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Ethos 
The school strives to achieve the highest level of academic, social and spiritual development in a safe, caring and inclusive environment. We encourage respect and tolerance for each other, supported by our Christian values.

Objective

The purpose of this policy is to set out the minimum requirements of a recruitment process that aims to:

· Promote robust recruitment and selection process

· Attract the best possible applicants to vacancies

· Deter prospective applicants who are unsuitable for work with children or young people

· Identify and reject applicants who are unsuitable for work with children and young people
· To ensure a fair and legal recruitment process is in place.
Statutory Requirements
There are some statutory requirements for the appointment of some staff in schools – notably Headteachers and deputy Headteachers.  These requirements change from time-to-time and must be met.

Identification of Recruiters
Subject to the availability of training, the school will move towards a position in which at least one recruiter has successfully received accredited training in safe recruitment procedures.

Inviting Applications
Advertisements for posts – whether in newspapers, journals or on-line – will include the statement:

“The school is committed to safeguarding children and young people.  All post holders are subject to a satisfactory enhanced Disclosure and Barring Service.”

Prospective applicants will be supplied, as a minimum, with the following:

· job description and person specification

· an application form
· safeguarding policy 

· recruitment policy.
All prospective applicants must complete, in full, an application form.
Short-Listing and References
Short-listing of candidates will be against the person specification for the post.
Where possible, references will be taken up before the selection stage, so that any discrepancies can be probed during the selection stage.

References will be sought directly from the referee.  References or testimonials provided by the candidate will never be accepted. One referee will be from a Headteacher of existing or last employment.
Where necessary, referees will be contacted by telephone or e mail in order to clarify any anomalies or discrepancies.  A detailed written note will be kept of such exchanges.

Where necessary, previous employers who have not been named as referees will be contacted in order to clarify any anomalies or discrepancies.  A detailed 
written note will be kept of such exchanges.  A written statement will be sought even if received at a later date. 
Referees will always be asked specific questions about:

· the candidate’s suitability for working with children and young people

· any disciplinary warnings, including time-expired warnings, that relate to the safeguarding of children

· Candidate suitability for this post.
School employees are entitled to see and receive, if requested, copies of their employment references.

The Selection Process
Selection techniques will be determined by the nature and duties of the vacant post, but all vacancies will require an interview of short-listed candidates.

Interviews will always be face-to-face. Telephone interviews may be used at the short-listing stage but will not be a substitute for a face-to-face interview (which may be via visual electronic link).

Candidates will always be required:
· to explain satisfactorily any gaps in employment

· to explain satisfactorily any anomalies or discrepancies in the information available to recruiters

· to declare any information that is likely to appear on a DBS disclosure

· to demonstrate their capacity to safeguard and protect the welfare of children and young people.
Employment Checks
All successful applicants are required:

· to provide proof of identity

· to complete a DBS disclosure application and receive satisfactory clearance

· to provide actual certificates of qualifications

· to complete a confidential health questionnaire

· to provide proof of eligibility to live and work in the UK 
These documents will be copied and kept in the school office.
Induction
All staff who are new to the school will receive induction training that will include the school’s safeguarding policies and guidance on safe working practices. The new member of staff will be supported initially by the key stage phase leader. 
Regular meetings will be held during the first 3 months of employment between the new employee(s) and the appropriate manager(s).
Roles and Responsibilities
Governors

· Establish this policy

· Monitor and review the effectiveness of this policy

· Be familiar with Department for Children Schools and Families guidance on Safer Recruitment.
Ensure that at least one governor with the correct level of training sit on each interview panel for teaching posts.

Headteacher

· Ensure structures are in place to support the effective implementation of this policy

· Consult on this policy

· Ensure adequate numbers of staff and governors complete Safer Recruitment Training.
Interview Panels

· Ensure child protection is central to the interview process and that all procedures are followed as explained above

· Ensure that at least one member of the panel is Safer Recruitment accredited with National College and School London.
Administrative Staff

Ensure vetting and checking processes are in place and followed (DBS disclosures), complete documentation check list.
All Staff

· To follow Child Protection Policy and procedures

· Arrangements for Monitoring and Evaluation
· Cross-reference ‘Single Central Record of Recruitment and Vetting Checks’ with staff salary list and volunteer list

· Governors Standard Committee review vetting and checking processes.
Appointment and Induction
Any appointment must be made subject to the following being satisfactorily met: identity, professional status, qualifications, references, DBS disclosure, medical disclosure, right to work in the UK. 
Induction is provided for all new staff for the following purposes:  
· Confirm the conduct of adults within school 

· Support individuals in a way that is appropriate for their role  

· Provide training and information about the schools policies and procedures  

· Provide an opportunity to identify any concerns or issues related to the new member of staff so they can be acted upon immediately 
· An induction checklist will be completed.
The Headteacher will meet with each new member of staff, volunteer or student 
All new members of staff will be asked to read the following protection policies: 

· Safeguarding Policy
· Anti-bullying Policy
· All staff receive Child Protection Training

· All staff receive Safeguarding Training
· Behaviour and Discipline Policy.
· Data Protection Policy
Relationship to other policies 
Anti-Bullying Policy

Attendance Policy

Behaviour and Discipline Policy

Safeguarding/Child Protection Policy 

Complaints Policy

E-Safety Policy

RSE Policy

SEND Policy

Staff Code of Conduct Policy

Whistleblowing Policy
Health and Safety Policy
Equality / Inclusion –

The school recognises that it has to make special efforts to ensure that all groups prosper regardless of their sex or gender, age, sexual orientation, marital or parental status or other family circumstance, race, ethnic or national origin, colour, creed, disability, it includes those with special educational needs; those who have difficulties accessing the school or services; those who speak English as an additional language; those who have frequent moves and lack stability leading to time out of school (e.g. children in care);those who as children are caring for others; who come from homes with low income and/or inadequate home study space; those who experience bullying, harassment or social exclusion; those with low parental support or different parent expectations; those with emotional, mental and physical well being needs; those who exhibit challenging behaviour and those who come from ethnic minority groups including travellers, refugees and asylum seekers.
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