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Recruitment, selection and induction policy
This policy applies to anyone responsible for recruiting, selecting and inducting staff and volunteers in
South Lee School and all who participate in shortlisting and interview panels. Employees involved in
the recruitment and selection of staff are responsible for familiarising themselves with and complying
with the provisions of this policy.
South Lee is committed to promoting the welfare of children and young people and keeping them
safe. We are also committed to equality, valuing diversity and working inclusively across all of our
activities.
We aim to have a workforce that represents a variety of backgrounds and cultures and can provide
the relevant knowledge, abilities and skills for our organisation.
The purpose of the policy:







to ensure that the best possible staff are recruited on the basis of their merits, abilities and
suitability for the position;
to ensure that all job applicants are considered equally and consistently;
to ensure that no job applicant is treated unfairly on any grounds including race, colour,
nationality, ethnic or national origin, religion or religious belief, sex or sexual orientation,
marital or civil partner status, disability or age;
to ensure compliance with all relevant legislation, recommendations and guidance including
the statutory guidance published by the Department for Education (DfE), Safeguarding
children and safer recruitment in education (SCSRE), Keeping Children Safe in Education
(KCSIE) and any guidance or code of practice published by the Disclosure and Barring Service
(DBS); and
to ensure that the School meets its commitment to safeguarding and promoting the welfare
of children and young people by carrying out all necessary pre-employment checks.

We recognise that:







our workforce is our most important resource.
unsuitable individuals sometimes seek out opportunities via employment or volunteering to
have contact with children in order to harm them.
some groups face unfair discrimination in the workplace.
children, young people and families benefit from our efforts to recruit and select a skilled and
committed workforce from a diverse range of backgrounds.
new staff and volunteers cannot perform their role effectively unless they are inducted
properly and receive ongoing support and supervision.

Recruitment and selection procedure
All applicants for employment will be required to complete an application form containing questions
about their academic and employment history and their suitability for the role. Incomplete
application forms will not be accepted and will determine the applicant is withdrawn from the
process. Curriculum vitae will not be accepted in place of the completed application form. Applicants
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will receive a job description and person specification for the role applied for. [• Application forms,
job descriptions, person specifications and the School's Child Protection Policy are available to
download from the School's website] [• and can be printed and forwarded to applicants on request].

The applicant may then be invited to attend a formal interview at which his / her relevant skills and
experience will be discussed in more detail. Applicants attending for interview will be asked to bring
with them the following






verification of the applicant's identity (where that has not previously been verified);
where the position amounts to "regulated activity" (see section 4.3 below) confirmation that
the applicant is not named on the Children's Barred List*;
verification of the applicant's right to work in the UK;
any further checks which are necessary as a result of the applicant having lived or worked
outside of the UK; and
verification of professional qualifications which the School deems a requirement for the post,
or which the applicant otherwise cites in support of their application (where they have not
been previously verified).

If it is decided to make an offer of employment following the formal interview, any such offer will be
conditional on the following:









the agreement of a mutually acceptable start date and the signing of a contract incorporating
the School's standard terms and conditions of employment;
the receipt of two references (one of which must be from the applicant's most recent
employer) which the School considers to be satisfactory;
for teaching positions, confirmation from the National College for Teaching and Leadership
that the applicant is not subject to a prohibition order;
where the position amounts to "regulated activity (see below) the receipt of an enhanced
disclosure from the DBS which the School considers to be satisfactory;
confirmation that the applicant does not commence work in contravention of a direction
under section 142 of the Education Act 2002 or section 128 of the Education and Skills Act
2008 which prohibits, disqualifies or restricts them from teaching or being involved in the
management of an independent school;
confirmation that the applicant is not disqualified from working in connection with early or
later years’ provision (see below);
verification of the applicant's medical fitness for the role (see below).

*The School is not permitted to obtain an enhanced DBS disclosure or check the Children's Barred List
unless an individual will be engaging in "regulated activity". Whether a position amounts to
"regulated activity" must therefore be considered by the School in order to decide which checks are
appropriate. It is however likely that in nearly all cases an enhanced DBS check and a Children's
Barred List check will be permitted.
Medical fitness
The South Lee School is legally required to verify the medical fitness of anyone to be appointed to a
post at the School, after an offer of employment has been made but before the appointment can be
confirmed.
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It is the School's practice that all applicants to whom an offer of employment is made must complete
a Health declaration. This information will be reviewed against the Job Description and the Person
Specification for the particular role, together with details of any other physical or mental
requirements of the role i.e. proposed timetable, extra-curricular activities, layout of the School
etc. If the School's has any doubts about an applicant's fitness the School will consider reasonable
adjustments in consultation with the applicant. The School may also seek a further medical opinion
from a specialist or request that the applicant undertakes a full medical assessment.
The School is aware of its duties under the Equality Act 2010. No job offer will be withdrawn without
first consulting with the applicant, obtaining medical evidence, considering reasonable adjustments
and suitable alternative employment.
Pre-employment checks
In accordance with the recommendations set out in SCSRE, KCSIE and the requirements of The
Education (Independent School Standards) Regulations 2014 the School carries out a number of preemployment checks in respect of all prospective employees.
Verification of identity and address
All applicants who are invited to an interview will be required to bring with them evidence of identity,
right to work in the UK, address and qualifications as set out below and in the list of valid identity
documents at Appendix 1 (these requirements comply with DBS identity checking guidelines):




one document from Group 1; and
two further documents from either of Group 1, Group 2a or Group 2b, one of which must
verify the applicant's current address; and
original documents confirming any educational and professional qualifications referred to in
their application form.

Where an applicant claims to have changed his / her name by deed poll or any other means (e.g.
marriage, adoption, statutory declaration) he / she will be required to provide documentary evidence
of the change.
The School asks for the date of birth of all applicants (and proof of this) in accordance with SCSRE and
KCSIE. Proof of date of birth is necessary so that the School may verify the identity of, and check for
any unexplained discrepancies in the employment and education history of all applicants. The School
does not discriminate on the grounds of age.
References
References may be taken up on short listed candidates prior to interview. Please note that no
questions will be asked about health or medical fitness prior to any offer of employment being made.
All offers of employment will be subject to the receipt of a minimum of two references which are
considered satisfactory by the School. One of the references must be from the applicant's current or
most recent employer. If the current / most recent employment does / did not involve work with
children, then the second reference should be from the employer with whom the applicant most
recently worked with children. Neither referee should be a relative or someone known to the
applicant solely as a friend.
All referees will be asked whether they believe the applicant is suitable for the job for which they
have applied and whether they have any reason to believe that the applicant is unsuitable to work
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with children. All referees will be sent a copy of the job description and person specification for the
role for which the applicant has applied. If the referee is a current or previous employer, they will
also be asked to confirm the following:





the applicant's dates of employment, salary, job title / duties, reason for leaving,
performance, sickness* and disciplinary record;
whether the applicant has ever been the subject of disciplinary procedures involving issues
related to the safety and welfare of children (including any in which the disciplinary sanction
has expired), except where the issues were deemed to have resulted from allegations which
were found to be false, unsubstantiated or malicious; and
whether any allegations or concerns have been raised about the applicant that relate to the
safety and welfare of children or young people or behaviour towards children or young
people, except where the allegation or concerns were found to be false, unsubstantiated or
malicious.

(*questions about health or sickness records will only be included in reference requests sent out
after the offer of employment has been made.)
The School will only accept references obtained directly from the referee and it will not rely on
references or testimonials provided by the applicant or on open references or testimonials. The
School will compare all references with any information given on the application form. Any
discrepancies or inconsistencies in the information will be taken up with the applicant and the
relevant referee before any appointment is confirmed.
Criminal records check
Due to the nature of the work, the School applies for an enhanced disclosure from the DBS in respect
of all prospective staff members, governors and volunteers.
Prior to 29 May 2013 an enhanced disclosure contained details of all convictions on record (including
those which are defined as "spent" under the Rehabilitation of Offenders Act 1974) together with
details of any cautions, reprimands or warnings held on the Police National Computer. It could also
contain non-conviction information from local police records which a chief police officer considered
relevant to the role applied for at the School.
As of 29 May 2013 the DBS commenced the filtering and removal of certain specified information
relating to old and minor criminal offences from all criminal records disclosures. The DBS and the
Home Office have developed a set of filtering rules relating to spent convictions which work as
follows:
For those aged 18 or over at the time of an offence
An adult conviction for an offence committed in the United Kingdom will be removed from a DBS
disclosure if:




eleven years have elapsed since the date of conviction;
it is the person’s only offence; and
it did not result in a custodial sentence.

It will not be removed under any circumstances if it appears on a list of "specified offences" which
must always be disclosed. If a person has more than one offence on their criminal record, then
details of all their convictions will always be included.
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A caution received when a person was aged 18 or over for an offence committed in the United
Kingdom will not be disclosed if six years have elapsed since the date it was issued, and if it does not
appear on the list of "specified offences".
For those aged under 18 at the time of an offence
A conviction for an offence committed in the United Kingdom will be removed from a DBS disclosure
if:




five and a half years have elapsed since the date of conviction; and
it is the person's only offence; and
it did not result in a custodial sentence.

Again, the conviction will not be removed under any circumstances if it appears on the list of
"specified offences", or if a person has more than one offence on their criminal record.
A caution received when a person was aged under 18 for an offence committed in the United
Kingdom will not be disclosed if two years have elapsed since the date it was issued, and if it does not
appear on the list of "specified offences".
The list of "specified offences" which must always be disclosed
This contains a large number of offences, which includes certain sexual, violent and other offences
that are considered so serious they will always be disclosed, regardless of when they took place or of
the person’s previous or subsequent criminal record. The list of "specified offences" can be found at:
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-froma-criminal-record-check

The School applies for an enhanced disclosure from the DBS and a check of the Children's Barred List
(now known as an Enhanced Check for Regulated Activity) in respect of all positions at the School
which amount to "regulated activity" as defined in the Safeguarding Vulnerable Groups Act 2006 (as
amended). The purpose of carrying out an Enhanced Check for Regulated Activity is to identify
whether an applicant is barred from working with children by inclusion on the Children's Barred List
and to obtain other relevant suitability information. Any position undertaken at, or on behalf of, the
School (whether paid or unpaid), will amount to "regulated activity" if it is carried out:






on an unsupervised basis;
frequently, meaning once a week or more; or
overnight, meaning between 2.00 am and 6.00 am; or
satisfies the "period condition", meaning four times or more in a 30-day period; and
provides the opportunity for contact with children.

It is for the School to decide whether a role amounts to "regulated activity" taking into account all the
relevant circumstances. However, nearly all posts at the School amount to regulated activity. It is
the School's policy to carry out both an enhanced DBS check and a check of the Children's Barred List
on all applicants who are appointed to work in regulated activity. Limited exceptions could include
an administrative post undertaken on a temporary basis in the School office outside of term time.

The DBS now issues a DBS disclosure certificate to the subject of the check only, rather than to the
School. It is a condition of employment with the School that the original disclosure certificate is
provided to the School within two weeks of it being received by the applicant. Original certificates
should not be sent by post. Applicants must instead bring the original certificate into the School
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within two weeks of it being received. A convenient time and date for doing so should be arranged
with the Bursar as soon as the certificate has been received. The original disclosure certificate must
still be provided [• prior to the first day of work / on the first working day]. Employment will remain
conditional upon the original certificate being provided and it being considered satisfactory by the
School.
If there is a delay in receiving a DBS disclosure the Head has discretion to allow an individual to begin
work pending receipt of the disclosure. This will only be allowed if all other checks, including a clear
check of the Children's Barred List (where the position amounts to regulated activity), have been
completed and once appropriate supervision has been put in place.
DBS checks will still be requested for applicants with recent periods of overseas residence and those
with little or no previous UK residence. These applicants may also be asked to provide further
information, including a criminal records check from the relevant jurisdiction(s).

Childcare Disqualification Requirements
The Childcare Act 2006 (the Act) and the Childcare (Disqualification) Regulations 2009 (the
Regulations) state that it is an offence for the School to employ anyone in connection with our early
years or later years’ provisions with children under the age of eight who is disqualified. This applies
to normal School activities and any before or after School clubs or activities. It is also a criminal
offence for a disqualified person to provide early or later years’ provision or to be directly concerned
in its management.
The criteria for which a person will be disqualified from working in connection with early or later
years’ provision are set out in the Regulations. They are not only that a person is barred from
working with children (by inclusion on the Children's Barred List) but also include:



having been cautioned for, or convicted of, certain criminal offences including violent and
sexual criminal offences against children and adults;
various grounds relating to the care of children, including where an order is made in respect
of a child under the person's care;

We are committed to reviewing our policy and good practice.
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Recruitment, selection and induction process in brief
1. Plan the recruitment and selection process.
2. Advertise the vacancy.
3. Review all applications against the criteria in the job/role description.
4. Create a shortlist of suitable applicants.
5. Agree the interview questions and selection tools e.g. tests, role play etc.
6. Invite your chosen candidates to be interviewed.
7. Conduct interviews and verify every candidate’s identity and qualifications.
8. Make decision on suitable appointment of candidate(s).
9. Make a conditional offer of employment or a volunteer position, subject to satisfactory references
and checks.
10. Consider any confidential information that the candidate has submitted along with his/her
application, and discuss this with the candidate.
11. Complete the take up of references and checks.
12. Are all issues arising from the references, checks and self-disclosed information resolved?
Yes - confirm the offer on a trial period
No - withdraw the job offer
13. Agree a start date.
14. Plan the induction. See Induction Pack.
15. Appoint a Mentor for new staff member. Hold initial induction meeting.
16. Safeguarding session with DSL and accompanying powerpoint and booklet.
17. New staff member starts. Follow through the induction programme with weekly meetings with mentor.
18. Conduct scheduled reviews within the trial period to check progress.
17. After the trial period, are you satisfied with their progress?
Yes - confirm new staff member in post
Not completely – consider extending the trial period and agree a further support package if appropriate
No, progress has been highly unsatisfactory - end the contract at this point.
18. At the end of the trial period extension, are you still unsatisfied with the new recruit’s progress?
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Yes - end contract at this point
No - confirm new staff member in post
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