





Clarendon Cottage     Preparatory School		Safer Recruitment Policy						Created by: E Howard March  2008	Reviewed by: E Bagnall April 2026	To be reviewed: April 2027	






Clarendon Cottage Preparatory School
Safer Recruitment Policy

This policy applies to the whole school, including the EYFS

Clarendon Cottage Prep School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The safe recruitment of staff is the first step in ensuring this. This policy is written in regard to the DfE’ KCSIE (September 2025), NCSL Safer Recruitment Guidance, the Disqualification Under the Childcare Act (2006) and regional LEA guidance.
This policy should be read in conjunction with the school’s Safeguarding and Child Protection Policy and the Staff Code of Conduct Policy.


STAGES OF THE RECRUITMENT PROCESS
1. Decision to Recruit
All interview panels will understand their roles, and will include at least one member of staff who have successfully completed appropriate ‘Safer recruitment’ training.

2. Advertising the Post
To ensure equality of opportunity, the school will advertise all vacant posts to encourage as wide a field of candidates as possible, normally this will entail an external advertisement. However, where there is a reasonable expectation that there are sufficient qualified internal candidates (from this site or another owned by the same company), or where staff are at risk of redundancy, an internal advertisement may be considered appropriate. The job description and specification will include a reference to safeguarding and promoting the welfare of children, and the person specification will include suitability to work with children.

3. Job Description and Person Specification
To ensure that the most suitable candidate is recruited, a job description will be conducted, outlining the roles and responsibilities and indicating what qualifications and experience is needed to perform the job.
To confirm Clarendon Cottage’s commitment to safer recruitment, the following statement is on our application forms:
‘Clarendon Cottage School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.’
If the post requires an enhanced DBS Disclosure, this will be reflected in the job description and person specification relating to that post.

The job description will outline the main duties and responsibilities of the post and the postholder’s specific responsibility to the welfare and safeguarding of all children.
The person Specification will outline the qualifications required to fulfil the job role, professional qualifications (if required), the person’s right to work in the United Kingdom, that a full DBS disclosure is required, a Disqualification and Disqualification by Association declaration, the skills and competencies required and any specific issues relating to Safeguarding.
The person specification will also state how these will be assessed, whether it is through the interview process, application form or during the interview process.

4. Application Process
Application forms will need to be completed in full – CVs will not be accepted in substitution for completed application forms.  Application forms will be used to enable all potential applicants to provide a common set of core data as follows:
· Current and former names, current address, NI number and right to work in the UK (employers helpline: 0845 010 6677)
· Full details of qualifications relevant to the position applied for, including awarding body and date of award
· Teachers will need to provide DfES QTS number
· Full history in chronological order showing employment, study, voluntary work, with explanations for any periods not covered, and reasons for leaving employment – There must be no gaps in employment history, all reasons for gaps in employment must be stated e.g raising their family.
· Details of referees- one of whom must be current or most recent employer. For an employee not currently working with children, but who has done so in the past it is important that the past employer should also be contacted
· A statement from the applicant of their personal qualities and experience, which they believe, meets the person specification 

There will be a statement explaining that the post is exempt from the Rehabilitation of Offenders Act 1974, requiring a signed statement that the individual is not banned or disqualified from working with children, or subject to sanctions imposed by a regulatory body, and either has no sanctions, cautions or bindovers, or has attached a sealed envelope marked confidential. The disclosure of convictions, cautions or pending cases will not necessarily prevent employment, and all cases will be considered. There will also be an explanation of the enhanced DBS checking requirements.

Applications will be carefully scrutinised upon receipt in order to identify any anomalies or areas of concern, which need to be followed up at interview. This will include any gaps in service or mid-career moves from permanent to supply or temporary work.

Applicants for positions which involve regulated activity with EYFS pupils must not be disqualified from registration as a childcare worker or as a registered early years’ provider.

5. Taking up references for shortlisted candidates

References will be sought for all short-listed candidates, using the proforma reference request forms. The only exception to this is where candidates have informed us to say that they do not wish their current employer to be contacted. In such cases, the reference will be taken up immediately after interview and prior to any offer of employment being made. One reference will be sought prior to interview wherever possible.

References must be in writing (even if a verbal one is taken initially- this must be followed up with a written one). They must be specific to the job for which the candidate has applied- open references or testimonials are not acceptable. In general, both references must be professional ones. However, in some circumstances a character reference in addition to a professional one may be sufficient. Reference requests will specifically ask- about the referee’s relationship with the candidate, whether the referee is completely satisfied that the candidate is suitable to work with children, and if not, for specific details of the concerns and the reasons why the referee believes that the person might be unsuitable. Referees will also be asked to confirm details of: the applicant’s current post, salary, performance history and conduct, any disciplinary procedures in which the sanction is current or involving issues related to the safety and welfare of children, including any in which the sanction has expired and the outcome of those and details of any allegations or concerns that have been raised that relate to the safety and welfare of children or behaviour towards children and the outcome of these concerns. 

References will be compared to the application form to ensure that the information provided is consistent. Any discrepancies will be taken up with the applicant at interview.

Any information about past disciplinary action or allegations will be considered in the circumstances of the individual case. Cases in which an issue was satisfactorily resolved some time ago or an allegation was determined to be unfounded or did not require formal disciplinary sanctions, and which no further issues have been raised, are not likely to cause concern. More serious or recent concerns or issues are more likely to cause concern. A history of repeated concerns or allegations over time is also likely to give cause for concern.  

Shortlisted candidates should disclose any unspent and spent convictions during the application stage.  This gives the candidate a chance to discuss the circumstances surrounding any previous convictions they have at the interview. Disclosure information should be submitted in confidence, enclosing details in a separate, sealed envelope which the shortlisting panel will be made aware of, only after the candidate has been shortlisted for interview. Should the applicant be unsuccessful, the disclosure will be destroyed by the Headteacher.

Updates to KCSIE 25 reference a soft search on the internet of any prospective interviewees looking at footprint on social media and any content that may cause concern in relation to their position working closely with children. 

6. The Interview
These will be on a face to face basis and the same panel will see all the candidates for a post and carry out some straightforward pre-employment checks such as verification of the applicant’s identity, (photographic ID and current address) right to work in this country and relevant academic and vocational qualifications from original documentation. (QTS for teachers) The interview process will explore the applicant’s ability to carry out the job description and meet the person specification. It will enable the panel to explore any anomalies or gaps which have been identified so far in order to satisfy themselves that the chosen applicant can meet the safeguarding criteria. Discussion will also take place regarding any significant periods of sickness absence and any previous records of cautions or convictions where relevant.

7. Employment Offer
With the exception of enhanced DBS disclosures, the checks detailed above must all be completed before a firm offer of employment is made. In addition, the school will ensure a pre-employment health check is completed, once candidates have been given a conditional job offer. In the case of enhanced DBS disclosures, the certificate must be obtained before or as soon as practicable after appointment. In unusual circumstances it is permitted to commence employment prior to receiving an enhanced DBS check. However, a children’s barred list check must be done and appropriate supervision must be in place depending on nature of position and experience. Where an enhanced DBS disclosure indicates cause for concern, the member of staff will be withdrawn immediately, pending further enquiries. Appointments will only be finally confirmed after receipt of a satisfactory enhanced DBS.

8. Personal File Records

For the successful candidate, the school will retain the following information which will make up part of their personal file:

Application form
References
Disclosure of any convictions
Proof of identification
Proof of academic qualifications
Medical form
Evidence of enhanced DBS clearance
Right to work in the UK where applicable
Overseas checks where applicable


9. Single Central Record of Recruitment Vetting Checks

In line with DfE requirements, the school will keep and maintain a single central record of recruitment and vetting checks. The central list will record all staff who are employed at the school, including casual and peripatetic staff. The central record will indicate whether or not the following have been completed:

Identity checks
Qualification checks 
Checks of right to work in the UK
Children’s barred list checks (previously List 99)
Prohibition from teaching check (from NCTL)
Prohibition from Management check
Prohibition from EEA authorities (EA website)
DBS enhanced disclosure
Disclosure by association form
Post and date of appointment
References and CV checks
Notes column
As well as various other information

It shall also indicate who undertook the check and the date on which the check was completed or the relevant certificate obtained. 
In order to record supply staff provided through an agency, the school will require written confirmation from the supply agency that it has satisfactorily completed the checks described above. The school does not need to carry out the checks itself except where there is information contained within the disclosure. However, identity checks must be carried out by the school to check the person arriving is the person the agency intends to refer to them.


10. Induction

All members of staff will be given an induction programme, when they commence work, which will clearly identify the school policies and procedures, including safeguarding children, and make clear the expectations and codes of conduct which will govern how staff carry out their roles. This will give the opportunity to provide discussion of any relevant issues. The programme will ensure that all new staff are aware of the following policies and procedures and how to access them:

Safeguarding and welfare- Safeguarding Children policy, Anti-Bullying policy, Health & Safety policy and KCSiE Part 1 and Annex A.  All of these policies and the staff handbook will  be given on the first day.

In addition, all staff will be made aware of the channels for raising any concerns and be fully aware of the identity of the DSL.

11. Ongoing Employment

Clarendon Cottage Prep School recognises that safer recruitment and selection is not just about the start of employment, but should be part of a larger policy framework for all staff. We will therefore provide ongoing training and support for all staff, as identified through performance management. We will also provide a range of opportunities where concerns can be raised, in order that staff feel that the school culture embraces safeguarding and communicates a clear framework to employees, parents and pupils. We will monitor issues as they arise and seek to continually improve the school environment, for the benefit of both staff and pupils. All staff will have a bi-annual ‘on-going suitability check’.

12. Disclosure and Barring services (DBS) renewals or re-checks
DBS are only a record of the day they were issued.  It is Clarendon’s policy that all new convictions or warnings must be disclosed to the Headteacher immediately.  If the school has concerns about an existing staff members ability to work with children, the school will carry out the relevant checks as if they were a new member of staff.  Checks will also be made if a member of staff moves from not regulated to regulated activity.
If any ‘positive trace’ information is returned on the DBS, the Directors will carry out a risk assessment based on the candidates post and then they will make an informed recruitment decision which will be kept in their employment file.

13. Referral to DBS (Safeguarding)
Schools have a legal duty to refer to the DBS anyone who has harmed or poses a risk of harm, to a child or vulnerable adult. If an individual has received or is believed to have committed a listed relevant offence; and that individual has been removed from working in regulated activity (paid or unpaid) or they would have been removed had they not left, the DBS will consider whether to bar the person.  Referrals should be made as soon as possible after the resignation or removal of the individual.  Guidance on referrals can be found on gov.uk

14. Trainee/Student teachers
In the unlikely event that an applicant for teacher training is salaried by the school, the school will ensure that all necessary checks are carried out.
Where the teachers are fee-funded, it is the responsibility of the initial teacher training provider to carry out the necessary checks and school will obtain a written record that all trainees sent from that provider are suitable to work with children.  On their first day, identity checks will be made.

15. Teacher misconduct: referring a case
Employers have a statutory duty to consider referral of cases involving serious professional misconduct to TRA (Teacher Regulation Agency).  Allegations can be referred to TRA if they relate to anyone undertaking teaching work in all schools in England, including Headteachers and their assistants and deputies.  A referral is appropriate if the alleged misconduct is so serious that it warrants a decision on whether the teacher should be prevented from teaching.  TRA can put an interim prohibition order in place to prevent a teacher from teaching until their case has been fully investigated.  TRA will decide on the seriousness of the case and whether there is enough evidence to investigate further.  They will then confirm whether a referral will lead to an investigation and a hearing as set out in their disciplinary procedures. 
For more information visit https://dmtrk.net/JAQ-5JK9M-2QS17X-33FXAB-0/c.aspx
If a safeguarding issue also involves misconduct by a teacher, a referral should be made to the DBS, TRA and where applicable the Police. In the EYFS referrals would be made to DBS and where applicable the Police. 


For Supply & Contract Staff

· The school will ensure that the individual’s identity is checked by the school on arrival and that it matches the agency’s intended Supply Staff’s identity.
· The school will ensure that it has written notification from agencies that an enhanced DBS certificate has been obtained before the staff member is due to begin work at the school. Also, whether such a DBS certificate disclosed any matter of information in line with current legislation and note the DBS certificate number.
· The school will obtain written confirmation that all other appropriate checks have been carried out by the agency.

For Visiting Speakers
· Ensuring that all visiting speakers are vetted and the speaker is accompanied by a nominated member of staff at all times. 

For Directors

· All Directors appointed on or after 1st May 2007 must have enhanced DBS checks as well as all other checks required by current regulations.
· Whenever appointed, all Directors must be recorded on the single central register of appointments and all other checks as required by current regulations must be completed. 
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