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  INTRODUCTION 

1.1  It is the aim of Wickersley Partnership Trust (hereafter known as WPT) to recruit the   
 most suitable individual for each vacancy, regardless of sex, colour, race, nationality,   
 national or ethnic origins, religion or beliefs, age, sexual orientation or disability.

1.2  WPT is committed to safeguarding and promoting the welfare of children and young   
 people, and expects all employees and volunteers to share this commitment.

1.0

2.0  AIMS

2.1  The aim of this policy is to ensure that any appointments made throughout WPT are   
 made on merit in an effective, efficient, consistent and safe way with due regard for safer  
 recruitment.

2.2  The purpose of this guidance is to provide a framework in which appointments are made  
 fairly and objectively, and in accordance with best practice and employment law.

2.3  To ensure that the best possible staff are recruited on the basis of their merits,    
 abilities and suitability for the position as measured against the job description and   
 person specification.

2.4  To ensure that all job applicants are considered equally and consistently.

2.5  To ensure that no job applicant is treated unfairly on any ground including age, disability,  
 gender reassignment, race, religion or belief, sex or sexual orientation as outlined in the  
 Equality Act 2010.

2.6  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 (see Appendix).

2.7  To ensure that all employment checks are recorded clearly on the school’s electronic   
 Single Central Register (SCR).

2.8  The school aims to operate this procedure consistently and thoroughly while obtaining,  
 collating, analysing and evaluating information from and about applicants applying for  
 job vacancies at WPT.

3.0  LEGISLATION

3.1  Recruitment and selection has been defined as the process of securing employment   
 of the right individual, with the right skill set at the right time. The process is    
 governed by  extensive legislation, particularly laws relating to discrimination as defined  
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4.0  RESPONSIBILITIES 

4.1  It is the responsibility of the Directors to:

• Ensure the school and Trust have effective policies and procedures in place for 
recruitment of all staff and volunteers in accordance with DfE guidance and legal 
requirements

• The Governing Body has delegated responsibility to the Headteacher to lead in all 
appointments. School Governors may be involved in staff appointments but the final 
decision will rest with the Headteacher

• Ensure that the CEO and Finance Committee are responsible for planning and 
evaluating staffing plans and budgets

4.2  It is the responsibility of the recruitment panel to:

• Ensure that the school operates safe recruitment procedures and makes sure all 
appropriate checks are carried out on all staff and volunteers who work at the school

• Monitor contractors’ and agencies’ compliance with this policy; and promote the 
welfare of children and young people at every stage of the procedure

• Undertake Safer Recruitment training (at least one individual on the recruitment 
panel is required to have undergone safer recruitment training at all stages in the 
recruitment process)

• Undertake unconscious bias training

 by the Equality Act 2010.

3.2  To ensure compliance with all relevant legislation, recommendations and guidance   
 including the statutory guidance published by the Department for Education    
 (DfE), Keeping Children Safe in Education (Jan 2021) and the Code of Practice published  
 by the Disclosure and Barring Service (DBS).

3.3  From 1st January 2010, the School Staffing (England) Regulations 2009 states the Local  
 Governing Body must ensure that any individual or panel who interviews an applicant for  
 any position must have at least one member of the panel/group who has completed the  
 safer recruitment training as approved by the Secretary of State. The Safeguarding   
 Children and Safer Recruitment in Education Documents (Keeping Children Safe   
 in Education – July 2015) advises refresher training every 5 years to ensure that   
 knowledge and skills are kept up to date.

3.4  Any employee or Governor/Director who is involved in recruitment in schools or the   
 Trust must ensure that they fully comply with the organisation’s Equal     
 Opportunities Policy, and the DfE’s latest safer recruitment guidance in the “Keeping   
 Children Safe in Education” publication – which can be found on the DfE’s website   
 - at every stage of the recruitment process. In accordance with the Equal Opportunity  
 Policy, reasonable adjustments will be made to accommodate the needs of any individual  
 who has notified the organisation that they have a disability within the meaning of the  
 Equality Act 2010 at all stages of the recruitment process.

3.5  This policy also complies with General Data Protection Regulation (GDPR) requirements.



• Ensure all pre-employment checks are complete before employment begins and that 
they are recorded on the Single Central Register (see Appendix)

• Keep a written record of all short-listing and assessment decisions, making a verbal 
offer of employment, providing feedback to unsuccessful short-listed candidates if 
requested and reviewing the recruitment process in line with the Recruitment Policy

4.3  It is the responsibility of employees to:

• Familiarise themselves with and complying with the provisions of this policy if 
involved in the recruitment and selection of new appointments

• Ensure that all contractors and agencies who provide services to the school to 
comply with safer recruitment practices

• To declare if a member of staff involved in the recruitment process has a close 
personal or familial relationship with an applicant. They must declare it as soon 
as they are aware of the individual’s application and avoid any involvement in the 
recruitment and selection decision-making process

• HR are responsible for providing professional advice on the grading of posts, 
carrying out pre-employment checks, issuing written offer of appointment and 
contracts of employment, assisting with the organisation of assessment activities and 
administrative tasks, monitoring and reviewing the recruitment process in line with 
the Recruitment Policy and to provide training on recruitment and selection including 
equality issues. Also, HR will obtain written confirmation from supply agencies and 
third parties that the same checks have been carried out for supply staff as the 
school/Trust would carry out on its own employees

• The Media Team are responsible for designing and placing job adverts, providing 
consistent content of job descriptions/person specifications once all the relevant 
information is collated

5.0  EFFECTIVE PRACTICE IN RECRUITMENT

5.1  Effective practice in recruitment starts with detailed planning of the recruitment exercise,  
 together with the production of an appropriate advertisement. It also requires a   
 consistent and thorough process of obtaining, collating, analysing, and evaluating   
 information from and about applicants.

5.2  Key elements within this process include:

• Ensuring the job description for the post being advertised is accurate and up to date, 
and does not contravene any employment legislation

• Ensuring that the person specification for the post is accurate and up to date
• Obtaining and scrutinising comprehensive information from applicants, and 

satisfactorily resolving any gaps, discrepancies or anomalies
• Pre-employment checks which include (please refer to Appendix): an identity check, 

a barred list check, an enhanced DBS check
• A prohibition from teaching check (must be made for anyone undertaking ‘teaching 

work’ (with or without Qualified Teaching Status)
• A check of professional qualifications and QTS where appropriate
• A check to establish the person’s right to work in the United Kingdom
• Further checks on people living or working outside the UK which could include where 

applicable overseas criminal record checks and for those seeking teaching positions, 
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obtaining a letter of professional standing from the professional regulating body in 
the country in which the applicant has worked

• Receipt of at least two references which are satisfactory to the school, one of which 
will be from the applicant’s more recent employer

• A separate satisfactory barred list check will be undertaken in the event that an 
enhanced disclosure is not received in advance of starting employment in the 
regulated activity, or where a ‘portable’ disclosure is used

• The signed declaration to satisfy the Childcare (Disqualification) Regulation 2009 
where working in relevant Childcare Provision

• Verification of the applicant’s medical fitness to ensure the duties of the post can 
be carried out satisfactorily, fully taking into account the Equality Act 2010 where 
reasonable adjustments may be made to fulfil the role effectively

• Obtaining independent professional references that answer specific questions to help 
assess an applicant’s suitability to work

• A face-to-face interview that explores the candidate’s suitability to undertake the role
• Planning an assessment centre to test a candidate’s knowledge and competence in 

key areas of the job in which they are being recruited to
• Verifying the successful applicant’s identity: passport of photo-card driving licence 

providing photographic identity; two utility bills or statements (from different 
sources) showing their name and home address; documentation confirming 
their National Insurance Number (P45, P60 or National Insurance Card); original 
documents confirming any educational and professional qualifications referred to in 
their application form

• Checking their previous employment history and experience 
• Carrying out an Enhanced Disclosure and Barring (DBS) check for roles in “regulated 

activity”

5.3  Volunteers

The Trust will request an enhanced DBS disclosure and Children’s Barred List information 
on all volunteers including Governors and Directors. 

Under no circumstances will the Trust permit an unchecked volunteer to have 
unsupervised contact with students. 

It is the Trust’s policy that a new DBS certificate is required for volunteers who will 
engage in regulated activity but who have not been involved in any activities with the 
Trust for three consecutive months or more. 

Those volunteers who are likely to be involved in activities with the Trust on a regular 
basis may be required to sign up to the DBS update service as this permits the Trust to 
obtain up to date criminal records information without delay prior to each new activity in 
which a volunteer participates. 

In addition, the Trust will seek to obtain such further suitability information about a 
volunteer as it considers appropriate in the circumstances. This may include (but is not 
limited to the following): 

• Formal or informal information provided by staff, parents and other volunteers
• Character references from the volunteer’s place of work or any other relevant source 
• An informal safer recruitment interview



  PLANNING AND ADVERTISING  

6.1  Planning is vital to successful recruitment. It is important to be clear about the mix of   
 qualities, qualifications and competencies that a successful candidate will need   
 to demonstrate. These requirements, if clearly set out in the advertisement for the post,  
 should prevent unwanted applications.

6.2  It is essential to plan the recruitment exercise itself, identifying who should be assigning  
 responsibilities, and setting aside sufficient time for the work needed at each stage   
 so that safeguards are not overlooked. For example, it is important to organise the   
 selection process to allow references to be obtained on shortlisted candidates before   
 interview.

6.3  The time and effort spent in this stage of the process should help minimise the risk of  
 making an unsuitable appointment and deterring those who may present a risk to   
 children and young people.

6.4  When a vacancy is advertised, the advertisement should clearly describe the job role,   
 job requirements, whether the post is permanent or fixed term, and whether part   
 time working or flexible working is available. What is stated as a requirement should   
 be capable of being tested during the interview process. If an advert asks for an   
 energetic, dynamic and enthusiastic applicant consider how this can be measured   
 during the interview process. If it cannot then consider rewording it to include criteria  
 that are measurable.

6.5  The advert should include a statement about the employer’s commitment to    
 safeguarding and promoting the welfare of children. All applicants will be required   
 to complete an enhanced DBS disclosure form and bring evidence of identity, right to  
 work in the UK and their qualifications. 

6.6  All information given to applicants should highlight the importance placed by the school  
 on a rigorous selection process and that the duty to safeguard and promote the welfare  
 of children is everybody’s responsibility.

6.0

7.0  THE APPLICATION FORM
 
7.1  All applicants for employment will be required to complete a confidential application   
 form containing questions about their academic and employment history, their   
 suitability for the role (based on the job specification and person specification), and a  
 diversity monitoring form. Incomplete application forms will be returned to the applicant  
 where the deadline for completed application forms has not passed. 

7.2  The single most important principle to apply in any appointment decision is to search for  
 and appoint the best individual. All roles should require applicants to complete the   
 appropriate agreed application form for the Trust.

7.3  The application form should also require a signed statement (or declaration form) that  



RECRUITMENT POLICY
Page 8

  THE JOB DESCRIPTION  

8.1  The job description for a specified role describes the job purpose, main responsibilities  
 and competencies for the role. Each vacancy within WPT is accompanied by a job   
 description.

8.2  Once a post becomes vacant or a new post is created, the job description should be   
 reviewed to ensure that the role of the post is updated and maintained, and reflects any  
 changes within the school/WPT since the last advert. This applies whatever the level   
 of responsibility or duration of the appointment.

9.0  THE PERSON SPECIFICATION  

The Person specification is supplementary information to the job description and lists essential 
and desirable criteria for the post. It should:

• Include the qualifications required
• Describe the areas in which applicants must demonstrate competence, qualifications, 

experience and qualities that the successful candidate should be able to demonstrate to 
properly undertake the role of the post. This might include a requirement to demonstrate 
a high level of competence in managing budgets, a high level of competence in presenting 
complex reports to large audiences and competence in IT

• Include safeguarding and promoting the welfare of children as part of the shortlisting for 
interview process as it can provide objective criteria for selection. The ability to contribute 
to safeguarding and promoting welfare of the child is an essential attribute

• Identify those qualities/competencies that are essential and those that are desirable
• Clearly state what parts of the person specification are going to be assessed when
• Make clear to applicants that they should address the requirements of the person 

specification in their application

8.0

 the individual is not disqualified from working with children through a disclosure (with a  
 Barred List check), and has no convictions, cautions, or bind-overs.

7.4  If an individual has a conviction, caution or bind-over then they should be asked to   
 attach details of this in a sealed envelope marked ‘confidential’. This gives the applicant  
 an opportunity to flag up something that may not be relevant in a confidential way. It   
 also encourages the applicant to be open about any issues so that, if necessary, it can be  
 discussed with them either prior to or at interview, rather than having to wait for a DBS  
 disclosure.

7.5  The declaration demonstrates that the organisation takes safe recruitment seriously.   
 Having a written declaration means that if a successful candidate has deliberately lied  
 about their criminal background, it is easier for the police, regulatory agency or   
 organisation to take action against the individual. The signed statement should   
 also confirm that all information provided on the application form is true.

7.6  The Trust does not accept a curriculum vita in place of an application form.



  SCRUTINISING AND SHORTLISTING 

10.1  At least three people (to include the Chair of the Panel) must be involved in the process  
 of scrutinising applications and shortlisting candidates. At least one member of the panel  
 should have undertaken safer recruitment training. An objective approach should always  
 be taken, and subjective judgments avoided.

10.2  Methods of assessment include application, interview and assessment centres. Weight  
 and scoring is addressed at section 13 in this document.

10.3  Assessments should be made on an individual basis, and only discussed with other   
 members of the panel after everyone has completed the process.

10.4  It is not essential that all scores given by individual panel members are identical. Where  
 they vary by more than one factor, the reason for this should be discussed and a revised  
 assessment agreed where appropriate. Should differences exist and the applicant is   
 shortlisted, “candidate specific” questions can be asked at interview to clarify the   
 issue(s).

10.5  Assumptions should not be made for incomplete applications. If information is    
 substituted for internal applicants, this is unfair on external applicants whom you   
 will have no knowledge about. Any anomalies, discrepancies or gaps in employment   
 identified should be noted so that if that applicant is shortlisted, “candidate specific”   
 questions can be prepared to clarify the issues raised.

10.6  It is recommended that a scoring system be agreed in advance for the assessment of   
 applicants, both at shortlisting and interview stage (see paragraph 13 in this    
 document). There are a number of ways in which this can be achieved, but it is important  
 that the methodology is clear and agreed in advance. 

10.7  All documents and notes must be kept for all shortlisted candidates, after which all   
 but those relating to the appointee should be destroyed. Schools/WPT should be   
 mindful of the General Data Protection Regulation (GDPR) requirements and principles in  
 relation to the retention of documents. Further advice on Information Governance should  
 be obtained from WPT’s chosen advisor.

WEIGHTING AND SCORING

At the shortlisting stage, the criteria will link to the job requirements set out in the job 
description, person specification, job advertisement and any other supporting information that 
clarifies the job role and expectations. The shortlisting process is as follows:

• Assess each criterion to give it a weighting
• If the range is, for example, 1 to 4, 4 would be essential, 3 high importance, 2 medium 

importance and 1 low importance
• The quality of the information provided can then be assessed with a range of 1 to 5, 5 would 

fully meet the criterion, 4 very good, 3 good, 2 average and 1 poor
• The score would be the weighting multiplied by the score, with a maximum of 20 and a 

minimum of 1. This will enable a range of scores to be achieved
• In order to make it effective, some model answers/key points will be available to those 

involved in the shortlisting process to help with assessment
• An alternative is to score the criterion without the weighting. This will still provide a range of 

scores, but may result in close scores on a more regular basis

10.0
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11.0  INTERVIEWING THE CANDIDATES SELECTED 

INVITE TO INTERVIEW

11.1  In addition to confirming the normal arrangements for interviews, the invitation to the  
 candidate should explain where, when, with whom, how the interview will be conducted,  
 if there are any other assessment tasks to be undertaken, and any other relevant   
 information. 

11.2  The invitation should also stress that the identity of the successful candidate will need to  
 be checked thoroughly to ensure the individual is who they claim to be, and that where  
 a DBS Disclosure is appropriate, the individual will be required to complete an    
 application for a DBS Disclosure straight away. Consequently, all candidates should be  
 instructed to bring with them: 

• Documentary evidence of their identity to satisfy DBS requirements, i.e. either a 
current driving licence or passport including a photograph, or a full birth certificate

• Documents such as a utility bill or financial statement that shows the candidate’s 
current name and address, and where appropriate change of name documentation

More information can be obtained from the Disclosure and Barring Service website.

11.3  Candidates should also be asked to bring documents confirming any educational and  
 professional qualifications that are necessary or relevant for the post, such as the original  
 or a certified copy of a certificate, or diploma, or a letter of confirmation from the   
 awarding body If the successful candidate cannot produce original documents or   
 certified copies, written confirmation of their relevant qualifications must be obtained by  
 the candidate from the awarding body. Where applicants have obtained qualifications  
 abroad, a certified check will be required. Proof of identity and other documentation will  
 be verified by the Chair of the Panel.

11.4  A copy of the documents used to verify the successful candidate’s identity, right to work  
 in the UK and qualifications must be kept for the personnel file. These should be signed  
 and dated by the individual carrying out the checks. 

INTERVIEW PANEL

11.5  All interview panels should have at least three people, at least one of which has   
 undergone safer recruitment training. In the case of senior or specialist posts, a larger  
 panel may be appropriate. A panel of at least three people allows two members   
 to observe, assess the candidate, and make notes, while the other member asks   
 the candidate questions. It also reduces the possibility of any dispute about what was  
 said or asked during the interview. 

11.6  The interview panel will undergo training which include aspects such as interview   
 techniques, how to make the candidate feel relaxed and how to efficiently score.

INTERVIEWS

11.7  The interview should assess the merits of each candidate against the job description and  
 person specification, and explore their suitability to undertake the job role.

11.8  It is important to plan for the interview and any assessment centre process in advance of  
 the interview to ensure that the panel understand their role, the questions are agreed   



  ASSESSMENT CENTRES  

12.1  Assessment centres are a series of exercises commonly used by employers to test skills  
 that may not be assessed from the traditional interview alone. The length of the   
 assessment centre will vary depending on the role. 

12.2  Assessment centre tests are normally used as part of the interview process, but there are  
 instances where shortlisting will take place during an assessment centre in order to   
 reduce a long list to a short list after assessment activities. This will depend on the   
 volume of responses and whether the numbers can be reduced to a manageable shortlist  
 without further screening.

12.3  The assessment centre can include a series of exercises, such as “in tray” exercises,   
 presentations, group discussions and team building to assess competencies; whatever is  
 relevant to the needs of the job.

12.4  There may be a shortlisting element part way through the assessment centre, in order to  
 take a certain amount of candidates through to the second part of the interview process.

WEIGHTING/SCORING

At the interview/assessment centre stage, each question/task should link to the job description 
requirements, and the scoring system will resemble but not necessarily mirror the shortlisting 
criteria.

The weighting could be 4 high, 3 medium, 2 average, 1 low, whilst the scoring would remain at 1 
to 5, with 5 excellent, 4 very good, 3 good, 2 average, 1 poor.

Each score would be achieved by multiplying the weighting by the score, again achieving a 
highest score of 20, the lowest of 1.

As with the shortlisting process (detailed in section 9), the scores should be added together 
to establish the highest points scorer and potentially the individual who will be offered the job 
for which they are being interviewed for. It is important that each member of the panel scores 
independently first, and only when the scores have been calculated should they be discussed 
as a group. Quite often the panel will have similar scores and a similar ranking order, but on 
occasions a panel member may score a candidate or candidates significantly differently to 
other panel members. This may have the effect of taking a candidate out of consideration, 
or putting one into consideration. It is important for the panel to discuss the variations and 
establish the reasons for the differences and re-score some factors to achieve an amended 

12.0

 and are linked to the person specification.

11.9  The scoring system, as for the shortlisting process, should be agreed in advance.

11.10  As part of the Interview process it may be appropriate to establish an assessment centre,  
 and the various aspects of this are set out in the next section.

11.11  Records from the interview and selection process should be kept as evidence to help   
 make the right decisions as well as reducing the risk of a discrimination claim.
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13.0  REFERENCES 

13.1  References for shortlisted applicants will be requested immediately after shortlisting   
 by sending a reference form to be completed. The only exception to this is where   
 applicants have indicated on the application forms that they do not wish their current  
 employer to be contacted. In such cases, this 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.

13.2  All offers of employment will be subject to the receipt of a minimum of two references  
 which are considered satisfactory by the Trust/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 a third reference is required  
 which should be from the employer with whom the applicant most recently worked with  
 children. If the applicant has not worked with children, only 2 references are required.

13.3  An individual’s past behaviour is the most reliable way of predicting future behaviour.   
 Consequently, the information that can be obtained from referees is very important.   
 The purpose of seeking references is to obtain objective and factual information to 
 support appointment decisions. They should always be sought and obtained directly   
 from the referee via the reference form. It is advised that telephone contact be made   
 with each referee in order to validate that the referee is part of the organisation declared  
 by the applicant if not easily sought.

13.4  Any offer of employment should always be conditional on the receipt of satisfactory   
 references.

If the referee is a current or previous employer, they will be asked to confirm the 
following via a reference form:

• The applicant’s dates of employment, salary, job title/duties, reason for leaving, 
performance and disciplinary record

• Their relationship to the applicant
• Whether they believe the applicant is suitable for the job for which they have applied 

(all referees will be sent a copy of the job description and person specification 
relevant to the role for which the applicant had applied)

• Whether they have any reason to believe that the applicant is unsuitable to work with 
children

• To confirm that the applicant has not been radicalised, so that they do not support 
terrorism or any form of “extremism”

• 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

• Whether any allegations or concerns have been raised about the applicant that relate 

scoring and ranking order.

The scoring will include any feedback and assessment from an assessment centre, and a 
discussion must be had with the individual(s) who have been delegated with the marking task 
to understand the reasons for the scores achieved.



to the safety and welfare of children or young people or behaviour towards children 
or young people

13.5  Whilst you can also ask for information relating to personal qualities, it should be borne  
 in mind that comments on “personal qualities” can be highly subjective, and only where  
 personal qualities relate directly to the job description can they be assessed as part of  
 the selection process.

13.6  Please note that until such time as a preferred candidate has been selected and a job   
 offer made, employers are unable to ask for details of a candidate’s sickness record, in  
 line with Equalities Act 2010 legislation. Some exceptions do exist where there is a need  
 on the post holder to carry out a function that is intrinsic to the work, e.g: if the post   
 involves driving as a regular and essential role, there may be a requirement to have a   
 particular level of eyesight. Where this is only occasional the question cannot be asked in  
 advance.

13.7  Employers should not rely on references or testimonials provided by the candidate, or on  
 open references and testimonials, i.e. “To Whom It May Concern” as there are cases of  
 candidates forging references.

13.8  Open references/testimonials can be the result of a “settlement” or “compromise   
 agreement” and are, therefore, unlikely to include any adverse comments that are asked  
 for within the WPT reference form. 

13.9  Consideration should be given to whether the referee has completed all aspects of the  
 reference form, and whether it appears to be an agreed reference, and if needed will be  
 contacted to verify themselves and provide further information if needed. 

13.10  Verbal references are also not acceptable. If an employer says it is not their policy to   
 provide references, the applicant must be asked to nominate another referee. The Trust  
 will not accept references from relatives of the applicant or people writing solely in the  
 capacity as a friend.

13.11  References must be thoroughly screened to ensure the referee has answered all the   
 questions. Explanations must be sought in relation to any gaps in employment so that  
 if that applicant is shortlisted “candidate specific” questions can be prepared to clarify  
 the issues raised. Any vague or ambiguous statements must be noted and explored at  
 interview.  Information provided by the referee should be compared with the information  
 provided by the applicant in their application and any discrepancies checked.

13.12  Where references reveal any inconsistencies or doubts about the individual’s suitability,  
 the issues should be followed up and explored with the referee. It is important to keep  
 written records of any telephone conversations and where the issues are significant,   
 more detailed information sought in writing from the referee. This is particularly   
 important where a decision is made not to consider the individual further, or where   
 issues need to be explored further with the applicant.

13.13  Any information about past disciplinary action, allegations or the candidate being   
 subject to formal capability procedures should be considered in the circumstances of the  
 individual case.

13.14  If the individual requesting references is unable to establish that the referee completely  
 addresses any questions asked, they must consider whether the candidate should still be  
 considered for appointment.
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14.0  CONDITIONAL OFFER OF APPOINTMENT

14.1  Any offer of appointment to the successful candidate will be conditional upon all of the  
 pre-employment checks being undertaken (this should be stated at interview and in   
 the offer letter). This will be done verbally as soon as the decision has been made,   
 followed by written confirmation within 5 working days which will include the salary   
 being offered and details about the post.

14.2  If the employee is a support staff member, details of their probationary period will be   
 included in the offer letter (please refer to the Probation Policy).

14.3  All candidates should be notified of the decision as soon as possible. If there is a reason  
 for the decision being delayed, this should be notified to the candidates.

14.4  Providing feedback - it is good practice to provide unsuccessful candidates with   
 feedback, particularly if this has been specifically requested. Giving constructive   
 feedback may help unsuccessful candidates focus on any aspects that they could   
 improve on for future success. Having evidence of clear, objective reasons for the   
 decision not to appoint is not only useful in providing feedback, it can be particularly   
 useful where candidates allege discrimination in the recruitment process, challenge the  
 reasons for rejection, and in defending a claim of discrimination.

14.5  Record keeping and data protection - where employers cannot produce documentary  
 evidence about the recruitment decision-making processes, it will be more difficult to  
 justify a decision as being objective and based of fair criteria. Therefore, WPT will keep  
 records of:  

• Job descriptions and person specifications 
• Shortlisting criteria 
• Any interviews conducted, including interview notes and any scoring undertaken 

reasons for selecting and rejecting candidates

  CENTRAL RECORD OF RECRUITMENT AND   
  VETTING CHECKS POLICY 

15.1 SAFEGUARDING & WELFARE

WPT is committed to safeguarding the welfare of children and is responsible (as an 
employer) for ensuring that guidelines are followed for the recruitment and selection of 
employees. These guidelines are in accordance with the “Safeguarding Children and Safer 
Recruitment in Education” guidance issued by the Department for Education. Robust 
and rigorous selection practices help deter or reject unsuitable applicants from gaining 
positions within schools, and helps to ensure that the workforce is committed to the safe 
welfare of children, and has a safe and secure school environment.

15.2 RECRUITMENT AND SELECTION PROCESS

15.2.1 All new appointments to WPT are subject to recruitment and vetting checks. All  
  employees at WPT are subject to the Disclosure and Barring Service (DBS) check.  

15.0



  This includes overseas and agency staff working at the school, paid and unpaid  
  teachers, and other workers.

15.2.2 Identity checks should be undertaken at interview. The organisation must   
  establish that the individual is who they say they are. This should be verified   
  by formal photographic identity such as a passport or driving licence, together  
  with confirmation of their current address.

15.2.3  A DBS check is a process of gathering information about an applicant’s possible  
  criminal activity. This includes spent and unspent convictions, cautions and   
  warnings given by the police. A certificate is issued to employees once this check  
  has been completed.

15.2.4  An enhanced DBS Check for regulated activity is available for positions working in  
  regulated activity and providing details of spent and unspent convictions, cautions  
  and warnings. It will also check the DBS Barred list for the relevant group.

15.2.5  A single central record detailing a range of checks that have been carried out   
  on employees is held at each school. Those appointees who have lived outside   
  of the United Kingdom are subject to such additional checks (as deemed   
  appropriate), where the required DBS Enhanced Disclosure is not considered   
  sufficient to establish suitability to work with children and young people. Identity  
  checks will be carried out on all appointments to the school before a placement is  
  offered to the applicant.

15.2.6 In accordance with the Asylum and Immigration Act 1996, employers have a duty  
  to check whether job applicants are entitled to live and work in the UK. When   
  applicants are invited to interview they should be asked to bring with them   
  evidence of their right to work in the UK. It is important to be sure that the
  individual is who they claim to be. The employer must ask to see documentary   
  evidence of identity and British or European Economic Area citizenship, e.g: a 
  British birth certificate, British or EEA passport together with National Insurance  
  Number. It is a criminal offence to employ an individual who does not have   
  permission to live and work within the UK. The employer or other individual(s)   
  making the appointment could be liable for prosecution. The UK Border Agency  
  also require that employers check, copy and keep the evidence that they have   
  verified. This should be held securely on the personnel file.

15.2.7  WPT will ensure that any supply staff have undergone the necessary checks to   
  assess their suitability for the post and DBS criteria have been met. The    
  school will also ensure that any agency providing staff will have made the   
  appropriate checks and have followed the regulations regarding disclosure   
  information, preferably by confirmation of a contract with the organisation.

15.2.8 WPT will implement a range of checks to minimise the possibility of children and  
  young people suffering harm from those whom they consider to be in positions of 
  trust. The school will also ensure that appropriate checks and child protection   
  procedures are in place for employees who work with young people outside the  
  school. Having a conviction will not necessarily bar individuals from working in a  
  job with children or vulnerable adults, and should not be used to discount 
  applications. The severity, nature, circumstances and timing of the conviction will  
  need to be taken into consideration.
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16.0  IMPLEMENTATION

16.1  DBS DISCLOSURES

The Headteacher has the discretion to allow an individual to begin work within WPT 
pending receipt of a DBS Disclosure but should ensure that the individual is appropriately 
supervised and that other checks, including List 99 (Barred List check) have been 
completed. Where possible, DBS Disclosures will be obtained before an individual 
starts work. If this is not possible it will be obtained as soon as is practicable after the 
individual’s appointment - its submission having been placed, and a risk assessment will 
be carried out to mitigate any safeguarding concerns. Posts within the school are exempt 
from the Rehabilitation of Offenders Act 1974. This means as a prospective employer, 
shortlisted applicants must disclose any unspent and spent convictions. Applicants will 
need to be given the opportunity at the application stage to declare any unspent or 
spent convictions they may have. Any declaration they make will be compared with the 
returned criminal record disclosure.

Enhanced Disclosures required for:

• Any employment or voluntary work
• Any position involving unsupervised contact with a child under arrangements made 

by the child’s parents/carers or WPT
• Any position which involves regularly caring for, training, supervising or being in sole 

charge of children at WPT

N.B. This includes both teachers and support staff.

Information disclosed as part of a DBS Disclosure must be treated as confidential.

It is an offence for the DBS Disclosure information to be passed to anyone who does 
not need it in the course of their duties. Only if the subject gives written consent can a 
disclosure be passed to another agency. If needed, a risk assessment is to be produced if 
a disclosure is apparent.

16.2  SINGLE CENTRAL RECORD

In addition to the various employee records which are kept as part of normal business, 
each school must also keep and maintain a single central record of recruitment and 
vetting checks. The records must show the following people:

• All employees who are employed to work at the school
• All employees who are employed as supply staff to the school or as supply staff 

through an agency

The record should also include all others who have been chosen by the school to work 
in regular contact with children. This will cover volunteers and mentors who also work as 
volunteers with WPT, and people brought into the school to provide additional teaching 
or instruction for students but are not staff members.

Supply agencies will need to supply the school with a written confirmation that 
satisfactory checks have been completed. Only if information disclosed in DBS checks 
requires it will the school be required to see original documentation on recruitment and 
vetting checks from the agencies.



The single central record will indicate:

• Identity checks
• Qualifications checks – legally required for the position
• Checks of right to work in the United Kingdom
• List 99 checks
• DBS Enhanced Disclosures
• Further overseas records, checks – where appropriate

The records will also show the date that each check was completed and by whom.

16.3  PROTECTION OF CHILDREN ACT AND REFERRAL TO THE CHILDREN’S    
 SAFEGUARDING UNIT (LIST 99) AT THE DEPARTMENT FOR EDUCATION (DFE)

There is a statutory requirement for the provision of the Protection of Children Act to be 
applied where employees work in the provision of care services to children. Employees at 
a school who are dismissed, or resign in circumstances which may have led to dismissal, 
or where a disciplinary has occurred on grounds of misconduct - which harmed or placed 
child or young people at risk of harm - will be referred to the Children’s Safeguarding Unit 
at the DfE in line with the Teaching Regulation Agency (TRA).

16.4  MEDICAL FITNESS

The Trust/school is legally required to verify the medical fitness of anyone to be 
appointed to a post, after an offer of employment has been made but before the 
appointment can be confirmed. 

All applicants to whom an offer of employment is made must complete and sign a self-
declaration of medical fitness which forms part of the Trusts’ job application procedure.  
The Trust will arrange for the information contained in the self-declaration to be 
reviewed. 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 ie: proposed timetable, extra-curricular activities, layout of the 
school etc.

If the Trust’s/school’s medical advisor has any doubts about an applicant’s fitness the 
school will consider reasonable adjustments in consultation with the applicant. The Trust/
school may also seek a further medical opinion from a specialist or request that the 
applicant undertakes a full medical assessment.  

The Trust/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 and 
considering reasonable adjustments and suitable alternative employment.

17.0  MONITORING AND REVIEW 

The Trust will review this policy and assess its implementation and effectiveness annually. The 
policy will be promoted and implemented throughout all schools. And will include consultation 
with the recognised Trade Unions.
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18.0  LINKS WITH OTHER POLICIES

• Equal Opportunities Policy
• Probation Policy 

After each recruitment process, an analysis will be done to report on the following with 
recommendations for the next recruitment process for ongoing improvement, and to feed into 
the Trusts’ strategic vision:

• Protected characteristics
• Advertisement methods
• Recruitment process



Appendix A
Guidance on pre-employment checks

Disclosure and Barring Service Check

Due to the nature of the work, the Trust applies for an enhanced disclosure check via the 
Disclosure and Barring Service (DBS) in respect of all employees and volunteers on entry to the 
Trust’s workforce.

An enhanced disclosure check will contain 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.  An 
enhanced disclosure will also reveal whether an applicant is barred from working with children 
or vulnerable adults by virtue of their inclusion on the lists of those considered unsuitable to 
work with children or vulnerable adults maintained by the DBS.  An enhanced disclosure may 
also contain non-conviction information from local police records which a Chief Police Officer 
thinks may be relevant in connection with the matter in question.

DBS checks will 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 the equivalent of an enhanced DBS disclosure, from the relevant 
jurisdiction(s).

For any person who has applied to the DBS update service the Trust will examine the original 
certificate, check it matches the individual’s identity and run an online update check, which will 
provide information about any changes since the certificate was issued. If the check indicates 
that there has been a change then the individual must apply for a new certificate.

If there is a delay in receiving an enhanced DBS disclosure before a person starts work in 
regulated activity, the Headteacher may allow the member of staff to commence work:

• After a satisfactory check of the barred list if the person is working in regulated activity
• After all other relevant checks have been completed satisfactorily
• Provided that the DBS application has been made in advance
• With appropriate safeguards taken (Risk Assessment carried out and appropriate 

supervision put in place)

The Risk Assessment will be reviewed every two weeks and a note added to the single central 
register. The staff member will be informed of all safeguards put in place.

The Trust is not required to retain copies of DBS certificates. 

If, because a person ‘living or having lived’ outside of the UK for three months or more in the 
last 5 years, a DBS check is not considered sufficient to establish suitability to work in the 
Trust (because a UK check would not cover offences committed abroad, but only those on the 
UK Police National Computer), the Trust would carry out such further checks as appropriate, 
having regard to any guidance issued by the DfE. Such checks will be completed before the 
person starts. This applies, where relevant, both to foreign nationals and UK nationals returning 
from overseas. Further checks could include, where applicable, overseas criminal record checks 
and for those seeking teaching positions, obtaining a letter of professional standing from the 
professional regulating body in the country in which the applicant has worked.
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Prohibition Order Check

Prohibition orders prevent a person from carrying out ‘teaching work’ in schools, sixth form 
colleges, 16-19 academies, relevant youth accommodation and children’s homes in England. A 
person who is prohibited from teaching must not be appointed to work as a teacher in such a 
setting.

Prohibition orders are made by the Secretary of State following consideration by a 
professional conduct panel convened by the TRA (Teaching Regulation Agency). Pending such 
consideration, the Secretary of State may issue an interim prohibition order if he considers that 
it is in the public interest to do so. 

The prohibition from teaching check is carried out using the Teacher Services system.

Teaching work is defined in The Teachers’ Disciplinary (England) Regulations 2012 to 
encompass:

• Planning and preparing lessons and courses for students
• Delivering and preparing lessons to students
• Assessing the development, progress and attainment of students
• Reporting on the development, progress and attainment of students

“Delivering” includes delivering lessons through distance learning or computer aided 
techniques. However, none of these is “teaching work” 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 or other person nominated by the Headteacher.

It is our policy that all new teaching staff will be subject to a prohibition check before 
commencing work at WPT and a record will be kept on the school’s single central register.

Contractors and agency staff

Contractors engaged by the Trust must complete the same checks for the employees that the 
Trust and schools are required to complete for its employees. The Trust requires confirmation 
that these checks have been completed before employees of the contractor can commence 
work.

The Trust will independently verify the identity of staff supplied by contractors or an agency.

Policy on recruitment of ex-offenders

The Trust will not unfairly discriminate against any applicant for employment on the basis of 
conviction or other details revealed. The Trust makes appointment decisions on the basis of 
merit and ability.  If an applicant has a criminal record this will not automatically bar them from 
employment. Instead, each case will be decided on its merits in accordance with the objective 
assessment criteria set out below.

All positions within the school are exempt from the provisions of the Rehabilitation of Offenders 
Act 1974.  All applicants must therefore declare all previous convictions, including those which 
would normally be considered “spent”, when applying for a position within the Trust. Failure 
to disclose a previous conviction may lead to any application being rejected or, if the failure 
to disclose is discovered after employment has started, may lead to summary dismissal on the 
grounds of gross misconduct. Failure to disclose a previous conviction may also amount to a 
criminal offence.



It is unlawful for the Trust to employ anyone who is barred from working with children. It is a 
criminal offence for any person who is barred from working with children to attempt to apply 
for a position at the Trust. The Trust will make a report to the police and/or the Disclosure and 
Barring Service if: 

• It receives an application from a barred person
• It is provided with false information in, or in support of an applicant’s application
• It has serious concerns about an applicant’s suitability to work with children


