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 ‘Opening Doors with Learning, Faith and Care’ 

 
Safer Recruitment Policy 

 
Introduction 
 
This policy provides schools within the Mid-Trent MAT (hereafter called ‘The Trust’) with a set of recruitment 

and selection practices for the effective resourcing of employees in an efficient and fair manner.  This policy 
takes into account current employment legislation. 

All staff, Governors and trustees concerned with the recruitment and selection of all permanent and temporary 

employees, whatever this role may be within the Trust, should become familiar with this policy and ensure 

that they comply with the procedures, as detailed below. 

The Trust is committed to the constant improvement of the academic standing, performance and efficiency of 

each of its schools by attracting and recruiting high calibre staff, who are the best candidates available for the 

job. 

Within the Trust the Safeguarding Statement for each school sets out the importance of child protection.  This 
Statement is reflected in all aspects of our work at school including ‘Safer recruitment’: 
  
“This school and the Mid-Trent MAT are committed to safeguarding and promoting the welfare of children and 
young people and expect all staff and volunteers to share this commitment."  

 
Aims and Objectives  

 This policy ensures that all the Trust community including directors, governors, employees and parents are 
clear about the procedures for recruiting all new members of staff.  Its aims are:  

• To be fair to all applicants 

• To be robust and rigorous in our selection criteria 

• To employ the highest calibre of staff 

Procedures 

The recruitment procedure is divided into four stages which cover the whole recruitment process, 
from the initial advert to the induction of the newly appointed member of staff. 
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Stage One 

1. Design a timetable for the recruitment process including the dates for: 

 
• the advert to be posted,  
• the closing date,  
• the short listing date, and  

• the venue and times for the interview 
 

      2.   Design job description and person specification  
 

3. Choose method of assessment 
 

Stage Two 
1. Decide on information to be sent to candidate including where appropriate a ‘killer’ (deciding) question and 
a supporting letter. 

 
2. Write an advert including giving a policy statement that demonstrates the commitment of the Trust and 
each local school to safeguarding and promoting the welfare of children.  This will include a statement about 
safeguarding policies, procedures and checks carried out.  

 
3.  Advertise the post.  
 
4. Send out information/application packs ensuring that: 

 
• Trust application forms are used and obtain a common set of criteria;  
• the job description includes a policy statement on safeguarding children. (The job description should 

state the applicant’s responsibility for promoting and safeguarding the welfare of children that they 
are responsible for/come into contact with); 

• the person specification should explain that the interview will explore issues relating to safeguarding 
and promoting the welfare of children. 

 
Stage Three - Short listing 

1. Decide on short listing criteria 
 
2. Read application form and check information. Speak with present employer and one other to request 
references. 

• References should be obtained directly from those identified on the application form prior to interview.  
There should be no open references (testimonials).  

• The reference request is on a standard Trust form to ensure consistency and continuity. 

• The reference request enquires about the candidate’s suitability to work with children and to indicate 
any concerns or reasons why they may be unsuitable.  

• Any reference requests to a current/previous employer (where the candidate worked with children) 

should include a question about disciplinary offences and details of any allegations or concerns about 
child protection issues and the outcome of any investigations/conclusions.  

• Any information about past disciplinary action or allegations should be considered in the circumstances 
of the individual case. 

• If a candidate is unable to provide two suitable references the school reserves the right not to consider 
him/her for the post. 

 
4. Scrutinise references 
 
5. Check gaps or issues on application form with candidate. 

 
6. Invite candidates for interview requesting they bring with them to interview: 

• Identification documents 

• Evidence of completed online DBS application 
• If relevant: Proof of qualifications and professional registration  

 
Stage Four – The Interview 

The invitation to interview indicates that the candidate’s suitability to work with children will be explored at 
interview and asks the candidate to bring documentary evidence of identity and qualifications to the interview.  
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1. Train and brief those who are carrying out the interview or other assessments. Ensure that there are at 
least two people on the panel of whom at least one should have undergone the ‘Safer Recruitment’ training.  
 

2. A standard list of questions should be prepared for each candidate that covers the requirements of the post; 
the candidate’s attitude towards children and their ability to support the safeguarding agenda.  There should 
also be a set of specific questions for each candidate based on the information provided in the application form 
and references i.e. gaps in employment history.  (All teaching post applicants are seen teaching.) 

 
3. Probe candidates’ attitudes and motives towards safeguarding children. 
 
4. Discuss criminal convictions history with candidate and the candidate should be asked whether they wish 
to disclose anything in the light of the requirement for a DBS disclosure. 
 

5. Make a decision to offer the post to the individual subject to satisfactory DBS checks, references and medical 
clearance. 
 

6. An enhanced DBS disclosure which includes a ‘Barred List’ check will be undertaken for all Trust staff before 
they begin work as they will be undertaking regulated activity. The request for a DBS disclosure should be 
submitted in advance of the individual starting work.  The individual will not start work until results have been 
returned.  

 
7. Supply Staff (Employed through an agency) 
 
7.1 Written confirmation will be sought from the agency to confirm that relevant disclosures have been 
obtained and if so whether they included any disclosed information.  
 
7.2 It will be necessary for the agency to have obtained proof of identity such as a birth certificate, driving 

licence, or passport combined with evidence of address prior to appointing the member of staff.  This 
information should be sent through to the school prior to the member of staff starting work. 

 
7.3 Trust schools will check photo ID for all members of staff previously unknown to them who are employed 
through an agency.  
 

8. Directly Employed Supply Staff 
 
8.1 Supply staff directly employed by Trust schools should be subject to the same pre-recruitment checks as 
for all other employed staff.  
 
9. Directly Employed Supply Staff (Overseas) 
 

9.1 If the member of staff has lived abroad for a significant period of time, it will be confirmed whether 
certificates of good conduct from the relevant embassy or police force have been obtained prior to employment 
commencing.  

 
9.2 Where foreign workers are being employed checks should be made to ensure that they have the necessary 
permit.  
 

10. Volunteers 
 
10.1 DBS enhanced disclosures including barred list check will be obtained for those individuals whose 
volunteering is regular and involves unsupervised contact with children (regulated activity).  
 
11. Central Record of Pre-Recruitment Checks 

 
11.1 A single central record of recruitment and vetting checks is maintained by each Trust school for all school 
staff, all supply staff (either directly or via an agency) and others who work in regular contact with children 

such as volunteers.  
 
11.2 The central record indicates whether the following have been completed: - 
 

• Identity checks 
• Qualification checks (for legally required qualifications e.g. QTS) 
• Teacher Prohibition Checks 
• Checks of permission to work in the UK 
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• Barred list checks and CRB enhanced or DBS disclosure 
• Further overseas CRB or DBS checks where appropriate. 
 

 
12. Review of policy 
 
This policy will be reviewed annually with the Trust Safeguarding policy by the Trust Board. 

 
Latest Review: 13.7.17 
Next Review: Summer 2018 
 
 
Signed (Local headteacher) ………………………………………………………………………. 

 
 
Signed (Chair of Trust Board) …………………………………………………………………….. 


