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Mission Statement:

At St Peter’s the life and teachings of Jesus Christ are at the heart of our school. Here pupils are valued, cared for and developed to their fullest potential; spiritually, intellectually and physically. The nurturing environment encourages and challenges the pupils to be creative, responsible, tolerant and have a love of learning to become citizens of the World who contribute to society.
“You shall love the Lord your God with all your heart, and with all your soul, and with all your strength, and with all your mind; and your neighbour as yourself.” Luke 10:27

Aim:

As safeguarding is at the core of what we do at St Peter’s, the purpose of this policy is to clearly layout processes the school follows ensuring that the recruitment process is rigorous and meets all the conditions laid out in KCSIE. The version currently being followed in KCSIE 2022 and the following policy will be amended in line with changes to part three: safer recruitment.

Recruitment and selection process:

Advert and applications forms

· At St Peter’s the headteacher, safeguarding governor and office support manager will hold L4 safer recruitment training which will be refreshed every 5 years.
· Jobs shall be advertised including the following:-
· the skills, abilities, experience, attitude, and behaviours required for the post (job specification)
· the safeguarding requirements, i.e. to what extent will the role involve contact with children and will they be engaging in regulated activity relevant to children 
· the school’s or college’s commitment to safeguarding and promoting the welfare of children and make clear that safeguarding checks will be undertaken 

· the safeguarding responsibilities of the post as per the job description and personal specification, and 

· whether the post is exempt from the Rehabilitation of Offenders Act (ROA) 1974. (pt210 KCSIE 2022) (on R3/6 application form)
· that it is an offence to apply for the role if the applicant is barred from engaging in regulated activity relevant to children.

· A request to complete the form fully to support the safer recruitment procedures.
· Interested parties will be provided with a copy of the Staffordshire County Council R3/6 application form as well as the schools safeguarding policy.

· Applicants will be asked to complete a Staffordshire County Council R3/6 application form which includes the following required information:-
· personal details, current and former names, current address and national insurance number 

· details of their present (or last) employment and reason for leaving 

· full employment history, (since leaving school, including education, employment and voluntary work) including reasons for any gaps in employment 

· qualifications, the awarding body and date of award 

· details of referees/references 

· an area in additional information where they can complete a statement of the personal qualities and experience that the applicant believes are relevant to their suitability for the post advertised and how they meet the person specification. 
· The schools will only accept copies of a curriculum vitae alongside an application form. A curriculum vitae on its own will not provide adequate information.
Shortlisting 
· Shortlisted candidates should be asked to complete a self-declaration of their criminal record or information that would make them unsuitable to work with children. Self-declaration is subject to Ministry of Justice guidance on the disclosure of criminal records, 
     For example: 

· if they have a criminal history 

· if they are included on the children’s barred list 

· if they are prohibited from teaching 

· if they are prohibited from taking part in the management of an independent school 

· about any criminal offences committed in any country in line with the law as applicable in England and Wales, not the law in their country of origin or where they were convicted 

· if they are known to the police and children’s local authority social care 

· if they have been disqualified from providing childcare 

· any relevant overseas information. 
· This information will only be requested from applicants who have been shortlisted. 

· Applicants should be asked to sign a declaration confirming the information they have provided is true. 

· The school will: 

· ensure that at least two people carry out the shortlisting exercise 

· consider any inconsistencies and look for gaps in employment and reasons given for them

· explore all potential concerns. 
· carry out an online search of shortlisted candidates.

· at St Peter’s complete an application analysis checklist to ensure a consistent fair approach allowing for clarity of decision making. Appendix 1
Employment history and references 
· A St Peter’s we will obtain references before interview, where possible. Any concerns raised can be explored further with the referee and taken up with the candidate at interview. 

· At St Peter’s we will:- 

· not accept open references e.g. to whom it may concern 

· not rely on applicants to obtain their reference 
· provide a template with pertinent questions linked to safeguarding and job description for referees to complete.
· ensure any references are from the candidate’s current employer and have been completed by a senior person with appropriate authority (if the referee is school or college based, the reference should be confirmed by the headteacher/principal as accurate in respect of any disciplinary investigations) 

· obtain verification of the individual’s most recent relevant period of employment where the applicant is not currently employed 

· secure a reference from the relevant employer from the last time the applicant worked with children (if not currently working with children), if the applicant has never worked with children, then ensure a reference from their current employer 
· always verify any information with the person who provided the reference 

· ensure electronic references originate from a legitimate source • contact referees to clarify content where information is vague or insufficient information is provided 

· compare the information on the application form with that in the reference and take up any discrepancies with the candidate 

· establish the reason for the candidate leaving their current or most recent post

· ensure any concerns are resolved satisfactorily before appointment is confirmed. 
· When asked to provide references, we will ensure the information confirms whether we are satisfied with the applicant’s suitability to work with children, and provide the facts (not opinions) of any substantiated safeguarding concerns/allegations that meet the harm threshold. 
· We will not include information about concerns/allegations which are unsubstantiated, unfounded, false, or malicious. 

Selection / Interview
· St Peter’s will use a wide range of strategies when interviewing so as to identify the most suitable person for the post. This could be through tasks, lesson observations, meetings with pupils, interview questioning but will include the following:-

· explore the candidates understanding of safeguarding.
· Probe any gaps in the application form or issues arising from the references. Explore any information about past disciplinary action or allegations should be considered in the circumstances of the individual case.
· Explore their skills, asking for examples of experience of working with children which are relevant to the role
· finding out what attracted the candidate to the post being applied for and their motivation for working with children
· to explore potential areas of concern and to determine the applicant’s suitability to work with children (KCSIE 2022 pt225)
· All information considered in decision making will be clearly recorded along with decisions made. 

Pre-appointment vetting checks, regulated activity and recording information 
· The governors and headteacher ensure that all legal requirements when appointing individuals to engage in regulated activity relating to children, are in place. 
· All offers of appointment are conditional until satisfactory completion of the mandatory pre-employment checks. 

· These checks are:-
· verify a candidate’s identity. Best practice is checking the name on their birth certificate, where this is available. Further identification checking guidelines can be found on the GOV.UK website

· obtain an enhanced DBScheck including children’s barred list information, for those who will be engaging in regulated activity with children.

· obtain a separate children’s barred list check if an individual will start work in regulated activity with children before the DBS certificate is available.
· verify the candidate’s mental and physical fitness to carry out their work responsibilities. A job applicant can be asked relevant questions about disability and health in order to establish whether they have the physical and mental capacity for the specific role.
· verify the person’s right to work in the UK, including EU nationals. If there is uncertainty about whether an individual needs permission to work in the UK, then schools and colleges should follow advice on the GOV.UKwebsite
· if the person has lived or worked outside the UK, make any further checks the school or college consider appropriate (see 279-284 KCSIE 2022)

· verify professional qualifications, as appropriate. The Teaching Regulation Agency’s (TRA) Employer Access Service should be used to verify any award of qualified teacher status (QTS), and the completion of teacher induction or probation. 
· all schools must ensure that an applicant to be employed to carry out teaching work is not subject to a prohibition order issued by the Secretary of State for prohibition checks or any sanction or restriction imposed (that remains current) by the GTCE before its abolition in March 2012 

· before employing a person to carry out teaching work in relation to children, colleges must take reasonable steps to establish whether that person is subject to a prohibition order issued by the Secretary of State 

· all schools and colleges providing childcare must ensure that appropriate checks are carried out to ensure that individuals employed to work in reception classes, or in wraparound care for children up to the age of 8, are not disqualified from working in these settings under the 2018 Childcare Disqualification Regulations. 

Applicant moving from previous post 
· The school follows the recommendation that there is no requirement for the school to obtain an enhanced DBS certificate or carry out checks for events that may have occurred outside the UK if, during a period which ended not more than three months before the person’s appointment, the applicant has worked, in a school in England, in a post: 
· which brought the person regularly into contact with children – or – 

· to which the person was appointed on or after 12th May 2006 and which did not bring the person regularly into contact with children or young persons, or 

· in another institution within the further education sector in England, or in a 16-19 academy, in a post which involved the provision of education which brought the person regularly into contact with children or young persons. 

· However, the school will consider whether it would be appropriate to request one, to ensure they have up to date information. 
Regulated activity 
· In summary, a person will be engaging in regulated activity with children if, as a result of their work, they: 

· will be responsible, on a regular basis in a school or college, for teaching, training instructing, caring for or supervising children 

· will be working on a regular basis in a specified establishment, such as a school, or in connection with the purposes of the establishment, where the work gives opportunity for contact with children, or 

· engage in intimate or personal care or healthcare or any overnight activity, even if this happens only once. 
Regulated activity 
The full legal definition of regulated activity is set out in Schedule 4 of the Safeguarding Vulnerable Groups Act 2006 as amended by the Protection of Freedoms Act 2012. HM Government has produced Factual note on regulated activity in relation to children: scope. 

Regulated activity includes: 

• teaching, training, instructing, caring for (see (c) below) or supervising children if the person is unsupervised, or providing advice or guidance on physical, emotional or educational well-being, or driving a vehicle only for children; 

• work for a limited range of establishments (known as ‘specified places’, which include schools and colleges), with the opportunity for contact with children, but not including work done by supervised volunteers. 

Work under (a) or (b) is regulated activity only if done regularly.71 Some activities are always regulated activities, regardless of frequency or whether they are supervised or not. This includes: 

• relevant personal care, or health care provided by or provided under the supervision of a health care professional: o personal care includes helping a child with eating and drinking for reasons of illness or disability or in connection with toileting, washing, bathing and dressing for reasons of age, illness of disability;72 

o health care means care for children provided by, or under the direction or supervision of, a regulated health care professional. 

Regulated activity will not be: 

• paid work in specified places which is occasional and temporary and does not involve teaching, training; and 

• supervised activity which is paid in non-specified settings such as youth clubs, sports clubs etc. 
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Please Note: The school will use guidance in Part three KCSIE 2022 for advice and clarity over the following areas:-
· Definition for regulated activity par. 235.
· Types of DBS checks par. 236

· Prohibition, directions, sanctions and restrictions par. 252

· Secretary of state section 128 direction par. 255

· Childcare disqualification par. 262

· Recording information par. 267

· Retention of documents par. 275

· Other checks for staff, volunteers, govs and others par. 278. See local procedures.
	Local Procedures: Checks on Individuals who have lived or worked outside the UK

	· Require an enhanced DBS certificate if engaged in regulated activity.

· Check criminal records checks

· Obtain a letter from the regulating authority of the country the applicant has worked confirming no sanctions or restrictions or any reason why they may be unsuitable to teach.


	Local Procedures: checks agency or third party staff

	· Written notification from agency or third party organisation that they have carried out the checks that a school would perform. The written notification must confirm the certificate has been obtained by either employment business or another such business.
· If the certificate shows disclosure of information the school must see a copy of the certificate from the agency.

· The school must check the ID of the person presenting themselves at work matches the name on the DBS.


	Local Procedures: checks on contractors

	· The school’s requirement that the contractor or employee of contractor provides the appropriate level of DBS before the work commences.

· Contractors engaging in regulated activity relating to children will require an enhanced DBS (including children’s barred list information)

· For all other contractors who are not engaging in regulated activity relating to children, but whose work provides them with an opportunity for regular contact with children, an enhanced DBS check (not including children’s barred list information) will be required.

· In cases where the contractor does not have opportunity for regular contact with children, schools and colleges should decide on whether a basic DBS disclosure would be appropriate. 

· Under no circumstances should a contractor on whom no checks have been obtained be allowed to work unsupervised or engage in regulated activity relating to children. St Peter’s School will determine the appropriate level of supervision depending on the circumstances. 

· If an individual working at a school or college is self-employed, the school will consider obtaining the DBS check, as self-employed people are not able to make an application directly to the DBS on their own account. 

· At St Peter’s we will always check the identity of contractors on arrival at the school or college


	Local Procedures: checks on trainee / student teachers

	· Where applicants for initial teacher training are salaried by the school or college, the school must ensure that all necessary checks are carried out. If these trainees teachers are engaging in regulated activity relating to children, an enhanced DBS check (including children’s barred list information) must be obtained.

· Where trainee teachers are fee-funded, it is the responsibility of the initial teacher training provider to carry out necessary checks. We will obtain written confirmation from the provider that it has carried out all pre-appointment checks that we would normally complete. The trainee must be judged by the provider to be suitable to work with children.
· Although there is no requirement for the school to record details of fee-funded trainees on the SCR we will record this information under non-statutory information.


	Local Procedures: checks on vistiors

	· The school has different types of visitors, those with a professional role i.e. educational psychologists, social workers etc. those connected with the building, grounds maintenance, children’s relatives or other visitors attending an activity in school such as a sports day. 

· The schools will not request DBS checks or barred list checks, or ask to see existing DBS certificates, for visitors such as children’s relatives or other visitors attending a sports day. 

· The Headteachers will use their professional judgement about the need to escort or supervise such visitors. 

· For visitors who are there in a professional capacity check ID and be assured that the visitor has had the appropriate DBS check (or the visitor’s employers have confirmed that their staff have appropriate checks. Schools and colleges should not ask to see the certificate in these circumstances). 

· Whilst external organisations can provide a varied and useful range of information, resources and speakers that can help schools and colleges enrich children’s education, careful consideration will be given to the suitability of any external organisations. 

· The school safeguarding policies sets out the arrangements for individuals coming onto their premises, which may include an assessment of the education value, the age appropriateness of what is going to be delivered and whether relevant checks will be required. 


	Local Procedures: checks on volunteers

	· Under no circumstances should a volunteer on whom no checks have been obtained be left unsupervised or allowed to work in regulated activity. 

· Whilst volunteers play an important role and are often seen by children as being safe and trustworthy adults, the nature of voluntary roles varies, so schools and colleges should undertake a written risk assessment and use their professional judgement and experience when deciding what checks, if any, are required. 

· The risk assessment should consider: 

· the nature of the work with children, especially if it will constitute regulated activity, including the level of supervision 

· what the establishment knows about the volunteer, including formal or informal information offered by staff, parents and other volunteers 

· whether the volunteer has other employment or undertakes voluntary activities where referees can advise on their suitability, and 

· whether the role is eligible for a DBS check, and if it is, the level of the check, for volunteer roles that are not in regulated activity. 

· Details of the risk assessment should be recorded.
· The schools will obtain an enhanced DBS check (which should include children’s barred list information) for all volunteers who are new to working in regulated activity with children, i.e. where they are unsupervised and teach or look after children regularly or provide personal care on a one-off basis in schools and colleges. Employers are not legally permitted to request barred list information on a supervised volunteer, as they are not considered to be engaging in regulated activity. 

· It is for the school to determine whether a volunteer is considered to be supervised. Where an individual is supervised, to help determine the appropriate level of supervision, all schools and colleges must have regard to the statutory guidance issued by the secretary of state.

· For a person to be considered supervised, the supervision must be:
· By a person who is in regulated activity related to children

· Regular and day to day and

· Responsible in all circumstances to ensure the protection of the children.
· Volunteers do not have to be re-checked if they have already had a DBS check (which should include children’s barred list information if engaging in regulated activity). However, if the school or college have any concerns they should consider obtaining a new DBS check- at the level appropriate to the volunteering role.


	Local Procedures: checks on governors

	· Governors in maintained schools are required to have an enhanced DBS check 

· It is the responsibility of the governing body to apply for the certificate for any governors who do not already have one. 

· Governance is not a regulated activity relating to children, so governors do not need a children’s barred list check unless, in addition to their governance duties, they also engage in regulated activity. 

· Schools should also carry out a section 128 check for school governors, because a person prevented from participating in the management of an independent school by a section 128 direction, is also disqualified from being a governor of a maintained school. Using the free Employer Secure Access sign-in portal via the TRA Teacher Services web page, schools can check if a person they propose to recruit as a governor is barred as a result of being subject to a section 128 direction. There is no requirement for schools to record this information on the single central record, but they can if they chose to. 

· Associate members are appointed by the governing body to serve on one or more governing body committees. The School Governance (Constitution and Federations) (England) (Amendment) Regulations 2016 which make enhanced DBS checks mandatory for maintained school governors do not apply to associate members, and so 

· there is no requirement for them to be checked unless they also engage in regulated activity at their school. 


Appendix 1

St Peter’s Primary CE (VA) Primary School

Safer Recruitment Checklist

Post………………………………………………………………………………………….
date………………………………………………..

	Res
	Before Interview
	Date

	Head
	Choose selection criteria
	

	Head
	Choose methods of assessment (interview, role play etc)
	

	Head
	Train and brief those who are carrying out the interview or other assessments
	

	Office
	Advertise the post inc job description / person spec.
	

	Head
	Design interview questions, role play or other assessment
	

	
	Short List
	

	Office
	Send out information packs to prospective applicants
	

	Head
	Read application forms and check information
	

	Office
	Request references from two sources
	

	Head
	Scrutinise references
	

	Head 
	Ask for criminal information self-disclosure
	

	Office in advert
	Give prospective applicants information about safeguarding policies and the vetting checks carried out.
	

	Head
	Agree which candidates will be shortlisted.
	

	Office 
	Ask shortlisted candidates to complete PEAQ and recruitment monitoring form.
	

	
	Interview
	

	Office
	Scrutinise and copy identity documents
	

	Head
	Carry out interview, role play or other assessment
	

	Head
	Check gaps or issues on the application form with the candidate
	

	Head
	Discuss criminal convictions history with the candidate.
	

	Head
	Probe candidate’s attitude and motives towards safeguarding and children
	

	
	Post Interview
	

	Office
	For teaching posts check the prohibited list and GTCE list
	

	Head
	Arrange induction training
	

	Office
	Request sight of DBS certificate
	

	Office
	Check qualifications and professional registration
	

	Head
	Make a decision to offer post to the individual
	

	Office
	Check the dbs barred list
	

	office
	Verify any references received electronically
	


Appendix 2

St Peter’s CE(VA) Primary School

Safer Requirement Procedures

	Requirement 
	Responsibility
	Evidence
	Date
	Monitored

	Ensure there is always at least one person on any appointment panel who has undertaken up-to-date safer recruitment training
	Sarah George - Headteacher
	Certificates of attendance


	
	

	Complete pre-appointment checks on a new member of staff
	Sue Sampey - Office manager
	Complete pre-appointment checklist, shows to DSL or Safeguarding governor.
	
	

	Where the school uses the Disclosure and Barring (DBS) Update Service to carry out status check on an individual:

· Obtain the individual’s consent first

· Confirm that the certificate matches the individual’s identity

· Examine the original certificate to ensure it is for the appropriate workforce and level of check
	Sue Sampey - Office manager
	
	
	

	Ask all candidates for written information about previous employment history and check that information is not contradictory or incomplete
	Sarah George - Headteacher
	Included on application form.
	
	

	Seek references for all shortlisted candidates, including internal ones, before interview, and request them directly from the referee
	Sarah George – Teachers / TA’s

Mary Hull - other
	References attached to applications for all at the short listing to see.
	
	

	When scrutinising references before making an appointment:

Reject open references (for example in the form of ‘to whom it may concern’ testimonials)

Ensure any concerns have been resolved satisfactorily

Contact the referee for further clarification where necessary

Compare references for consistency with the information provided by the candidate and take up any discrepancies with them
	Sarah George - Headteacher
	Analysis of scrutiny to be available for all at the short listing.
	
	

	Adequately supervise any individuals allowed to start work before their DBS certificates are available and ensure all other checks are completed
	Sarah George - Headteacher
	Risk assessment completed for each person starting without current DBS.
	
	

	Ensure all teachers have undergone a check to ensure they are not prohibited from teaching
	Sue Sampey - Office manager
	Prohibition check sheet to be shown to DSL or Safeguarding gov.
	
	

	For candidates for teaching posts who are not currently employed as teachers, contact the school, college or local authority where they were most recently employed to confirm details of their employment and their reasons for leaving
	Sarah George - Headteacher
	Section on analysis sheet.
	
	

	Consider any information about past disciplinary action or allegations carefully when assessing an applicant’s suitability


	Sarah George - Headteacher
	Section on analysis sheet.
	
	

	Ensure that checks have been carried out on individuals who work in childcare provision or who are directly concerned with its management to ensure they are not disqualified under the Childcare (Disqualification) Regulations 2009


	Sue Sampey - Office manager
	
	
	

	Obtain written confirmation that the agency/business supplying agency staff has carried out the checks/obtained the DBS certificates that the school would have carried out had it employed the staff member itself


	Sue Sampey - Office manager
	Supply profile documentation.
	
	

	Check when an agency staff member arrives for work that they are the same person on whom the checks have been carried out
	Sue Sampey - Office manager
	
	
	

	Obtain written confirmation that the initial teacher training provider has carried out the relevant checks on trainee teachers who are fee-funded and that the provider has judged the trainee to be suitable to work with children


	Sarah George - Headteacher
	
	
	

	Ensure that where a member of staff moves from a post that was not in regulated activity into work that is regulated activity, it carries out the relevant checks for regulated activity


	Sue Sampey - Office manager
	
	
	

	Where a teacher is dismissed due to serious misconduct, or might have been dismissed had they not left first, consider whether to refer the case to the secretary of state, so that the secretary of state can decide whether to make a prohibition order in respect of the individual


	Sarah George - Headteacher
	
	
	

	When carrying out childcare disqualification checks, ensure it acts proportionately and minimises, wherever possible, the intrusion into the private lives of staff and members of their household


	Sue Sampey - Office manager
	
	
	


Appendix 3
Application Analysis Checklist

Role:

	Name
	Visit
	Looked up school
	2 ticks interview G
	Eligibility to work. 
	Useful info inc relevant qualifications
	Work so far
	Church Links
	Questions to ask.
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