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SAINT NICHOLAS SCHOOL 
 

SAFER RECRUITMENT, SELECTION AND DISCLOSURES POLICY 
 

Note: This policy applies to all sections of the school including EYFS - This policy is available to 

parents on the school website. 

Reviewed April 2018 

Review Date October 2018 

1. Introduction: 
The majority of people working with children and young people, whether in a paid or voluntary capacity, have 
the best interest, safety and welfare of the children at heart. However, experience shows that some predatory 
people seek access to children and young people in order to abuse them. This can include Physical Abuse, 
Sexual Abuse, Psychological and Emotional Abuse. 

 
The school is fully committed to safeguarding and promoting the welfare of children and young people, and 

other vulnerable groups. Its recruitment practices help to deter, reject detect and prevent people who might 

otherwise abuse pupils or who are unsuited to working with them. 

 
This policy identifies good practice in safer recruitment and selection to ensure that Safeguarding is at the core 
of the school’s recruitment procedures. 

 
1.1 Scope: 
All organisations must ensure they have in place safe recruitment policies and practices, including enhanced 
Disclosure and Barring (DBS) checks (in accordance with the Protection of Freedoms Act 2012 and 
Safeguarding Vulnerable Groups Act (SVGA) 2006), for all staff, including agency staff, students and volunteers, 
working with children, not excluding those from overseas. 

 
This guidance guides the safer recruitment for all appointments at Saint Nicholas School (whether paid or 
unpaid) including, peripatetic staff, exam invigilators, volunteers, committee members and governors etc. who 
have: 

 
● direct access to children and young people; 
● supervisory or managerial responsibilities for staff who have access to children and young people; 
● positions that enable them to access sensitive or personal information about children and young 

people and their families (e.g. databases or hardcopy records); 
● unregulated activity with children and young people, for example, sport and leisure facilities; these 

are likely to be offsite; 
● responsibility for influencing services to children and young people. 

 
This document also applies to any employment/supply agencies that provide staff to work with children and 
young people, for example contract minibus drivers. All organisations that provide services for Saint Nicholas 
School must ensure that appropriate safe recruitment and selection procedures are in place before contracts 
are agreed. 
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1.2 Legislation: 
There is a wealth of legislation and statutory guidance concerning safeguarding and promoting the welfare of 
children – for example, Children Act 1989 & 2004, Education Act 2002, Every Child Matters 2003, Working 
Together to Safeguard Children 2015, Keeping Children Safe in Education 2016, and Safeguarding Vulnerable 
Groups Act 2006, latterly the Protection of Freedoms Act 2012. 

 
The most relevant legislation for the purposes of safer recruitment is summarised below. The Children Act 
2004 (s.11) sets out those agencies with a statutory duty to safeguard and promote the welfare of children. 
These agencies include local authorities, health services, police, schools and youth offending teams. 

 
This safer recruitment guidance is an essential part of the process of ensuring that those employed to work 
with children at Saint Nicholas School are safe. All overseas candidates will be checked against NCTL teacher 
services system. 

 
Following the Bichard Inquiry (2004), the Safeguarding Vulnerable Groups Act 2006 was introduced. The Act 
set out a Vetting and Barring Scheme for those working with children and vulnerable adults. The aim of the 
scheme is to prevent individuals from working with children where there is evidence to suggest they may 
present a risk of harm. The Protection of Freedoms Act 2012 established the Disclosure and Barring Service, 
replacing the Independent Safeguarding Authority and Criminal Records Bureau (CRB), merging both 
organisations’ responsibilities. 

 
More recently Keeping Children Safe in Education (KCSIE) outlines optimum practice for educational 
establishments. It replaces the guidance given in Safeguarding Children and Safer Recruitment in Education 
(2006). It is statutory guidance and the School must have regard to it when carrying out its safeguarding 
duties. The document contains information on what Schools should do and some legal duties with which it 
must comply. It is with this document in mind that the following policy is published. 

 
2. Safer Recruitment and Selection Policy and Procedure: 

 
2.1 Policy Statement 
The School should ensure that it has an explicit written recruitment and selection policy statement, and 
procedures that comply with best practice guidance. The statement should outline the School’s commitment 
to safeguarding and promoting the welfare of children and young people, for example: 

 
“Saint Nicholas School is fully committed to safeguarding and promoting the welfare of children, young people  
and other vulnerable groups and expects all staff, parents and volunteers to share this commitment. All staff 

and volunteers, where appropriate, will be required to complete our safer recruitment checks including 

qualifications, references and enhanced DBS.” 

 
It is important that this statement above should be included in: 

 
• all publicity materials; 
• recruitment websites, and School website; 
• job advertisements; 
• candidate information packs, person specifications and job descriptions; 
• induction training programmes. 

 
2.2 Advertising a vacancy: 
When a vacancy is advertised, the advertisement should include a statement about the School’s commitment 
to safeguarding and promoting the welfare of children and advise that the successful applicant will require an 
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Enhanced Disclosure or an Enhanced Disclosure with a Barred List check if working in “regulated activity” [see 
appendix for examples] from the Disclosure and Barring Service (DBS) where appropriate, as well as the usual 
details of the post, salary, qualifications required etc. This gives candidates the opportunity to make an 
informed decision about whether or not they apply for the position. It is at this point that the School is looking 
to “deter” undesirable applicants. 

 
2.3 Job Description and Person Specification: 
All job descriptions and the person specifications for jobs that involve working with children and young people 
should clearly describe the role, responsibilities, accountabilities, knowledge, skills and experience required for 
safeguarding and promoting the welfare of children and young people. 

 
It is good practice to ensure that each employee’s specific duty of care and personal responsibility for 
safeguarding and promoting the welfare of children and young people is built into job descriptions, Codes of 
Practice, contracts of employment and disciplinary procedures. 

 
The person specification should explain how the requirements will be tested and assessed during the selection 
process. For example: ‘In addition to candidates’ ability to perform the duties of the post, the interview will 
also explore issues to safeguarding and promoting the welfare of children, e.g. motivation to work with 
children and emotional resilience to working with challenging behaviour’ as an example. 

 
2.4 Candidate Information Pack: 
The candidate information pack should include a copy of: 

 
• the application form and guidance notes about completing the form; 
• the job description and person specification; 
• any relevant information about the employer or establishment and the recruitment process and 

statements of relevant policies such as the employer’s or establishment’s policy about equal 
opportunities, the recruitment of ex-offenders, etc; 

• the establishment’s child protection policy statement; 
• a statement of the terms and conditions relating to the post. 

 
2.5 Application Form: 
Employers should use an application form to obtain a common set of core data from all applicants. It will not 
be accepted by the School, nor is it good practice to accept a letter of application or curriculum vitae alone, 
because these will only contain the information the applicant wishes to present and may omit relevant details. 

 
Apart from including details such as full name, date of birth, current address and national insurance number, 
the application form should explain that the post is exempt from the Rehabilitation of Offenders Act 1974. 
Therefore, all convictions, cautions and reprimands including those regarded as “spent” or “pending” must be 
declared. 

 
The application form should require a signed statement that the person is not disqualified from working with 
children or subject to any sanctions imposed by a regulating body such as the Health and Care Professions 
Council (HCPC). See appendix for an explanation. The application form should also contain a question about 
any outstanding complaints or investigations against the candidate which might in the future bring the 
organisation into disrepute. 
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2.6 Scrutinising and Short-Listing: 
All application forms should be scrutinised to ensure they are fully and properly completed; that the 
information provided is consistent and does not contain any discrepancies and to identify any gaps in 
employment history or any other issues that may cause concern. This should be done by at least two members 
of relevant staff. 

 
Other issues which may require further investigation include: 

 
• frequent changes in employment that do not show any clear career or salary progression; 
• a move from higher paid permanent employment to temporary or supply work; 
• a returning from overseas employment. 

 
Any areas of concern should be explored and verified with the candidate at interview. In addition, the 
information provided by the applicant should be compared to that provided by the referees, this is done after 
the short-listing process. 

 
2.7 References: 
References are a key and important part of the safer recruitment process, their purpose being to obtain 
objective and factual information to support appointment decisions. They should always be sought and 
obtained directly from the referee. If all questions have not been answered or the reference is vague or 
unspecific, the referee should be contacted and asked to provide written answers or further information as 
requested. Employers should not rely on references and testimonials provided by the candidate, or open 
references and testimonials, i.e. ‘To Whom it May Concern’. 

 
As in ‘application’ above, the referee should include information about any outstanding complaints or 
investigations against the candidate which might in the future bring the organisation into disrepute. 
If a candidate is not currently working with children, but has worked in the past with children – a reference 
must be sought from that former employer. Refusal or reluctance by an applicant for a former employer to be 
contacted should be explored further. 

 
For those who have not worked before, consider obtaining a reference from any voluntary organisation they 
have worked with or from someone in authority such as a lecturer or previous teacher etc. It is a legal 
obligation of the referee should they wish to give a reference, to provide a detailed and factual reference. 

 
2.8 Interviewing: 
All interview panels involved with the appointment of staff to work with children should have a least one panel 
member who is knowledgeable and experienced in safeguarding issues and who has completed the Safer 
Recruitment Training (which should be updated every three years). Currently trained members of staff are 
David Bown (Headmaster) and Yvette Mardel (Bursar). 

 
There will be a face-to-face interview wherever possible, and the same panel will see all the applicants for the 
vacant position. 

 
References will be taken up before interview wherever possible. The only exception to this rule is where an 
applicant has specifically indicated on their application form 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 formal 
conditional offer of employment being made. Specific questions relating to child protection issues should form 
part of the standard selection process. 
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This opportunity should be taken to question applicants on gaps in employment and to probe on any areas 
that may cause concern or have not been answered fully. 

 
All applicants who are invited to an interview will be required to bring evidence of their identity, address and 
qualifications. Only original documentation will be accepted and photocopies will be taken. Documents 
belonging to unsuccessful applicants will be destroyed at the end of the recruitment process. 

 
Any conditional offer of employment should be made subject to all the relevant pre-employment checks being 
made before they take up the position e.g. right to work, references, qualifications, employment history, 
relevant DBS check and By Association Check. 

 
3. Single Central Records: 

Schools are required to maintain a single centrally-held record of staff employed, including details of right to 
work, qualifications held, evidence of identity checks (including a copy of the ID documents seen), properly 
validated and vetting undertaken i.e. DBS and a By Association Declaration. 

 
Information disclosed as part of a DBS disclosure must be treated as confidential. However, before the 
disclosure is destroyed (in line with DBS guidance), records need to be kept detailing the date the disclosure 
was obtained, who obtained it, the level of disclosure and the unique reference number. This is not only good 
practice but also a source of primary evidence for regulatory bodies that will be looking closely at safer 
recruitment practice. 

 
This register is in addition to the various staff records kept in School and on individual personnel files, a single 
centralised record of recruitment and vetting checks is kept in accordance with the DofE requirements. This is 
kept up-to-date and retained by the HR / Recruitment administrator. 

 
The Centralised Register will contain details of the following: 

 
• all employees who are employed to work at the School; 
• all employees who are employed as supply staff to the School whether employed directly or through 

an agency; 
• all others who have been chosen by the School to work in regular contact with children. This will 

include volunteers, governors, peripatetic staff and people brought into the School to provide 
additional teaching or instruction for pupils but who are not staff members e.g. sports coaches etc. 

 
Monitoring and Evaluation: 
The Head, the Designated Safeguarding Lead, and the Safeguarding Governor will be responsible for ensuring 
that this policy is monitored and evaluated throughout the School. This will be undertaken through formal 
audits of job vacancies and a yearly Safer Recruitment Evaluation audit which will be presented to the 
governing body. 

 
The Single Central Register is completed by the HR / Recruitment administrator with the support of the Head. 
Once a new member of staff is deemed to be safely recruited i.e. all necessary checks undertaken and 
recorded after a safe recruitment interview, the Head will be asked to sign off the register so as to allow that 
member of staff to start work, and not before. In addition the Safeguarding Governor will perform a spot 
check on the Single Central Register once per term. 
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4. Offer of Appointment and New Employee Process: 
The appointment of all new employees is subject to the receipt of a satisfactory DBS Certificate, references, 
and medical checks, copies of qualification and proof of identity. Offers for positions for staff working in the 
EYFS and after-school care for the under eights will also be subject to a By Association Declaration. A personnel 
file checklist will be used to track and audit paperwork obtained in accordance with Safer Recruitment. The 
checklist will be retained on personal files. The Bursar and central administration office will contact the 
appointing staff member and Headmaster to confirm that all paperwork has been received and a start date  
can be agreed. 

 
The Rehabilitation of Offenders Act 1974 
The Rehabilitation of Offenders Act 1974 does not apply to positions which involve working with, or having 
access to pupils. Therefore, any convictions and cautions that would normally be considered ‘SPENT’ must be 
declared when applying for any position at Saint Nicholas School. 

 
DBS (Disclosure and Barring Service) Certificate and By Association Declarations 
All staff at Saint Nicholas School require an enhanced DBS Certificate and therefore a DBS Certificate must be 
obtained before the commencement of employment of any new employee. Where appropriate (employees 
working with or involved in the management of EYFS & after-school care of the under eights) will also be 
required to make a By Association Declaration. 

 
Members of staff at Saint Nicholas are aware of their obligation to inform the Headmaster of any cautions or 
convictions that arise after a DBS check has taken place. This obligation to inform the Headmaster also applies 
to relevant changes with regard to the By Association Declaration. Members of staff will be reminded of this 
duty on an annual basis. 

 
Portability of DBS Certificates Checks: 
The DBS code of Practice does not facilitate portability of DBS Certificate checks unless the applicant has 
registered to the DBS Update Service. For clarity portability refers to the re-use of a DBS Certificate obtained 
for a position in one organisation and later used for another position in another organisation. Saint Nicholas 
School is committed to adhering to these Codes of Practice and does not accept DBS Certificates carried out by 
another organisation unless they are registered with the DBS Update Service. 

 
Dealing with convictions: 
The school operates a formal procedure if a DBS Certificate is returned with details of convictions. 

Consideration will be given to the Rehabilitation of Offenders Act 1974 and also: 

• the nature, seriousness and relevance of the offence; 

• how long ago the offence occurred; 
• one-off or history of offences; 
• changes in circumstances, 
• decriminalisation and remorse. 

 
A formal meeting will take place face-to-face to establish the facts with the Head or Bursar. A decision will be 
made following this meeting. 

 
Prohibition orders. 
Prohibition orders prevent a person from carrying out teaching work in schools, sixth form colleges, 16 to 19 
academies, relevant youth accommodation and children's homes in England. A person who is prohibited from 
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teaching must not be appointed to work as a teacher or manager in such a setting. A check of any prohibition 
can be carried out using the Employer Access Online Service. Prohibition orders are described in the National 
College for Teaching and Leadership’s (NCTL) publication Teacher misconduct: the prohibition of teachers. 
Prohibition orders are made by the Secretary of State following consideration by a professional conduct panel 
convened by NCTL. Pending such consideration, the Secretary of State may issue an interim prohibition order if 
it is considered to be in the public interest to do so. 

 
Proof of identity, Right to Work in the UK & Verification of Qualifications and/or professional status: 
All applicants invited to attend an interview at the School will be required to bring their identification 
documentation such as passport, birth certificate, driving licence etc. with them as proof of identity/eligibility 
to work in UK in accordance with those set out in the Immigration, Asylum and Nationality Act 2006 and DBS 
Code of Practice Regulations. 

 
In addition, applicants must be able to demonstrate that they have actually obtained any academic or 
vocational qualification legally required for the position and claimed in their application form. 

 
Medical Fitness: 
Anyone appointed to a post involving regular contact with children must possesses the appropriate level of 
physical and mental fitness before any appointment offer is confirmed. All applicants are requested to 
complete a medical questionnaire and where appropriate a doctor’s medical report may be required. 

 
Overseas checks: 
All new employees where persons have lived outside the UK are subject to additional checks in accordance 
with Immigration, Asylum and Nationality Act 2006. 

 
Induction Programme: 
All new employees will be given an induction programme which will clearly identify the School’s policies and 
procedures, including the Safeguarding Policy, Whistleblowing Policy and Staff Code of Conduct. 

 
5. Vetting Arrangements if Appointed: 

The primary role of the Disclosure and Barring Service [DBS] is to help employers make safer recruitment 
decisions and prevent unsuitable people from working with vulnerable groups including children. It remains a 
criminal offence for individuals barred by the DBS (formerly the Independent Safeguarding Authority (ISA) to 
work or apply to work with children or vulnerable adults in a wide range of posts - including education and 
childcare. 

 
The three former barred lists (POCA, POVA and List 99) have been replaced by two new Barred Lists, one for 
those working with children and one for working with adults. 
Employers, local authorities, professional regulators and other bodies have a duty to refer to the DBS, 
information about individuals working with children or vulnerable adults where they consider them to have 
caused harm or pose a risk of harm. In 2009, the ISA introduced increased safeguards under the Vetting and 
Barring Scheme for all those applying or already working in regulated activities. 

 
6. What is regulated activity? 

Regulated Activity covers anyone working closely with children or vulnerable adults, paid or unpaid, not part of 
a family or personal arrangement, on a frequent or intensive basis. It can include, but is not limited to, any of 
the following: 

 
• teaching, training or instruction, care or supervision of children or provided wholly or mainly to 
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vulnerable adults; 
• providing advice or guidance to children and young people; 
• any form of healthcare treatment or therapy provided to children and young people; 
• driving a vehicle that is being used for the specific purpose of conveying children or vulnerable adults; 
• working in a specified place (see below). 

 
Regulated activity is considered frequent if it is carried out once a week or more and intensive if it occurs on 
four days or more in a single month. 

 

7. Visiting Speakers 
Staff must not invite speakers into school without first obtaining permission from the Head, Deputy Head 

or Heads of School and informing Mrs Bradley (Headmaster’s PA) Before inviting visiting speakers the 

school, as part of its prevent duty, will carry out background checks eg. through an internet search to 

determine that these visitors are suitable. . On attending the School, Visiting Speakers will be required to 

show an original current identification document including a photograph such as a passport or photo 

driving licence. Whilst on the School site, Visiting Speakers, will be supervised at all times. 

 
8. Safer Recruitment Practice Checklist 

 
There are four main elements to Safer Workforce practice: 

 
1. Designing a job description and advertising a post. 
2. Recruiting an employee/volunteer. 
3. Providing supervision and training. 
4. Managing allegations or concerns about an employee’s/volunteer’s ‘suitability to work with children/young 
people. 

 
 

 
1 DESIGNING A JOB DESCRIPTION/ADVERTISING A POST 

Activity Checklist 

1.1 Explicitly advertise your commitment to safeguarding in the job advert and 

application pack, including explicit reference to seeking a relevant DBS check. 

eg ‘(insert name of Agency) is committed to safeguarding children and 

vulnerable adults’ 

 

1.2 Incorporate clear statements about an individual’s safeguarding responsibilities in 

the Job Description and Person Specification. e.g. ‘Displays a commitment to the 

protection and safeguarding of children, young people and vulnerable adults’ 

 

1.3 Include information about safeguarding practice in application packs for applicants.  



 Page 9   

2 RECRUITING AN EMPLOYEE OR VOLUNTEER 

Activity Checklist 

2.1 Always use application forms. Do not accept CVs on their own.  

2.2 Ensure a minimum of two people shortlist and check for any gaps/discrepancies in 

employment history (explore these fully and to the appointing panel’s satisfaction at 

interview). 

 

2.3 Take up written references (from current and previous employer/s). Enclose the Job 

Description and Person Specification with the reference request. Ensure the reference 

specifically asks if there have been: 

 

 any concerns/allegations about the applicant’s behaviour towards 

children/vulnerable adults; 

 any disciplinary action; 

 suitability for the post. 

 

2.4 Upon receipt of references, ensure that you: 

 
 check that the referee has answered all of your questions; 

 that there are no vague or ambiguous statements in the reference; 

 follow up any inconsistencies between the reference and the employee’s 

statement at interview. 

 
Where there may be any residual concerns or where the reference identifies 

additional issues a phone-call to the referee should be made. 

 

2.5 Ensure you have at least two interviewers. At interview explore the applicant’s 

attitudes towards children and young people/vulnerable adults, their motivation for 

pursuing the role and managing boundaries. Questions you could use in an interview 

include: 

 
 Have you ever felt uncomfortable about a colleague’s behaviour towards children 

in a previous job? What were your concerns, what did you do about them? 

 Safeguarding children is an important part of our work. Can you give me some 

examples of how you would contribute to making this organisation a safer 

environment for children? 

 

2.6  Verify the identity of the applicant, their qualifications and right to work in the UK. 

Take copies of the original documents and validate for retention on personnel file. 

 

2.7 Enhanced with a Barred List DBS checks are required for ‘anyone involved in regularly 

caring for, training, supervising or being in sole charge of children or vulnerable 

adults.’ 

*Individual agencies may have additional specific guidance regarding DBS checks. 

 

2.8 Check that the employee/volunteer, once the offer of employment has been made, is 

medically fit to undertake the role. 

 

2.9 Check that the employee/volunteer is not prohibited from taking up the role eg 

barred by the DBS professional registration, etc. 
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3 PROVIDING SUPERVISION AND TRAINING 

Activity Checklist 

3.1 Ensure that all staff and volunteers receive child protection/safeguarding-children 

basic awareness training as part of their induction. 

 

3.2 Ensure that at least one member of staff responsible for the recruitment process 

of other staff working with children receive Safer Recruitment Training. 

Ensure that at least one member of staff on each interview panel has received 

Safer Recruitment Training. 

 

3.3 Ensure that all staff and volunteers receive a copy of: 

 

 Part 1 of latest iteration of KCSIE; 

 Safeguarding and ChildProtectionPolicy; 

 Staff Code of Conduct; 

 Whistleblowing Policy. 

 

3.4 Ensure that all staff and volunteers know who the Designated Safeguarding Leads 

(DSL) and Deputy DSL’s for child protection/safeguarding concerns. 

 

3.5 Ensure that all staff and volunteers know whom to report to regarding safeguarding 

concerns outside of the organization eg. referral hub in Essex Safeguarding Childrens 

Board, the Local Authority Designated Officer (LADO), the Police. 

 

3.6  Make sure that safeguarding is a core part of the organisation’s culture, which is 

regularly discussed in meetings, not just as an ‘add-on’. Promote an ongoing ‘culture 

of vigilance’ with all staff and volunteers. 

 

 
4 MANAGING ALLEGATIONS OR CONCERNS ABOUT AN EMPLOYEE’S/VOLUNTEER’S ‘SUITABILITY TO WORK 

WITH CHILDREN/YOUNG PEOPLE’ 

Activity Checklist 

4.1 In the event of an allegation or concern, if you think a child/young person may be at 

any immediate risk of harm/danger, contact the Headmaster or the school’s 

Designated Safeguarding Lead immediately. Referrals may also be made direct to the 

referral hub at Essex Safeguarding Childrens Board or to the Police. 

 

4.2 In the event of an allegation or concern about a professional’s/volunteer’s ‘suitability’ 

to work with children/young people, ensure that you inform the Headmaster or the 

School’s Designated Safeguarding Lead who will liaise with the Local Authority 

Designated Officer (LADO). Do not investigate the allegation. 

 

4.3 Seek advice from the LADO and Named Senior Manager for Child Protection on how 

to proceed/next steps. 

NB: Remember to follow the instructions you are given – contravening 

instructions could compromise an investigation, do not investigate or explore the 

situation further. 
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Supporting Notes: 

 
Disclosure and Barring Service (DBS) (updated December 2012) 

 
The Disclosure and Barring Service was established by the Protection of Freedoms Act 2012, which made 
various changes to the Vetting and Barring Scheme. With effect from 1st December 2012, the Criminal Records 
Bureau and the Independent Safeguarding Authority merged to become one body – the Disclosure and Barring 
Service. This body carries out the previous functions of both organisations, such as conducting criminal record 
checks to enable an assessment to be made on the suitability of a person to care for or work with 
children/Vulnerable Adults (previously carried out by the Criminal Records Bureau) and maintaining the Barred 
Lists of individuals barred from working with children and/or Vulnerable Adults (previously held by the 
Independent Safeguarding Authority). These Barred Lists replaced the former List 99 and PoCA List (Protection 
of Children Act 1999). 

 
Under the Vetting and Barring Scheme, any person barred from working with children or Vulnerable Adults is 
breaking the law if they work or volunteer, or try to work or volunteer with those groups. An organisation 
which knowingly employs someone who is barred to work with those groups will also be breaking the law. If an 
organisation works with children or Vulnerable Adults and dismisses a member of staff or volunteer because 
they have harmed a child or Vulnerable Adult, or would have done so if they had not left, the employer must 
inform the Disclosure and Barring Service. 


