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The safe and appropriate recruitment of staff is of paramount importance in protecting and 

safeguarding the welfare of children within the school.  

The purpose of this policy and procedure is to set out the requirements of our recruitment process 

with the aim of attracting the best possible candidate to each of our roles whilst deterring or 

identifying and rejecting those who are unsuitable to work with children. 

 

 The Policy  

The safe recruitment of staff in schools is the first step to safeguarding and promoting the welfare of 

the children in education.  London Park School Clapham is committed to safeguarding and 

promoting the welfare of children and expects all staff and volunteers to share this commitment. 

General Principles  

• This recruitment & selection policy follows the guidance laid out in the Department for 

Education (DfE) in Keeping Children Safe in Education (KCSIE), to help safeguard and promote 

the welfare of students in our care. 

• This policy and procedure applies to all the school’s employees and Governors involved in the 

recruitment and selection of staff.  

• The final decision to appoint a candidate will be taken by a Senior Manager with appropriate 

safer recruitment training. 

• No offer of employment will be confirmed without the appropriate pre-employment checks 

being completed. 

• All recruitment will be completed in a manner which is fair and transparent with the aim of 

appointing the candidate most able to carry out the role.  

This policy should be read in conjunction with the School’s child protection and safeguarding policy.   

Scope of this policy  

This policy refers to staff directly recruited by the School. In the case of agency or contract workers 

the Schools will obtain written confirmation that the appropriate checks have been carried out by 

the agency or third-party company.  

Procedure  

Roles and Responsibilities 

The Board of Governors have the responsibility for ensuring that effective procedures are in place 

for the recruitment of all staff, paid and unpaid, within the school and no recruitment activity is 

permitted to take place without the prior authorisation of the Head.  

The decision to appoint a candidate may only be taken upon the approval of the relevant senior 

manager (Head or Bursar) who have undertaken appropriate training in safer recruitment.  
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Identifying a vacancy 

When a vacancy has been identified, authority to recruit must be sought from the Head. A job 

description and person specification should also be submitted.  

 

Advertising a vacancy 

Once a post has been authorised the senior recruiting manager will work with the HR department to 

prepare the advert and determine the best route to advertise the post, giving consideration to how 

we may reach the widest possible audience in doing so.  

 

In some instances, it may be appropriate to advertise a role internally only and on occasion to a 

particular group or department, for example when recruiting a department head. This should be 

discussed with the HR department before reaching this decision.  In all cases, where a role is 

advertised externally, it will be placed on the school website.  All adverts will make clear that all 

roles within the School involve some degree of child safeguarding responsibility.  

 

Receiving applications and shortlisting 

It is expected that applications will be by the submission of an application form. In instances where a 

CV is submitted candidates will be expected to complete an application form before their application 

can be progressed.  This is important as the application form requires full disclosure of employment 

history along with declarations relating to Criminal Records checks, DBS barred lists and eligibility to 

work in the UK.  

 

The senior recruiting manager will shortlist candidates, usually with the assistance of a shortlisting 

panel, based upon the information provided in the application form or CV against the criteria set out 

with the job description and person specification. The shortlisting process will also serve to identify 

any gaps in employment history that require further clarification. 

 

Shortlisted candidates will be invited to attend an assessment process that will be defined by role.  

 

Interview panels will consist of at least one person who has undertaken safer recruitment training. 

During the interview any gaps in employment will be fully explored, qualifications and identification 

will also be verified at this time.  

 

Candidates attending an interview will be asked to provide original documents which confirm 

educational or professional qualifications that are relevant to the post. We will also ask for proof of 

identity such as a passport or driving license.  

 

Interview records should be retained on the employee file of the successful candidate. For all other 

candidates they should be retained for six months before being securely destroyed.  

 

 

References  
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References for shortlisted candidates should be taken up before the interview, the only exception 

being where a candidate has indicated on their application form that they do not wish their current 

employer to be contacted.  This should not prohibit other references such as those from previous 

employers being taken up. At this stage it is acceptable to obtain references by telephone. For the 

successful candidate these will always be followed up in writing.  

 

References will always be taken up from the candidate’s current employer. Where a candidate is 

currently working with children in any capacity the School will ask their current employer about any 

disciplinary offences and whether the candidate has been the subject of any child protection 

allegations or concerns and if so the outcome of any enquiry or disciplinary procedure. If the 

candidate is not currently working with children but has done so in the past the school will ask the 

previous employer about these issues.  

 

At the point that a candidate is selected for the post the offer cannot be confirmed until the 

appropriate pre-employment checks have been carried out which includes the receipt and 

verification of two written references.    

 

Pre-employment checks and offer of the role  

A conditional offer of employment is made to the successful candidate subject to the following:  

• A DBS check (previously known as CRB), including a barred list check 

• For teachers - a prohibition from teaching check, and where appropriate a prohibition from 

management check. 

• The receipt of 2 written references satisfactory to us 

• Confirmation of medical fitness to undertake the role  

• Evidence of right to work in the UK 

• Verification of Identity 

• Evidence of relevant qualifications 

• Overseas checks where they are applicable. For teaching roles this will include requesting that 

the candidate provides the School with a letter of professional standing for the professional 

body in the country in which they have worked. 

 

For those providing early years care or later years childcare, including before school and after school 
clubs, to children who have not attained the age of 8 and to those who are directly concerned in the 
management of that childcare will also seek confirmation that the candidate is not disqualified from 
working with children. 
 

A conditional offer letter, contract and offer pack will be sent out to all successful candidates.  

 

 

 

Criminal records checks  

The Schools will refer to the Department of Education document, “Keeping Children Safe in 

Education” and any amended version in carrying out the necessary required DBS checks. The Schools 
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comply with the DBS code of practice, a copy of which can be accessed at 

https://www.gov.uk/government/publications/dbs-code-of-practice.  

 

The school will usually carry out our own DBS check unless the individual is registered with the DBS 

update service. In limited circumstances a DBS check carried out by another school or educational 

establishment may be accepted in cases where the candidate has worked at that establishment no 

longer than three months previously and this has been verified.  

 

In the event that a DBS check is not received prior to the start date, an individual may begin work 

assuming that all other checks are in place and a risk assessment has been carried out which 

confirms that they are able to work, with supervision, pending the return of the DBS check. The risk 

assessment will be reviewed on a regular basis, at least fortnightly.  

 

If a DBS check from another school or education provider is accepted or a DBS is not returned prior 
to the commencement of employment a separate barred list check will be carried out.  

 

Probation periods  

Probation periods for teaching staff are one year, for all other staff members they would usually be a 

minimum of 6 months. Further information is available in the Schools’ probation policy.  

 

Coaches, Supply and Peripatetic staff.  

Those who work with the school as Coaches, Peripatetic or Supply Staff are required to undertake 

the same pre-employment checks as employed staff before they may work in the school. In the case 

of those supplied by an agency or other third-party, written assurance will be sought from the 

agency or third party that all appropriate checks have been carried out before the individual works 

within the school. The school will require sight of the enhanced disclosure along with evidence of 

identity before the individual may start work.  

In the event that a contractor has not been subject to the checks described above, for example a 

maintenance contractor on a one-off visit to the school to affect a repair they must be supervised at 

all times.  

 

Equal opportunities  

The School is committed to providing equality of opportunity for all and ensuring that all stages of 

recruitment and selection are fair. Recruitment and selection procedures will be reviewed on a 

regular basis to ensure that candidates are not discriminated against on the grounds of race, 

nationality, gender, religion, age, disability, marital status, sexual orientation. The school 

acknowledges that unfair discrimination can arise on occasion and therefore will ensure that the 

Equal Opportunities Policy is the foundation for all its activities. 

Data protection  

The School will comply with its obligations regarding the retention and security of records in 

accordance with the DBS code of practice and its obligations under its data protection policy.  

 

 

https://www.gov.uk/government/publications/dbs-code-of-practice
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