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Background

Bladon Primary School is committed to safeguarding and promoting the safety, well-being and security
of its pupils and to taking action to enable all to have the best outcomes. Everyone who meets children
and their families has a role to play in safeguarding children, schools and their staff especially so,
working where necessary with social care, the police, health and other services to promote the welfare
of pupils and protect them from harm.

This policy should be read in conjunction with our Safeguarding Policy but focuses specifically on the
measures taken when recruiting staff or volunteers to ensure our pupils’ safety. Its objective is to adopt
procedures that help deter, reject or identify people who might abuse children.

Recruitment Process

The recruitment steps outlined below are based on part 3 of Keeping Children Safe in Education 2023.
To make sure we recruit suitable people, we will ensure that those involved in the recruitment and
employment of staff to work with children have received appropriate safer recruitment training.

We have put the following steps in place during our recruitment and selection process to ensure we
are committed to safeguarding and promoting the welfare of children.
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Advertising
When advertising roles, we will make clear:
» Our school’s commitment to safeguarding and promoting the welfare of children

» That safeguarding checks will be undertaken

» The safeguarding requirements and responsibilities of the role, such as the extent to which the
role will involve contact with children

Application forms
Our application forms will:

> Include a statement saying that it is an offence to apply for the role if an applicant is barred from
engaging in regulated activity relevant to children (where the role involves this type of regulated
activity)

Shortlisting

Our shortlisting process will involve at least 2 people and will:
» Consider any inconsistencies and look for gaps in employment and reasons given for them
» Explore all potential concerns

Once we have shortlisted candidates, we will ask shortlisted candidates to:

» Complete a self-declaration (Appendix B) of their criminal record or any information that would
make them unsuitable to work with children, so that they have the opportunity to share relevant
information and discuss it at interview stage. The information we will ask for includes:

o If they have a criminal history
o Whether they are included on the barred list
o Whether they are prohibited from teaching

o Information about any criminal offences committed in any country in line with the law as
applicable in England and Wales

o Any relevant overseas information
» Sign a declaration confirming the information they have provided is true

As advised in KCSIE, social media checks will be conducted for shortlisted candidates and relevant
incidents/issues that are publicly available on-line could be explored at interview with the candidate.
Shortlisted candidates will be informed that we may carry out these checks as part of our due
diligence process.
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Seeking references and checking employment history

References will be sought on all short-listed candidates and will be obtained, where possible, before
interview so that any issues or concerns they raise can be explored further with the referee and/or
taken up with the candidate at interview.

When seeking references we will:

>

>

>

Not accept open references

Take reasonable steps to verify references received electronically, this could include telephoning
the referee

Ensure any references are from the candidate’s current employer and completed by a senior
person. Where the referee is school based, we will ask for the reference to be confirmed by the
headteacher/principal as accurate in respect to any disciplinary investigations

Obtain verification of the candidate’s most recent relevant period of employment if they are not
currently employed

Secure a reference from the relevant employer from the last time the candidate worked with
children if they are not currently working with children

Compare the information on the application form with that in the reference and take up any
inconsistencies with the candidate

Resolve any concerns before any appointment is confirmed

Interview and selection

A minimum of two interviewers will form the interviewing panel and members will:

>

>

>

Have the necessary authority to make decisions about appointments

Be appropriately trained (at least one member of the interview panel will have undertaken Safer
Recruitment Training)

Meet before the interviews to reach a consensus about the required standard for the job to which
they are appointing and consider the issues to be explored with each candidate and who will ask
about each of those

When interviewing candidates, we will:

>

>

>

Probe any gaps in employment, or where the candidate has changed employment or location
frequently, and ask candidates to explain this

Explore any potential areas of concern to determine the candidate’s suitability to work with
children

Record all information considered and decisions made

Where a candidate is known personally to a member of the selection panel, this will be declared
before shortlisting takes place. It may then be necessary to consider changing the selection panel to
ensure there is no conflict of interest.
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Pre-appointment vetting checks

We will record all information on the checks carried out in the school’s single central record (SCR).
Copies of these checks, where appropriate, will be held in individuals’ personnel files. We follow
requirements and best practice in retaining copies of these checks, as set out below.

New staff

All offers of appointment will be conditional until satisfactory completion of the necessary pre-
employment checks. When appointing new staff, we will:
> Verify their identity

» Obtain (via the applicant) an enhanced DBS certificate, including barred list information for those
who will be engaging in regulated activity (see definition below). We will obtain the certificate
before, or as soon as practicable after, appointment, including when using the DBS update service.
We will not keep a copy of the certificate for longer than 6 months, but when the copy is
destroyed we may still keep a record of the fact that vetting took place, the result of the check and
recruitment decision taken

» Obtain a separate barred list check if they will start work in regulated activity before the DBS
certificate is available

> Verify their mental and physical fitness to carry out their work responsibilities

» Verify their right to work in the UK. We will keep a copy of this verification for the duration of the
member of staff’s employment and for 2 years afterwards

> Verify their professional qualifications, as appropriate
» Ensure they are not subject to a prohibition order if they are employed to be a teacher

» Carry out further additional checks, as appropriate, on candidates who have lived or worked
outside of the UK. These could include, where available:

o For all staff, including teaching positions: criminal records checks for overseas applicants

o For teaching positions: obtaining a letter from the professional regulating authority in
the country where the applicant has worked, confirming that they have not imposed any
sanctions or restrictions on that person, and/or are aware of any reason why that person
may be unsuitable to teach

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.

Regulated activity means a person who will be:

» Responsible, on a regular basis in a school or college, for teaching, training, instructing, caring for
or supervising children; or

» Carrying out paid, or unsupervised unpaid, work regularly in a school or college where that work
provides an opportunity for contact with children; or
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> Engaging in intimate or personal care or overnight activity, even if this happens only once and
regardless of whether they are supervised or not

Post Appointment Induction

There will be an induction programme for all staff which includes the arrangements for Child
Protection and Safeguarding, Keeping Children Safe in Education (Part 1 (or Annex A as appropriate)
and Annexe B) and Safer Working Practice Guidance.

Existing staff

In certain circumstances we will carry out all the relevant checks on existing staff as if the individual
was a new member of staff. These circumstances are when:
» There are concerns about an existing member of staff’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

We will refer to the DBS anyone 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

Agency and third-party staff

When the school needs to use the services of a supply agency we will ensure the agency operates a
safer recruitment process and provides confirmation that the following have been checked and
judged as satisfactory:

> ldentity

> Enhanced DBS Disclosure
> Right to work in the UK

> The DBS Barred List

» Any Prohibition Order, Interim Prohibition Order or GTCE sanction for those undertaking ‘ teaching
work’

> Qualifications (where applicable)

> Overseas Checks, including and EEA check where applicable (see Appendix 1)
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When the supply member of staff arrives at the school, their identity will be checked and it will be
confirmed that they are the same person on the documentation from the agency. The supply staff’s
details will be entered on the Single Central Record (SCR).

Contractors

We will ensure that any contractor, or any employee of the contractor, who is to work at the school
has had the appropriate level of DBS check (this includes contractors who are provided through a PFI
or similar contract). 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.

We will not keep copies of such checks for longer than 6 months.

Contractors who have not had any checks will not be allowed to work unsupervised or engage in
regulated activity under any circumstances.

We will check the identity of all contractors and their staff on arrival at the school.

For self-employed contractors such as music teachers or sports coaches, 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 decide 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. This will include our evaluation of any risks and control measures put in
place, and any advice sought.

Trainee/student teachers

Where applicants for initial teacher training are salaried by us, we will ensure that all necessary
checks are carried out. 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. In both cases, this includes checks to
ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and
Childcare Act 2006.

Volunteers

We will:
» Never leave an unchecked volunteer unsupervised or allow them to work in regulated activity

» 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 not engaging in regulated activity. We will retain a
record of this risk assessment
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» 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 decide
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. This will include our evaluation of any risks and
control measures put in place, and any advice sought.

Governors

All governors will have an enhanced DBS check without barred list information.
They will have an enhanced DBS check with barred list information if working in regulated activity.

All governors will also have a section 128 check (as a section 128 direction disqualifies an individual
from being a maintained school governor).

Staff working in alternative provision settings

Where we place a pupil with an alternative provision provider, we obtain written confirmation from
the provider that they have carried out the appropriate safeguarding checks on individuals working
there that we would otherwise perform.
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Appendix A

Bladon C of E Primary School

A copy of the Safer Recruitment Checklist will be completed with supporting evidence and placed in

the file of successful candidates.
Name

Post

Date

Recruitment and selection checklist

Initials

Date

Pre-interview:

Planning - Timetable decided: job specification and description and other
documents to be provided to applicants, reviewed and updated as
necessary. Application form seeks all relevant information and includes
relevant statements about references etc

Vacancy advertised (where appropriate) Advertisement includes reference
to safeguarding policy, that is, statement of commitment to safeguarding
and promoting welfare of children and need for successful applicant to be
DBS checked

Applications on receipt - Scrutinised — any discrepancies/anomalies/gaps in
employment noted to explore if candidate considered for short-listing

Short-list prepared

References — seeking Sought directly from referee on short-listed
candidates; ask recommended specific questions; include statement about
liability for accuracy

References — on receipt Checked against information on application;
scrutinised; any discrepancy/issue of concern noted to take up with referee
and/or applicant (at interview if possible) (If received by email —
accompanying email to verify authenticity. If not from professional email
address, follow up to ensure authenticity)

Invitation to interview - Includes all relevant information and instructions,
the self-disclosure form and advise that online social media checks will be
conducted in line with KCSIE advice.

Online checks — Member of panel with safer recruitment training to
conduct social media checks so that any relevant incidents/issues that are
publicly available online could be explored at interview.

Interview arrangements - At least two interviewers; panel members have
authority to appoint; have met and agreed issues and
guestions/assessment criteria/standards

Interview - Explores applicants’ suitability for work with children as well as
for the post
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Self-Disclosure — Completed self-disclosure is submitted and seen by the
member of the panel who is safer recruitment trained.

Note: identity and qualifications of successful applicant verified on day of
interview by scrutiny of appropriate original documents; copies of
documents taken and placed on file; where appropriate applicant
completed application for DBS disclosure

Conditional offer of appointment: pre appointment checks. Offer of
appointment is made conditional on satisfactory completion of the
following pre- appointment checks and, for non-teaching posts, a
probationary period

References before confirmation of appointment: (if not obtained and
scrutinised previously) (If received by email —accompanying email to verify
authenticity. If not from professional email address, follow up to ensure
authenticity)

Identity (if that could not be verified at interview)

Qualifications (if not verified on the day of interview)

Permission to work in UK, if required

School record sight of DBS certificate - where appropriate satisfactory DBS
certificate.

DBS Barred list check — applicant is not barred from working with Children
(this must be completed before the applicant commences work)

Childcare (Disqualification) Regulations 2009 Letter — for any staff who
work in childcare provision or who are directly concerned with the
management of such provision as defined in the statutory guidance

Health — the candidate is medically fit Medical Pre Employment
Questionnaire

Prohibition from Teaching Work Check — For those carrying out teaching
work (see below) the teacher has not been included in the prohibition list or
interim prohibition list or has a GTCE sanction.

Qualified Teacher Status (QTS) Check — (for teaching posts in maintained
schools) the teacher has obtained QTS or is exempt from the requirement
to hold QTS (for teaching posts in FE colleges) the teacher has obtained a
Post Graduate Certificate of Education (PGCE) or Certificate of Education
(Cert. Ed) awarded by a higher education institution, or the FE Teaching
Certificate conferred by an awarding body

Overseas Checks — for individuals who have lived or worked abroad in the
last 10 years.**(See Below) (For those carrying out teaching work within
the EEA area this will include an EEA prohibition order check through
Employer Access until Jan 21, after this date it will include a reference
from any education employer overseas in the same period)

Statutory Induction Completed (for teachers who obtained QTS after 7 May
1999 and are not employed as ECTs)

Risk Assessment — for Volunteers a written Risk assessment in relation to
undertaking an Enhanced DBS
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Child Protection & Online safety training and other induction such as H&S,
code of conduct staff behaviour, etc including:

Safeguarding & Child Protection Policy

Grievances and Whistleblowing Policy

KCSIiE & Annexe A

Acceptable Use Policy

Internet Use & Safety Policy

Positive Behaviour Policy

Each of the following activities is teaching work:

planning and preparing lessons and courses for pupils

delivering* lessons to pupils; assessing the development, progress and attainment of pupils;
and reporting on the development, progress and attainment of pupils.

* “delivering” includes delivering lessons through distance learning or computer aided
techniques. The activities specified above are not teaching work for the purposes of the
Regulations if the person carrying out the activity does so (other than for the purposes of
induction) subject to the direction and supervision of a qualified teacher(2) or other person
nominated by the head teacher to provide such direction and supervision.

** The DfE does not issue guidance on which circumstances require these overseas checks,
stating that it is for schools to determine. However, with effect from 6th April 2017 the Home
Office confirmed that an overseas criminal check will be completed for everyone in an
education role applying for a visa to work in the UK. The requirement is mandatory to
applicants from overseas applying under certain Standard Occupational Classification (SOC)
codes, including teaching and school leadership. The requirement to provide an overseas
criminal record certificate applies to anyone that has lived abroad for 12 months or more in
the last 10 years. From April 2017 schools have a statutory duty to inform Tier 2 skilled worker
applicants of the need to source and submit overseas criminal certificates as part of their visa
application. You can find an FAQ document about obtaining overseas criminality information
here: Obtaining Overseas Criminal Record Checks
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Appendix B — Self-Disclosure Form for shortlisted candidates

Self-Disclosure Form

Shortlisted candidates are required to complete this form and return it to office.3146@hbladon.oxon.sch.uk at
least one day before the interview. Candidates may be asked for further information during the recruitment
process.

Please read the check the Cautions and Convictions Flowchart (Appendix C in Safer Recruitment Policy) before
completing this form.

We are committed to safeguarding and promoting the welfare of children and young people and we expect all
staff, volunteers, visitors and contractors to share this commitment. This post is exempt from the
Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out, references will be sought and
successful candidates will be subject to an enhanced DBS check and other relevant checks in line with statutory
guidance.

Post Applied for: Click or tap here to enter text. Date: Click or tap to enter a date.

Surname: Click or tap here to enter text. Previous name: Click or tap here to enter text.

Forename(s): Click or tap here to enter text. Title: Click or tap here | Date of birth: Click or tap to enter
to enter text. a date.

National Insurance No: Teacher Ref. No (if applicable): | Date of recognition as qualified teacher, QTS

Click or tap here to enter Click or tap here to enter text. (if applicable): Click or tap to enter a date.

text.

1. Do you have any convictions or adult cautions that are unspent?
Choose an item.

If yes, please provide details here
Click or tap here to enter text.

2. Do you have any other cautions or convictions that would not be filtered?
Choose an item.

If yes, please provide details here
Click or tap here to enter text.

3. Areyouincluded on the DBS children’s barred list?
Choose an item.

If yes, please provide details here
Click or tap here to enter text.

4. Areyou included on the DBS adult barred list?
Choose an item.

If yes, please provide details here
Click or tap here to enter text.

5. (Teaching posts only) Are you, or have you ever been, prohibited from teaching by the TRA or sanctioned by
the GTCE?
Choose an item.
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If yes, please provide details here
Click or tap here to enter text.

Have you been prohibited from management of an independent school (A Section 128 Direction KCSIE)?
Choose an item.

If yes, please provide details here
Click or tap here to enter text.

7. Have you lived or worked outside the UK for more than 3 months in the last 5 years?
Choose an item.
If yes, please provide details here
Click or tap here to enter text.

8. Are you subject to any sanctions relating to work with children in any country outside the UK?
Choose an item.
If yes, please provide details here
Click or tap here to enter text.

Please complete the declaration below:

| declare that all the information | have provided in this disclosure is full and correct at the time of application
and that | have not omitted anything that could be relevant to the appointment of someone who will work with
children. | understand that the recruitment panel may be made aware of any relevant information that | have
disclosed in order to discuss the matter(s) with me as part of the recruitment process and that, if my application
is successful, a risk assessment of the disclosed information will be held securely on my personnel file. |
understand that the declaration of a criminal record will not necessarily prevent me from being offered this role.

Signed: Click or tap here to enter text. Date: Click or tap to enter a date.

Please return this form to: office.3146@bladon.oxon.sch.uk

Please note that, if you are unsuccessful, this disclosure form will be securely destroyed within 6 months of
your application.

We comply with the Disclosure & Barring Service (DBS) code of practice https://www.gov.uk/government/publications/dbs-code-of-
practice and have a written policy on the recruitment of ex-offenders. As you have been shortlisted, you are required to declare any
relevant convictions, adult cautions or other matters which may affect your suitability to work with children. As a result of amendments
to the Rehabilitation of Offenders Act 1974 (exceptions order 1975) in 2013 and 2020, some minor offences are now protected (filtered)
and should not be disclosed to potential employers, and employers cannot take these offences into account. Please see attached
flowcharts for reference.

Please read the information here_Check if you need to tell someone about your criminal record: When you need to tell someone about
your criminal record - GOV.UK (www.gov.uk) before answering the following questions. If you are unsure whether you need to disclose
criminal information, you should seek legal advice or you may wish to contact Nacro or Unlock for impartial advice. There is more
information on filtering and protected offences on the Ministry of Justice website. Nacro - https://www.nacro.org.uk/criminal-record-
support-service or email helpline@nacro.org.uk or phone 0300 123 1999
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Appendix C - Cautions and Convictions Flowchart

Disclosure of a Caution
( this includes reprimands and final warmnings)
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Disclosure of a Conviction

Please work this through for each conviction you have separately even if
proceedings

they were part of the same legal

*https://assets.publishing.service.go

.uk/government/uploads/system/upl
vommm data/file/935747/dra
ft-rehabilitation-offenders-act-1974-
exceptions-order-1975.pdf

No

Yes

Yes

Yes

No

Yes

Yes




