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Rationale 

 

Safer Recruitment is an important part of safeguarding children. 

The key elements of a safer recruitment process should: 

● be robust 
● have a relevant vetting and checking procedure 
● include a robust induction 
● provide an excellent training infrastructure 

This policy outlines the steps we are taking to ensure that people who are employed by                
Dragonfly Education Trust are safe to work with children and young people. 

 

Purpose 

● To prevent unsuitable people working with children, young people and vulnerable           
adults 

● To attract the best possible applicants to vacancies 
● To create and maintain a safe workforce 
● To develop partnership working within the organisation and between the          

organisation and outside agencies 

 

This policy has been updated in line with the DfE Statutory Guidance for Schools and 
Colleges, July 2015, ‘Keeping Children Safe in Education’ 
 
Guidelines 
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The key to effective safeguarding is to develop a culture which is sensitive to all               
aspects of child protection - we do this by: 

● Ensuring recruitment includes the undertaking of full pre-employment checks ie          
DBS, evidence of identity, evidence of eligibility to work in the UK (if appropriate),              
at least two satisfactory references, proof of qualifications (if necessary for the            
post), job application form and health statement.  

 
● Including in all recruitment documentation and job descriptions the child protection           

policy and the statement ‘This school is committed to safeguarding and           
promoting the welfare of children and young people and expects all staff            
and volunteers to share this commitment’  

● Making clear in job descriptions the degree of responsibility for safeguarding and            
promoting the welfare of children which is involved for each post, emphasising that             
safeguarding is everybody’s responsibility 

● Supplying prospective applicants, as a minimum, with the following 

o job description and person specification 
o the school’s child protection policy 
o the school’s safer recruitment policy (this document) 
o the selection procedure for the post (interview programme and  

names/posts of those taking part in the programme) 
o      an application form 

● All prospective applicants must complete, in full, an application form 
● Short-listing of candidates is against the person specification for the post 
● References are taken up before the selection stage, so that any discrepancies can             

be probed during the selection stage 
● References are sought directly from the referee; references or testimonials provided           

by the candidate are never accepted 
● Where necessary, referees may be contacted by telephone or e-mail in order to             

clarify any anomalies or discrepancies; a detailed written note must be kept of such              
exchanges 

● Where necessary, previous employers who have not been named as referees are            
contacted in order to clarify any anomalies or discrepancies; a detailed written note             
must be kept of such exchanges 

● Referees must always be asked specific questions about: 

o the candidate’s suitability for working with children and young people 
o any disciplinary warnings, including time-expired warnings, that relate to 

the safeguarding of children 
o the candidate’s suitability for the post 

● School employees are entitled to see and receive, if requested, copies of their             
employment references 

● Selection techniques are determined by the nature and duties of the vacant post,             
but all vacancies require an interview of short-listed candidates 

● Interviews are always face-to-face. Telephone interviews may be used at the           
short-listing stage but are not a substitute for a face-to-face interview  

● The interview panel must always include at least one member who has successfully             
completed safer recruitment training. He or she will be responsible for ensuring            
that “Safer recruitment” procedures have been followed. 

● Candidates must always be required: 

o to explain satisfactorily any gaps in employment 
o to explain satisfactorily any anomalies or discrepancies in the information 

available to recruiters 
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o to declare any information that is likely to appear as part of an enhanced 
DBS with barred list checking exercise 

o to demonstrate their capacity to safeguard and protect the welfare of 
children and young people 

 
 

Pre-appointment Checks 

The level of DBS certificate required, and whether a prohibition check is required, will 
depend on the role and duties of an applicant. For most appointments, an enhanced 
DBS certificate, which includes barred list information, will be required as the majority 
of staff will be engaging in regulated activity. In summary, a person will be considered 
to be engaging in regulated activity 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; or  

• will carry out paid, or unsupervised unpaid, work regularly in a school or college 
where that work provides an opportunity for contact with children; or  

• engage in intimate or personal care or overnight activity, even if this happens only 
once.  

For all other staff who have an opportunity for regular contact with children who are 
not engaging in regulated activity, an enhanced DBS certificate, which does not include 
a barred list check, will be appropriate.  

This would include contractors that would have the opportunity for contact with 
children and who work under a temporary or occasional contract.   A supervised 
volunteer who regularly teaches or looks after children is not in regulated activity.  

The Department for Education (DfE) has published separate statutory guidance on 
supervision and regulated activity which schools and colleges should have regard to 
when considering which checks should be undertaken on volunteers. This is set out at 
Annex D. 55. In addition to obtaining the DBS certificate described, anyone who is 
appointed to carry out teaching work will require an additional check to ensure they are 
not prohibited from teaching.  

● An offer of appointment to a successful candidate must be conditional upon            
successful completion of pre-employment checks: 

o proof of identity (preferably photographic ID and proof of address)  
o provision actual certificates of qualifications  
o completion of a confidential health questionnaire to establish whether they          

have the physical and mental capacity for the role 
o proof of eligibility to live and work in the UK (see GOV.UK website 
o a certificate for an enhanced DBS check with barred list information – this             

may be applied for by the candidate or, with their permission, through an             
online update check through the DBS update service  

o if, during the previous 3 months the candidate has worked in a school or              
college in a capacity that involved regular unsupervised contact with          
children, the DBS update service is used to confirm that they are covered             
by enhanced DBS with barred list information 

o if engaged in teaching, a check that the candidate is not subject to a              
prohibition order from the Secretary of State (use Employer Access online           
service) 

o completion of a confidential health questionnaire to establish whether they          
have the physical and mental capacity for the role 
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● If the DBS certificate is not available in time for the applicant to take up their post,                 
the school carries out a risk assessment, including use of references and checking             
the barred list; the applicant is not left unsupervised with children until enhanced             
DBS with barred information has been received 

● All staff who are new to the school receive induction training that must include the               
school’s safeguarding policies and guidance on safe working practices.  

● The school has procedures and processes in place which ensure: 

o There is effective induction and training in relation to safeguarding 
o It is clear how to report concerns or issues or how to get help 
o There are agreed standards of behaviour and a code of conduct for all 

employees 
o That Safeguarding is on everyone’s agenda 
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Roles & Responsibilities 

 

Role  Responsibility 
Governors  Establish this policy 

Monitor and review the effectiveness of this policy 
Be familiar with DFE guidance on Safer Recruitment 

Headteacher  Ensure structures are in place to support the effective 
implementation of this policy 
Consult on this policy 
To ensure at least one member of the interview panel 
has completed Safer Recruitment Training 

Interview Panels  To ensure child protection is central to the interview 
process 

 
HR Officer with SLT  To develop and maintain school’s recruitment procedures 

To ensure vetting and checking processes are in place 
and followed 
To be responsible for maintaining and updating all 
records associated with safer recruitment 

All staff  To follow child protection policies and procedures 
 
Arrangements for Monitoring & Evaluation 

 

● HR Officer cross-references single central record of recruitment and         
vetting checks with staff salary list and volunteer list 

● Governors’ Personnel Committee review vetting and checking processes        
on a regular basis and through the Report to Governing Body on            
Safeguarding Children 

● Governors Student Support Committee reviews child protection policies        
and procedures. 
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