information in, or in support of his/her application; or there are serious concerns about an applicant suitability to work with children - The facts will be reported to the police and/or the DfE Children’s Safeguarding Operations Unit.
[bookmark: _Toc237536355]Prohibitions, Directions, Sanctions and Restrictions
1.14. Teacher prohibition orders prevent a person from carrying out teaching work in schools. A person who is prohibited must not be appointed to a role that involves teaching work.
1.15. Teacher prohibition orders are made by the Secretary of State following consideration by a professional conduct panel convened by the TRA. Prohibition orders and the process used to impose them are described in more detail in the TRA’s publication Teacher misconduct: the prohibition of teachers.
1.16.  A section 128 direction prohibits or restricts a person from taking part in the management of an independent school, including academies and free schools.
1.17.  A section 128 direction disqualifies a person from holding or continuing to hold office as a governor of a maintained school. 
1.18. A section 128 direction will show on an enhanced DBS check with barred list information, provided that ‘children’s workforce independent schools’ is specified in the parameters for the barred list check.
1.19. A person who is prohibited is unable to participate in any management of an independent school such as: 
· a management position in an independent school, academy or free school as an employee; 
· a trustee of an academy or free school trust; a governor or member of a proprietor body for an independent school; or 
· a governor on any governing body in an independent school, academy or free school that retains or has been delegated any management responsibilities. 
1.20. Individuals will be checked for Historic disciplinary sanctions imposed by the abolished General Teaching Council for England (GTCE).
1.21. Individuals will be checked for European Economic Area (EEA) regulating authority teacher sanctions or restrictions
1.22. Checks will be made by logging onto the DfE Sign in web page. 
[bookmark: _Toc237536356]Use of Fixed Term and Temporary Contracts
1.23. Where the management determines that the posts are of a short-term nature this will be clearly specified in the job description and advertisements. Posts will be only advertised as temporary or fixed term for a genuine reason. Most fixed term contracts come to a natural end, if the need for the post continues the post holder will usually be given an extension to their fixed contract.
1.24. Where the need for a temporary post becomes a permanent there will be no automatic entitlement for the temporary post holder to be offered the permanent contract. The management will decide upon the most appropriate recruitment process for the new post.
[bookmark: _Toc237536357]Use of Supply Staff, 
1.25. The needs of the School are such that the workforce is made up from a variety of professional and highly skilled and committed people, not all of whom are paid individuals. The school values the diversity that this brings to the community as it strives to provide a safe environment and improve standards of teaching and learning for all students. We will ensure that volunteers are recruited using the same high standards as paid staff, including supply staff, to safeguard children and young people.
1.26. Written notification is required from any agency, or third-party organisation that the organisation has carried out the checks (in respect of the enhanced DBS certificate, written notification that confirms the certificate has been obtained by either the employment business or another such business), on an individual who will be working at the school. 
1.27. Where the position requires a barred list check, this will be obtained by the agency or third party prior to appointing the individual. 
1.28. The school will also check that the person presenting themselves for work is the same person on whom the checks have been made.
[bookmark: _Toc237536358]Existing Staff and Existing Volunteers 
1.29. Regulated activity means a person (paid staff or volunteer) who will be:
· Responsible, on a frequent basis in a school or college, for teaching, training instructing, caring for or supervising children, providing advice or guidance on physical, emotional or educational wellbeing, or driving a vehicle only for children, or
· Engaging in intimate or personal care or healthcare or any overnight activity, even if this happens only once
1.30. Existing staff and volunteers
· In certain circumstances we will carry out all the relevant checks on existing staff or existing volunteers as if the individual was a new member of staff or a new volunteer. These circumstances are when:
· There are concerns about an existing member of staff’s or the volunteer’s suitability to work with children; or 
· An individual moves from a post that is not regulated activity to one that is; or
· There has been a break in service of 12 weeks or more
1.31. We will refer to the DBS anyone (This duty applies equally to paid staff and volunteers where they were engaged in regulated activity.) who has harmed, or poses a risk of harm, to a child or vulnerable adult where:
· We believe the individual has engaged in relevant conduct; or
· We believe the individual has received a caution or conviction for a relevant (automatic barring either with or without the right to make representations) offence, under the Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous Provisions) Regulations 2009; or
· We believe the ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a child or vulnerable adult or put them at risk of harm); and
· The individual has been removed from working in regulated activity (paid or unpaid) or would have been removed if they had not left 
[bookmark: _Toc237536359]Contractors
1.32. We will ensure that any contractor, or any employee of the contractor, who is to work at the school without supervision in the school day has had the appropriate level of DBS check This will be:
· An enhanced DBS check with barred list information for contractors engaging in regulated activity
· An enhanced DBS check, not including barred list information, for all other contractors who are not in regulated activity but whose work provides them with an opportunity for regular contact with children 
· We will obtain the DBS check for self-employed contractors, or request to see the certificate if the self-employed person has obtained their own check and ensure that it is at the level required by the school. 
1.33. We will not keep copies of such checks for longer than 6 months. 
1.34. Contractors who have not had any checks will not be allowed to work unsupervised or engage in regulated activity under any circumstances. 
1.35. We will check the identity of all contractors and their staff on arrival at the school. 
[bookmark: _Toc237536360]Trainee/student teachers
1.36. Where applicants for initial teacher training are salaried by us, we will ensure that all necessary checks are carried out.
1.37. Where trainee teachers are fee-funded, we will obtain written confirmation from the training provider that necessary checks have been carried out and that the trainee has been judged by the provider to be suitable to work with children. 
[bookmark: _Toc237536361]Volunteers and Advisory Board Members
1.38. We will:
· Never allow an unchecked volunteer or Board member to work in regulated activity, or leave them unsupervised
· Obtain an enhanced DBS check with barred list information for all volunteers who are new to working in regulated activity 
· Carry out a risk assessment when deciding whether to seek an enhanced DBS check without barred list information for any volunteers or Board member not engaging in regulated activity. We will retain a record of this risk assessment
[bookmark: _Toc237536362]Proprietor
1.39. The Proprietor will also have the following checks:
· A section 128 check (to check prohibition on participation in management under section 128 of the Education and Skills Act 2008) We will ensure that appropriate checks are carried out to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we take a decision that an individual falls outside of the scope of these regulations and we do not carry out such checks, we will retain a record of our assessment on the individual’s personnel file. This will include our evaluation of any risks and control measures put in place, and any advice sought. All management posts will require a disqualification from childcare self declaration
· Identity
· Right to work in the UK
· Other checks deemed necessary if they have lived or worked outside the UK
· The Proprietor will have their DBS check countersigned by the secretary of state. 
[bookmark: _Toc237536363]Single Central Register
1.40. A single central record of pre-appointment checks will be maintained 
1.41. The single central record will contain information about following people:
· The Proprietor
· all staff, including teacher trainees on salaried routes, 
· supply staff who work at the school. 
· Contactors
· all members of the Advisory Board. 
1.42. The minimum information that must be recorded in respect of staff members (including teacher trainees on salaried routes):
· an identity check. Identification checking guidelines can be found on the GOV.UK website;
· a barred list check;
· an enhanced DBS check/certificate;
· a prohibition from teaching check;
· a section 128 check for management positions and disqualification under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we take a decision that an individual falls outside of the scope of these regulations and we do not carry out such checks, we will retain a record of our assessment on the individual’s personnel file. This will include our evaluation of any risks and control measures put in place, and any advice sought. All management posts will require a disqualification from childcare self declaration
· further checks on people who have lived or worked outside the UK; this would include recording checks for those European Economic Area (EEA) teacher sanctions and restrictions;
· a check of professional qualifications, where required; 
· a check to establish the person’s right to work in the United Kingdom.
1.43. The record must indicate whether the following checks have been carried out or certificates obtained, and the date on which each check was completed/certificate obtained.
[bookmark: _Toc237536364]Overseas and Trainee Staff
1.44. Individuals who have lived or worked outside the UK will undergo the same checks as all other staff. In addition, the school will make any further checks necessary so that any relevant events that occurred outside the UK can be considered. The Home Office guidance on criminal records checks for overseas applicants can be found on GOV.UK. These further checks should include a check for information about any teacher sanction or restriction that an EEA professional regulating authority has imposed, using the TRA Teacher Services’ system. 
[bookmark: _Toc237536365]Monitoring
The recruitment process will be constantly monitored by the management to ensure it complies with its’ obligations under the Equality Act 2010 and safeguarding of children and young people guidance. The analysis of this monitoring will contribute to improving recruitment practises in order to achieve the aims of this document.
[bookmark: _Toc237536366]Data Protection The Data Protection Act 2018, Data Use and Access Act 2025 and GDPR
Records relating to recruitment and selections activities will remain confidential and accessible only to those who require information; as part of the recruitment decision making process, the administration of this process or the review of the process. Records relating to successful candidates will be placed in personnel files. Records for the unsuccessful candidates will be retained in a secure place for a period of no longer than six months after which time they will be destroyed.
