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Mission Statement 
All policies are written in line with our Trust Mission statement: 
 

“Inspired by faith through love, friendship and joy.” 

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our 

pupils, families, and staff are encouraged to show compassion, kindness, and respect to one 

another, creating nurturing environments where everyone feels valued and loved. We foster 

a deep sense of love for God, self, and others, empowering our pupils to make positive 

contributions to society. 

We recognise the importance of relationships and the power of friendship in shaping lives. 

Our schools foster an atmosphere of genuine fellowship, where pupils form deep connections 

with their peers, teachers, and the wider community. We promote inclusivity, understanding, 

and empathy, cultivating an environment where diversity is embraced, and friendships are 

built on mutual respect. Our pupils learn the value of teamwork, cooperation, and service, as 

they become compassionate leaders who forge lasting friendships rooted in faith. 

We believe that joy is a reflection of God's presence in our lives. Our schools are places where 

joy abounds, where pupils are encouraged to find joy in learning, discovering their talents, 

and building meaningful relationships. Through engaging and innovative teaching, we inspire 

POLICY DOCUMENT  
Trust Recruitment and Selection 
Policy and Procedure incorporating 
Safer Recruitment 

Legislation/Category:   Academy Schools Legally Required 

Lead Member of Staff:  Head of HR 

Approved by:   Trust Board: Policy Committee 

Date Approved:  November 2025 

Revision Date: November 2026 

Review Frequency:  In line with KCSIE 



 
 

2 | P a g e  
Trust Recruitment & Selection Policy and Procedure 

a lifelong love of learning, instilling in our students a sense of wonder and curiosity about the 

world around them. We celebrate achievements, milestones, and special moments, ensuring 

that joy permeates our school communities. 

Change Control 
 

Version  Date  Author  Changes  

1.5 November 

2025 

Interim Head of 

HR 

Reviewed and dates updated to reflect publication of 

KCSIE 2025. No significant changes as to be reviewed in 

light of Employment Rights Bill 2025. 

1.4 01/09/23 Head of HR Updated in line with KCSIE 2025 

Updated with new general guidance 

1.3 10/03/23 Head of HR Updated recruitment and selection checklist in Appendix 

1, page 11 

1.2 10/03/23 Head of HR Updated guidelines on supply staff, page 9 

1.1  10/03/23 Head of HR New guidance on conducting online searches for 

shortlisted candidates, page 6 and Appendix 3, page 15 

1.0 10/03/23 Head of HR Removal of section on allegations against staff as this is 

now a separate policy and procedure. 
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1. Roles and Responsibilities 

The policy and procedures outlined below refers to commitments and actions by the Trust. In 

practice, this means that each school and Trust central team will carry out these actions as 

delegated through the Trust scheme of delegation. Headteachers for school appointments 

and the CEO for Trust Central Team appointments, will make sure that appropriately trained 

staff members only are involved in the recruitment and selection process and will be 

responsible for delegating duties required for these processes.  

 

2. Introduction  

2.1 The aim of this Recruitment and Selection Policy and Procedure is to attract, select and 
retain staff who will successfully and positively contribute to the work and development 
of the Trust.   

 
2.2 Integral to this policy and procedure is the aim to ensure that the Trust recruits and 

selects staff in a safe and fair manner at all times.  Safeguarding and promoting the 
welfare of children and young people is a critical requirement in recruitment and 
selection processes and is an essential part of creating safe environments for children 
and young people.  

 

2.3 It is also imperative that recruitment is planned and conducted with due regard to 
equality legislation and to ensure appointments are made on merit.  However, 
recruitment processes will also be designed to attract suitable applicants within difficult 
labour markets, will consider the use of a wide range of attraction techniques and make 
appropriate use of the Trust’s Pay Policy. 

 

3. Recruitment and selection policy statement  

3.1 This Trust is committed to attracting, selecting, vetting and retaining employees who 
will successfully and positively contribute to the development of the Trust and its pupils, 
ensuring that they achieve their full potential.  A motivated and committed workforce 
with appropriate knowledge, skills, experience and ability to do the job is critical to the 
Trust’s performance and fundamental to the delivery of high-quality educational services.  

 
3.2 This policy seeks to ensure that the Trust demonstrates good practice regarding Keeping 

Children Safe in Education, [KCSiE 2025] with the aim of deterring and preventing people 
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who are unsuitable to work with children from applying for or securing employment 
within the Trust.  It will do this by basing its recruitment and selection procedures on the 
prevailing statutory guidance and good practice on safer recruitment and reviewing this 
practice as and when guidelines and practices change. 

 
 
3.3 This Trust has adopted the following statement which details its safeguarding 

commitment and will be included in relevant recruitment documentation: 
The Bishop Konstant Catholic Academy Trust is committed to safeguarding and promoting 
the welfare of our pupils and young people. We expect all staff and volunteers to share 
this commitment.  This post is subject to a satisfactory enhanced Disclosure and Barring 
Service criminal records check for work with children. 

 

4. Scope 

4.1 This policy will apply to the appointment of both permanent and temporary roles within 
the Trust and sets out the standards and stages for all recruitment activities.  The safer 
recruitment principles of the policy should also be applied to the appointment and 
vetting of volunteers to ensure they are in appropriate placements and are suitable to 
work with children. 

 

4.2 The policy applies to all individuals involved in the recruitment process including 
Trustees/Local Governing Body and other school staff.  Those involved at each stage of 
the recruitment process will demonstrate a professional approach by dealing honestly, 
efficiently and fairly with all internal and external applicants in line with the principles 
of public life. 

 

4.3 The Trust will ensure it complies with statutory and good practice guidance around 
recruitment and will work within Diocesan guidelines, including in the appointment of 
Headteachers and other senior leadership roles. This includes the requirement to 
undertake a range of statutory pre-employment vetting checks on all staff as required 
by the Education (Independent School Standards) Regulations 2014.  

 

5.      Equal opportunities  

5.1 This Trust is committed to providing equality of opportunity for all and ensuring that all 
stages of the recruitment and selection process are free from unlawful discrimination and 
bias.  Recruitment and selection procedures may be monitored to ensure that applicants 
are not being discriminated against on the grounds of any protected characteristic; sex, 
race, disability age, religion or belief, sexual orientation, gender reassignment, marriage 
and civil partnership, pregnancy or maternity. 

 
5.2 Applicants will be asked what adjustments they might require, to participate in the 

recruitment process.  The Trust will make every effort to make reasonable adjustments at 
each stage of the recruitment process.   
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6.      Safer recruitment  

6.1 Experience shows the importance of organisations that provide services to children 

operating recruitment and selection procedures and other human resources (HR) 

management processes that help deter, reject, or identify people who might abuse 

children, or are otherwise unsuited to work with them. Making safeguarding and 

promoting the welfare of children an integral factor in HR management is an essential part 

of creating safe environments for children and young people.  

The measures described in this policy will be applied in relation to everyone appointed to 

work in our schools and Trust central team including those who may not have direct 

contact with children as a result of their job, but nevertheless will be seen as safe and 

trustworthy because of their regular presence in the setting. This includes workers not on 

the payroll, e.g. staff employed by contractors, and unpaid volunteers.  

Safeguarding and promoting the welfare of children and young people is an integral part 
of the recruitment and selection process.  Through each stage of this process the Trust 
will seek to deter and reject those applicants whom it considers unsuitable to work with 
children and young people. 

 

6.2 To this end the following measures will be taken through the recruitment process:  
 

• Information on the Trust’s commitment to safeguarding children will be included 
in the advert, job description, person specification and any other relevant 
documentation.  

• At least one member of every interview panel will have successfully completed a 
Safer Recruitment Training programme prior to the start of the recruitment 
process. 

• Comprehensive information will be obtained from all applicants which will be 
scrutinised, investigating any discrepancies or anomalies, including gaps in 
employment and education. 

• Shortlisted applicants will be asked to make a self-declaration of their criminal 
record or information that may make them unsuitable to work with children. 

• Online searches, as part of a robust safer recruitment process, will be carried out 
on shortlisted applicants only. The purpose of these checks is to identify and 
clarify   any incidents or issues that may or may not have previously been declared 
and which are ‘open source’ and publicly available. Such issues may be relevant 
in considering whether the candidate is suitable to work with children.  Examples 
of relevant information may include press articles or gaps in employment that are 
made apparent via the online search. Any such searches will be carried out in 
accordance with KCSiE 2025 and records of these searches will be held in line with 
the requirements of GDPR. 

• Online search results may be raised with the applicant for discussion at an 
appropriate time for example, during interview, before any offer of employment 
is made. (See appendix 4). 



 
 

7 | P a g e  
Trust Recruitment & Selection Policy and Procedure 

• Specific questions relating to the applicant’s suitability and motivation to work 
with children will be asked of each candidate at interview and their suitability to 
work with children will be explored. 

• Robust, relevant and appropriate references that fully cover the candidate’s 
recent work history will be obtained, usually prior to interview. 

• Satisfactory statutory clearances will be obtained prior to the candidate 
commencing in post, except in exceptional circumstances and with an 
appropriate risk assessment. 

 

6.3 At all times the Trust will adhere to the legislative data protection requirements.  All 
information gathered during the recruitment and selection process will be treated 
confidentially and handled and stored securely.  Application and assessment data 
for unsuccessful applicants will be held for 6 months, or until any complaints arising 
from the process have been dealt with, and then confidentially destroyed. Any 
copies of identity or qualification information obtained through the interview 
process will be confidentially destroyed for unsuccessful candidates when an 
appointment decision has been made.  Information collected in relation to 
successful applicants will be retained on their confidential employee files in line with 
ICO guidance and the lawful basis principle under GDPR.  

 

7.          DBS Policy 

 

7.1   The Trust has a policy on when it requests criminal conviction information and DBS 
          disclosures and how it uses, stores, retains and destroys this information. 
 
7.2 Applicants for roles with the Trust will only be asked to declare any relevant 

conviction information if they are selected for interview.  For unsuccessful 
candidates, any information provided will be destroyed following the selection 
decision.   

 

8.       Individuals involved in the recruitment process 

8.1 The Headteacher for all school appointments or the CEO for Trust Central Team 

appointments is responsible for ensuring that this policy and procedures are carried out 

in practice. They will ensure that panels are correctly constituted and that there is at 

least one member who has undertaken Safer Recruitment training. They will also ensure 

that the member of staff supporting the administrative elements of the process has 

been adequately trained. Support and guidance may be obtained from the Trust HR 

team at any time during this process. 

 

8.2 A recruitment and selection panel will be identified at the planning stage and the same 
individuals will be involved throughout the whole recruitment and selection process 
i.e. planning, shortlisting and interviewing.   
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8.3 The panel will consist of at least three members but may have more depending on the 

post being filled.  The members of the panel will have the necessary authority to make 
decisions about appointments and be appropriately trained. 

 
8.4 All members of the panel must make sure that appointments are made on the basis 

of merit. It would be unlawful to make an appointment based on anything other than 
the ability of the candidate to carry out the role. To avoid any possible accusation of 
bias, employees must not be involved in an appointment where they have a personal 
relationship with the applicant.  

 
8.5 Where a candidate is known to a member of the selection panel, either personally or 

professionally, it should be declared when shortlisting takes place.  All applicants must 
be considered on merit, and it is, therefore, important to ensure there is no conflict of 
interest or perception of unfair advantage for any particular applicant.  Where a 
potential conflict of interest or previous association has been declared, consideration 
will be given to changing the selection panel or adding additional members. Where a 
personal relationship has been identified, this must be reported to the Headteacher. 
All instances where the CEO, Headteacher or Chair of Governors has a potential 
conflict of interest must be reported to the Trust Head of HR. This is to ensure 
appropriate panel replacements are considered and put into place. 

 

Recruitment and Selection Procedure 

 

1.     Introduction 

1.1 This procedure details the stages within the recruitment and selection process.  The 
Trust recognises that fair and robust recruitment practices are critical in achieving 
successful recruitment outcomes.  A summary of the stages within the recruitment 
and selection procedure, and the safer recruitment considerations at each stage, are 
detailed in Appendix 1.  
 

1.2 The Safer Recruitment Candidate Checklist at Appendix 2 details the safeguarding 
issues which should be considered for each applicant. 

2       Planning 

2.1 Planning the recruitment and selection process is essential to maximise the 
opportunity for the Trust to attract applicants with the right skills, experience and 
values and to minimise the risk of making unsuitable appointments. 

2.2 Prior to taking the decision to advertise, the Trust will consider whether there is a 
need to replace the role on the same basis.  Key questions to consider are: 

• Is replacement on a ‘like for like’ basis necessary 

• Could the role be undertaken by the appointment of an apprentice 
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• Redistribution of work to other existing employees.  Where this option is 
considered there will be appropriate discussion and consultation with affected 
staff and the impact on pay and grading will be considered. 

 

2.3 Changes to the staffing establishment will be agreed in line with the Trust’s scheme 
of delegation and implemented in a way which gives consideration to the health and 
wellbeing of those affected.   The decision not to replace a role on the same basis 
may negate or reduce the need for future staffing reductions.  

2.4 The decision to recruit will be made via the Trust Vacancy Release Process which will 
be initiated in the school and will be authorised at Trust level by the Chief Financial 
Officer and the Trust Head of HR. 

2.5 Once the decision to recruit has been made, a range of planning activities and 
decisions may be undertaken including agreeing those involved in the process, 
defining the job role and the selection criteria to be used, preparing recruitment 
documentation and setting the timetable for recruitment. 

 

3        Job Description and Person Specification 

3.1 The job description and person specification are essential tools and will be used 
throughout the recruitment and selection process. 

3.2 A job description should be provided for all posts which set out the main duties and 
responsibilities of the role. The person specification will detail the skills, knowledge 
and experience required to do it.  The job description and person specification will 
include the level of contact which the post has with children, criteria regarding the 
applicant’s suitability to work with children and information on the Trust’s 
commitment to safeguarding. 

3.3 Whenever a new post is introduced, or an existing post amended, it should be 
assessed through the Trust’s job evaluation mechanisms. The process for this is via 
the Trust Head of HR.  

 

4        Advertising 

4.1 All posts must be advertised externally to the Trust on the Trust, school and other 
relevant websites and additional media as appropriate. Those on maternity/ other 
parental leave and long-term sick leave should be made aware of how to access 
vacancies which arise during their absence, if appropriate.    

4.2 Occasionally there may be sufficient rationale to justify only advertising within the 
Trust and in all cases these must be agreed by the Trust Head of HR.  

4.3 In exceptional circumstances, a post may not be advertised. This will usually only be 
for one of the following reasons:  

• As a result of internal restructuring where an existing member of staff is at risk of 
redundancy 

• Where it is necessary to redeploy an existing employee for health reasons where 
they are unable to continue in their substantive position 
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• Because a similar post has recently been advertised and an appointment can be 
made from the subsequent interviews (usually within 6 months of interview).  

• Because a fixed term or temporary appointment needs to be made as soon as 
possible to ensure continuity within the post, such as covering a long-term period 
of sickness absence  

• Where the opportunity is for a temporary responsibility (e.g. TLR) which an existing 
employee will undertake in addition to their substantive post 

• As a result of redeployment from another school within the BKCAT. 
 

4.4 Where the need for a fixed term post or temporary responsibility becomes a 
permanent one, the Local Governing Body/Headteacher will make a proposal to the 
Trust Head of HR as to whether it is appropriate for the post-holder to be offered 
the permanent contract or whether the post should be advertised. In making a 
decision on this the Trust Head of HR will take into account the original reason for 
the post initially being fixed term, any accrued employment rights, any subsequent 
changes in the needs of the Trust and the original recruitment process that was 
undertaken. 

5.        Adverts 

5.1 The following minimum information will usually be included in adverts:  

• Job title 

• Salary – including pro-rata values if part-time or term-time only 

• Hours of work and whether the role is full or part-time 

• Proposed start date 

• Whether the post is temporary (with no end date), fixed term (with an end date) or 
permanent 

• Summary of the job role including the skills abilities, experience, attitude, and 
behaviours required for the post 

• How to access and return application forms 

• Closing date for applications 

• Information regarding the Trust’ commitment to safeguarding and promoting the 
welfare of children 

• The safeguarding requirements and responsibilities of the post 

• That safeguarding checks will be undertaken for the successful candidate including 
obtaining a satisfactory enhanced DBS check for work with children and that this will 
include an online search 

• Whether the post is exempt from the Rehabilitation of Offenders Act 1974 and the 
Exceptions Order 1975 as amended 
 

5.2 Ideally vacancies will be advertised for at least two weeks to give applicants 
sufficient time to apply. Shorter timescales can be agreed but this should not be less 
than one week, including one weekend. 
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6.        Application Form 

6.1 All applicants for any post advertised either internally or externally must complete 
the Trust’s standard application form.  CVs will not be accepted as an alternative to 
an application form and will not be used for short-listing when submitted with an 
application form.  The use of standard application forms ensures that a common set 
of core data is obtained from all applicants. 

 

6.2 The application form will: 

• require applicants to provide: 
o their personal details, current and former names, current address and 

national insurance number 
o details of their present (or last) employment and reason for leaving 
o full employment history since leaving most recent post, including reasons 

for any gaps in employment 
o qualifications, the awarding body and date of award 
o details of referees, and 
o a statement of the applicant’s personal qualities and experience and how 

they meet the person specification 
o include a statement that it is an offence to apply for the role if the applicant 

is barred from engaging in regulated activity with children 
 

6.3 Where an application is submitted electronically, applicants will be asked to 
physically sign a hard copy of the application should they be invited to interview.  

 

7.       Application Pack 

7.1 For all posts advertised externally the Trust may produce an application pack which 
will be made available to all applicants.  The Trust recognises that the pack is critical 
in encouraging candidates to apply for the post and providing information regarding 
the vision and strategy of the Trust and individual academies. 

7.2 The application pack will also include information regarding the Trust’s commitment 
to safeguarding and that the successful candidate will be required to obtain a 
satisfactory enhanced DBS check.  The Trust will include in the application pack either 
a copy of, or website link to, the Trust’s child protection policy and either a copy of, or 
website link, to the policy on the employment of ex-offenders.  

8. Shortlisting 

8.1 The full panel identified at the planning stage will carry out the shortlisting process. 
The panel will be a minimum of three people, who will also be involved in the interview 
and selection processes.  

 
8.2 Applications will be scrutinised carefully to ensure they are fully and properly  

completed. Particular attention will be paid to the reasons for leaving any previous 
childcare employment where the applicant no longer works with children.  Incomplete 
applications may not be accepted and may be disregarded. 
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8.3 Any gaps in employment and education will be identified and a written explanation 

obtained from the applicant, usually during the selection process, but as a minimum 
once a provisional offer of employment is made. 

 
8.4 Candidates will be assessed equally against the criteria set out in the job description 

and person specification.  Candidates who do not meet the essential requirements 
should not be shortlisted. 

 
8.5 Where it is not possible to determine, from the application form, whether a candidate 

fully meets a criterion they may be progressed to the shortlist and further evidence 
will be sought through the selection process. 

 
8.6 If, following assessment against the essential criteria, the short-list is too long, the 

desirable criteria may be used to reduce the shortlist to a manageable size.  A written 
record will be kept of the shortlisting process. 

 
8.7 Shortlisted candidates will be invited to attend the selection process.  The invitation 

to the interview should detail the relevant arrangements, the selection activities and 
who will be involved in the panel.  

 
8.8 At this point, candidates will be asked to complete a self-declaration of their criminal 

record or information that may make them unsuitable to work with children.  
Disclosure enables candidates to share relevant information and allows this to be 
discussed and considered at interview.   
This will include as applicable to the role: 
 

• If they have a criminal history 

• Whether they are included on the barred list 

• Whether they are prohibited from teaching  

• If they are known to the police and children’s social care 

• Have they been disqualified from providing childcare [Primary schools only] 

• Information about any criminal offences committed in any country in line with 
the law as applicable in England and Wales 

• Any relevant overseas information 
o Where relevant to the candidate, overseas checks must be obtained if 

possible; risk assessments must be documented if checks cannot be 
obtained 

 

8.9 Candidates will only be asked to declare cautions and convictions which could appear 
on a DBS disclosure certificate and will not be required to declare protected 
convictions and cautions which have been filtered. 

 
8.10 At this stage online searches should be undertaken as part of the due diligence on 

shortlisted candidates. The purpose is that it may help to identify any incidents or 
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issues that have happened, and are publicly available online, which the school or 
college might want to explore with the applicant at interview.  

 
8.11 The online search process outlined in Appendix 4 should be followed. Only information 

pertaining to the candidates’ suitability to work with children should be passed to the 
recruitment panel. The information that is obtained should be discussed with the 
candidate at an appropriate time – either in advance of or during the interview and 
assessment process, but before any employment offer is made.  

 
8.12 The person carrying out the online searches should have an understanding of KCSiE 

legislation and the ability to recognise issues/ incidents that could relate to a 
candidate’s suitability to work with children. Where possible, this person should not 
otherwise be involved in the recruitment process to prevent bias, however it is 
recognised that this may not be achievable in some settings.  

 
8.13 Information disclosed during the self-declaration and online search processes may be 

discussed at interview.  Where a shortlisted applicant discloses information which 
would make it unlawful for the Trust to employ that individual, the offer of interview 
may be withdrawn.  Where a self-declaration is submitted electronically, the applicant 
will be asked to physically sign it when they attend for interview. 

 
8.14 If the checks identify any personal data relating to protected characteristics, such as 

the applicant’s sexuality or ethnicity, this must not be a factor in deciding whether 
they are a suitable candidate.  

 
8.15 There may be occasions when the panel has insufficient time to explore the findings 

of online searches with candidates prior to formal interview.  In such an event the 
panel should consider the questions they will put to the candidate, how they will 
record the responses given and seek HR advice immediately if considering 
withdrawing the offer of an interview. Evidence of any decision should be clearly 
documented and communicated with the applicant and the decision to proceed; or 
not; with the candidates’ application should be made using reasonable and objective 
decision making. 

 
8.16 The applicant will also be asked to bring relevant identity and qualification 

documentation to the interview to enable the Trust to undertake relevant vetting 
checks.  The Trust will retain copies of any documents used to verify the candidate’s 
identity and qualifications in their confidential personal file if they are appointed.  
For unsuccessful candidates, additional data collected at this stage will be 
confidentially destroyed when an appointment decision has been made. 

 
8.17 Employment references for short-listed candidates must be requested prior to 

interview, where possible, as this allows any concerns raised to be explored further 
with the referee and taken up with the candidate at interview. Where this is not 
possible references should be taken up and any discrepancies discussed with the 
applicant prior to an offer of employment being made. The purpose of seeking 
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references is to allow employers to obtain factual information to support appointment 
decisions. (See Appendix 5). 

 
8.18 The Trust will seek to obtain a minimum of two written references unless a priest 

reference is required as a third referee for posts reserved for practicing Catholics. 
References will be requested on a standard reference pro forma, usually prior to 
interview as stated above.  Referees should be able to comment on the applicant’s 
suitability for the role being recruited to, including their suitability to work with 
children, and will be from the applicant’s current or most recent employer.   

 
8.19 To facilitate this, references should be requested on the Trust pro forma, and the job 

description and person specification should be included for the referee to refer to. 
 
8.20 In seeking references the Trust will: 
 

• not accept open references e.g. to whom it may concern 
• not rely on applicants to obtain their reference  
• 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/Manager 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,  
and,  
• ensure any concerns are resolved satisfactorily before the appointment is 
confirmed.  

 
8.21 When asked to provide references, schools should ensure the information confirms 

whether they 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. They should not include 
information about concerns/allegations which are unsubstantiated, unfounded, false, 
or malicious.  

 
8.22 References are an important part of the recruitment process and should be provided 

in a timely manner and not hold up proceedings. Any repeated concerns or allegations 
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which do not meet the harm threshold which have all been found to be false, 
unfounded, unsubstantiated or malicious should not be included in any reference.  

 
8.23 Where an applicant previously worked in childcare employment but no longer does 

so, they may be required to provide a referee from that organisation.  
 

9        Assessment  

9.1 As a minimum, the selection process will be based on completion of an application 
form, shortlisting and face-to-face interview.  All teaching posts must have a 
practical element of teaching a group of pupils which must be observed and assessed 
by panel members. The interview will assess the merits of each candidate against 
the agreed criteria based on the job description and person specification and explore 
their suitability to work with children and young people.   

 

9.2 Other selection methods may be used depending on the role that is being recruited. 
Any methods used must be relevant to the post being appointed to and free from 
any discrimination.  All interview and assessment events are a two-way process: they 
are an opportunity for the panel to select the best candidate for the role, and also 
an opportunity for a candidate to determine whether the job, the school and Trust 
are right for them.  

 
9.3        Prior to the interview the panel members should meet to: 

• Reach a consensus about the required standard for the job to which they are 
appointing 

• Consider the issues to be explored with each candidate, including any issues, 
inconsistencies or gaps identified from the application form, the references and the 
self-declaration forms, and who will ask about each of those 

• Agree their assessment criteria in accordance with the job description and person 
specification including the core questions which all candidates will be asked 

• Agree the questions which will be asked regarding suitability and motivation to work 
with children, attitude towards safeguarding and what attracted them to the post 

• Ensure a question is included in line with the Trust’s Catholic life and mission. 

• Ensure the process explores skills and examples of experience of working with children 
which are relevant to the role, and,  

• Ensure gaps in employment or where the candidate has changed employment or 
location frequently, are fully explored.  
 

9.4 The interviews should be used to explore potential areas of concern and to determine 

the applicant’s suitability to work with children. Areas that may be concerning and 

lead to further probing include:  

• implication that adults and children are equal  
• lack of recognition and/or understanding of the vulnerability of children  
• inappropriate idealisation of children  
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• inadequate understanding of appropriate boundaries between adults and children, 
and,  
• indicators of negative safeguarding behaviours.  

 
9.5 Any information about past disciplinary action or substantiated allegations should be 

considered in the circumstances of the individual case.  

9.6 Individual candidates will be assessed against the agreed assessment criteria and 
these assessments recorded in writing. The Trust will make reasonable adjustments 
for applicants, should they be required, in order to enable them to attend and 
participate fully with the selection and assessment process.   

 

10 Selection 

10.1 Once the formal assessment process is completed, all members of the selection 
panel will reach a final decision.  The selection will be made on the basis of which 
individual best fits the criteria set at the start of the recruitment process, using the 
scores and results of any assessments.  A written record of the selection decision will 
be made. 

 
10.2 The Trust may choose not to appoint should none of the candidates meet the 

required standard. If there are any doubts it is better not to appoint than to have 
ongoing performance management issues to resolve.  

 
10.3 All candidates who have attended the assessment process should be notified of the 

outcome of the process. Unsuccessful candidates may be offered verbal feedback 
should they wish to receive this. 
 

11 Involving Pupils and Students 

11.1 The Trust will endeavour to involve pupils and students in the recruitment and 

selection process where appropriate and where it can be done in a meaningful way. 

This may be by student panel, lesson observation or group activities. All information 

considered in decision making should be clearly recorded along with decisions made. 

12 Conditional offer of employment 

12.1 All offers of employment will be made on a conditional basis subject to: 

• The receipt of at least two written references that are satisfactory to the Trust, 
where one of which should be from the current or if currently unemployed, the 
most recent employer 

• A priest reference if the post requires a practicing Catholic to be appointed 

• A written record of the candidate’s full educational and employment history 
including documented reasons for any gaps 

• Verification of the candidate’s identity, including checking the name on the birth 
certificate where this is available. The birth certificate is considered best practice 
for identity verification 
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• Verification of eligibility to work in the UK 

• Verification of the candidate’s mental and physical fitness to undertake the duties 
of the role, with reasonable adjustments if applicable 

• Verification of educational and professional qualifications 

• A satisfactory Enhanced Disclosure and Barring Service criminal record check for 
work with children, with Children’s Barred List check if relevant 

• Section 128 checks for Headteachers, Executive Headteachers, Heads of School, 
Assistant Headteachers and Governors/Directors only) via the DfE portal. This also  
‘includes, but is not limited to, those on your senior leadership team (regardless 
of teaching status), middle leaders and anyone else who is line managing a person, 
or managing a budget, as they are likely to be considered in management too.’ 

• Overseas criminal records check or certificate of good conduct (if applicable).  

• (for teaching posts) Letter of professional standing from the relevant regulatory 
authority where the applicant has worked overseas as a teacher (if applicable) 

• (for teaching posts) verification of successful completion of statutory induction 
period if relevant (applicable to those who obtained QTS after 7 May 1999) 

• (for those undertaking teaching work) confirmation that the candidate is not 
subject to a prohibition order issued by the Secretary of State or has any current 
sanctions or restriction imposed 

• Verification that the individual has not been disqualified from working with 
children under the Childcare Act 2006 [Primary schools only] 

 
Note: Where relevant to the candidate, overseas checks must be obtained if possible; risk 
assessments must be documented if checks cannot be obtained 
 

12.2 New employees will not commence work until the satisfactory completion of all pre-
employment checks.  In relation to the DBS check, the original enhanced DBS 
certificate should be seen and verified. A member of staff may only commence prior 
to the return of the DBS criminal records check, in exceptional circumstance and with 
the express permission of the Headteacher and under a documented risk assessment 
which should be reviewed at least every two weeks.  In such cases, a separate check 
will be made of the Children’s Barred List prior to commencement. A new DBS check 
will be required for existing staff moving roles and sites where the role is at a higher 
level. 

 
12.3 If a DBS disclosure reveals information that a candidate has not disclosed in the course 

of the self-declaration process further discussion will be held with the candidate prior 
to an employment decision being reached.   

 
12.4 All pre-employment vetting checks will be followed up where they are unsatisfactory 

or there are discrepancies in the information provided.  In addition, they will be: 

• Confirmed in writing 

• Documented and retained on the personal file (subject to certain restrictions on 
the retention of information imposed by DBS regulations) 

• Recorded on the School single central record 
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13. Post Appointment - Induction 
The Trust is committed to implementing an induction programme for all newly 

appointed staff and volunteers, regardless of previous experience.  

The purpose of induction is to: 

• Provide training and information about our policies and procedures 

• Support individuals in a way that is appropriate for the role for which they have      
been engaged 

• Confirm the conduct expected of staff within the school 

• Provide opportunities for a new member of staff or volunteer to discuss any issues 
or concerns about their role or responsibilities and 

• Enable the person’s line manager or mentor to recognise any concerns or issues 
about the person’s ability or suitability at the outset and address them 
immediately. 

 
The induction programme will include information and written statements of: 

• Policies and procedures in relation to safeguarding and promoting welfare e.g. child 
protection, anti-bullying, anti-racism, physical intervention or restraint, intimate care, 
internet safety and local child protection and safeguarding procedures 

o Induction must include ensuring staff are aware of Part One of KCSiE 2025 and 
awareness of the new safeguarding risks (AI, misinformation) 

• Safe practice and the standards of conduct and behaviour expected of staff and pupils 
at our school 

• How and with whom any concerns about those issues should be raised 

• Other relevant HR procedures e.g. disciplinary, capability, grievance and 
whistleblowing. 

 

Induction training for all staff and regular volunteers will always include information about 

our child protection arrangements and how to contact the designated safeguarding lead 

(DSL). The Trust Staff Code of Conduct and Safer Working Practice Guidance will also be 

included in induction. 

14. Recruiting and Vetting checks 

See also  

‘Keeping Children Safe in Education’ (DfE 2025) 

Safeguarding Vulnerable Groups Act 2006 

Protection of Freedoms Act 2012 

All staff appointments will be subject to an enhanced disclosure from the Disclosure & Barring 

Service (a DBS certificate) in line with current legislation. This requirement will also apply to 

all supply staff, unsupervised volunteers visiting the school regularly and some contractors 

(see Protection of Freedoms Act 2012 ‘regulated activity’).  

We expect all staff to notify the Head teacher / Manager of any cautions or convictions 
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accrued whilst in the employ of this Trust. 

We have a legal duty to ensure that all adults – whether employees or volunteers – involved 

in overnight / residential activities or personal care of students have been checked against 

the Barred list and we will also ensure a suitable enhanced DBS certificate is in place. 

15.       Update Service  

Successful candidates who are already registered with the update service will be asked to 

bring their original DBS certificate plus identity documents to the school to be verified. If the 

certificate is for the correct workforce (children’s), includes a barred list check and all details 

match the ID documents, a member of academy staff will undertake a status check at 

https://secure.crbonline.gov.uk/crsc/check?execution=e1s1 If the outcome is acceptable, the 

result of this status check will be printed and retained in their personal file and the individual 

will be permitted to start work as soon as all other checks are completed. If the status 

indicates a change in circumstances, a new enhanced DBS certificate will be required before 

the person commences in post. It is good practice for new staff to join the update service. See 

Appendix 3 for more information on status check outcomes. 

16. The Single Central Record (SCR) 

Each school is responsible for maintaining its own single central record (SCR) as described in 

DfE guidance. The SCR includes all employees, supply staff, relevant contractors and regular 

volunteers. The record must indicate whether the following have been completed, when and 

by whom: 

• Verification of identity 

• Verification of address 

• Start date 

• Qualification checks for any qualifications legally required for the job e.g. those posts 
where a person must have QTS, NPQH, etc. Additionally, for those applying for 
teaching posts, registration check with the GTC where appropriate and a check of the 
Prohibited list 

• For management positions, that the person is not prohibited under section 128 

• Confirmation of right to work in the United Kingdom 

• DBS 'barred list' for those appointed in regulated activity (or for anyone employed in 
school prior to Sept 2009, the date they were checked against List 99) 

• Enhanced DBS certificate (previously an enhanced CRB disclosure); and 

• Further overseas criminal records checks where appropriate (including EEA checks 
(teachers only), police checks, certificates of good conduct and / or overseas 
references as appropriate). 
 

17. Supply Staff 

The Trust will expect supply agencies to comply with ‘Safer Recruitment’ techniques and we 

will seek written confirmation from each agency to this effect, confirming they have carried 

https://secure.crbonline.gov.uk/crsc/check?execution=e1s1
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out the same checks as the school/Trust would otherwise perform. The Trust will require the 

DBS certificate reference number for each agency worker in order that this can be recorded 

on the SCR. The Trust will also seek assurance that those in regulated activity have been 

checked against the children’s Barred list and – for teachers – the TRA prohibited list. For 

supply staff engaged to work in early-years or later-years childcare, we require the agency to 

confirm that the relevant checks have been done in relation to Disqualification from Childcare 

under the Childcare Act 2006. 

In addition, we will seek to verify the identity of each agency worker when they arrive on site 

and these checks will also be recorded. 

All supply agencies we engage with will be notified of our expectations in relation to supply 

staff: 

As part of the Trust’s processes in managing allegations against staff and in line with KCSIE 

2025, should any safeguarding concerns arise when the supply staff member is working in any 

of our schools the Headteacher (or other nominated member of leadership team) will make 

the LADO referral, if deemed necessary. If the LADO advises the school will carry out an 

investigation as all the relevant information about the allegation is likely to be in school. We 

would expect the agency to co-operate and supply relevant information if requested. We 

would also take account of the agency’s policies and provide information so they can fulfil the 

duty placed on agencies to refer to the DBS as personnel suppliers. 

18. Further Information 

Keeping Children Safe in Education (DfE 2025)  

Keeping children safe in education - GOV.UK  

Safer Recruitment Consortium Guidance for Safer Working Practice (2022)  

Professional and Personnel Relationships (saferrecruitmentconsortium.org) 

Disclosure & Barring Service https://www.gov.uk/government/organisations/disclosure-

and-barring-service  

Available on Trust Website 

• Trust DBS Policy, Procedure and Flowchart 

• Trust GDPR Policy 

Available from the Trust HR team: 

• Applicant’s Declaration 
• Permission to Obtain References Form 
• Equality Act 2010 - Reasonable Adjustments Statement 
• Recruitment Monitoring Form 
• Rehabilitation of Offenders Act 1974 - Disclosure Form 
 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.saferrecruitmentconsortium.org/_files/ugd/f576a8_0d079cbe69ea458e9e99fe462e447084.pdf
https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.catholiceducation.org.uk/recruitment-process/item/download/7248_ec22924c01f848b1730e618ab8f9a965
https://www.catholiceducation.org.uk/recruitment-process/item/download/60727_b3cf61435b99fcb00de3c123e6798ec6
https://www.catholiceducation.org.uk/recruitment-process/item/download/60730_856a2ca667ef9e6d432c7c01950766d8
https://www.catholiceducation.org.uk/recruitment-process/item/download/68809_dc0f094faa0c54b57f1b85da4ae71214
https://www.catholiceducation.org.uk/recruitment-process/item/download/68825_d4162fb5478e7d68726870a49e8ece55
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Available on the Catholic Education Service website: 
 
• Model checklist of evidence obtained at interview 
• CES Guidance employment references FAQs 
• Disqualification Policy 
• Disqualification Guidance 
• The Bishop’s Memorandum of Staff in Catholic Schools 
• Application Forms - Notes to Applicants 
• Model Invitation to Interview Letter 
• Guidance on Recruitment of Staff for Governing Boards 
 

  

https://www.catholiceducation.org.uk/recruitment-process/item/download/32995_88e1ac393d5bd189a01ded599bfdcdfd
https://www.catholiceducation.org.uk/recruitment-process/item/download/60722_ec238757dbeca743a28edaed2be190e8
https://www.catholiceducation.org.uk/recruitment-process/item/download/60729_ec9b5ef336721d3a023f93de40f7357a
https://www.catholiceducation.org.uk/recruitment-process/item/download/60736_7821357fe900e59a50e842d3e3f39c18
https://www.catholiceducation.org.uk/recruitment-process/item/download/68811_948cf5c23422f1c1550284921e99a6c3
https://www.catholiceducation.org.uk/recruitment-process/item/download/68812_3c73cefbfd299f6d3b575e270e07f799
https://www.catholiceducation.org.uk/recruitment-process/item/download/68821_d71501da9606d50290eab38c689b0832
https://www.catholiceducation.org.uk/recruitment-process/item/download/76764_7c2ee53670d750dc1dbe8aec74e228d9
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Monitoring and Review of this Policy 
The Trust shall be responsible for reviewing this policy from time to time to ensure that it 
meets legal requirements and reflects best practice. 
 

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the 

Secretary of State for Education.  It is a company limited by guarantee registered in 

England and Wales, company number 08253770, whose registered office is at 

St Wilfrid’s Catholic High School & Sixth Form College, Cutsyke Road, Featherstone 
WF7 6BD 



 
 

23 | P a g e  
Trust Recruitment & Selection Policy and Procedure 

Appendix 1 – Summary of stages in the Recruitment and Selection Procedure 

Stages Safeguarding considerations 

Planning  

• Consider the basis on which the post needs to be filled 

• Consider who will be involved in the process and whether they 
have appropriate training 

• Assess what the requirements of the role are 

• Ensure sufficient time is planned for the process and dates are 
set for assessment activities 

 

• Ensure at least one member of the interview panel has 
received accredited safer recruitment training 

Job description and person specification 

• Ensure an up-to-date job description and person specification 
is available 

• Detail the skills, abilities, experience, attitude and behaviours 
required for the post 

• Consider if the post needs to go through a job evaluation 
process or if the documents being used have already been 
evaluated.  

 

• Include safeguarding statement in job description 

• Specify contact and responsibility the role will have for children 
in the person specification 

Attraction  

• Consider the target audience and best way to attract potential 
candidates 

• Advertise and provide candidates with comprehensive 
application pack 

 

• Include safeguarding commitment in adverts and application 
pack 

• Confirm that the post is exempt from the ROA 1974 and that 
safeguarding checks will be undertaken 

• Include copy of or link to child protection policy and ROA policy 

• Use standard application forms which request common set of 
core data 

Shortlisting   

• Scrutinise application forms identifying any gaps, 
inconsistencies or concerns 

• Use agreed criteria linked to person specification to determine 
shortlist 

• Invite candidates to interview 

• Request references 

• Undertake online searches 
 

 

• Identify issues to be discussed at interview 

• Request applicants complete self-declaration around criminal 
record and suitability information 

• Ask applicants to bring ID and qualification certificates to 
interview 

• Ensure referees are appropriate and ask for additional or 
alternative referees if necessary e.g. previously worked for a 
childcare organisation 

• Undertake online searches in line with the guidance 

Assessment  

• Undertake interview and other selection processes  

• Ask questions which assess the skills and behaviours essential 
or desirable to the role  

 

• Ask questions about safeguarding and motivation to work with 
children 

• Discuss any issues, anomalies or gaps from the application form 
and references 

• Discuss any information shared through the self-declaration 
process 

• Discuss any information relevant obtained through online 
searches 

• Ask applicant to sign applications and self-declarations which 
have been submitted electronically 

Selection 

• Make appointment decision and record process and outcome 

• Make conditional offer subject to required clearances 

• Notify unsuccessful candidates & provide feedback 

• Destroy additional documentation collected at the selection 
event for unsuccessful candidates 

• Hold application and assessment documentation for 
unsuccessful candidates for 6 months and then destroy  

 

• Ensure all relevant information has been collected for 
successful candidate and that it is consistent and there are no 
gaps 

• Consider any criminal conviction or additional suitability 
information disclosed  

• Check references including for consistency  

Conditional offer of employment 

• Issue conditional offer letter detailing vetting checks required 

• Commence DBS process 

• Ensure full range of vetting checks are undertaken 

 

• Ensure all checks are documented including gaps in 
employment and education 
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• Place all of the successful applicant’s documents on confidential 
personal file 

• Issue contract when all pre-employment checks fully completed 
and before the start date. 

 

• Discuss any information disclosed on DBS with candidate, liaise 
with LA designated DBS decision maker and make employment 
decision  

• Record vetting checks on Single Central Record 

Induction 

• Ensure Induction Plan is in place that includes full information 

about all Trust and school policies and procedures. 

• Ensure all expectations are made clear and who to go to if 

any problems arise. 

• Training and development opportunities made clear. 

 

 

• Full information provided on policies and procedures in 

relation to safeguarding and child protection. 

• Safe practice and standards of conduct expected and how to 

raise concerns. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

25 | P a g e  
Trust Recruitment & Selection Policy and Procedure 

 

Appendix 2 - Recruitment and Selection Checklist 

This form should be completed for each new member of staff and placed at the front of the personnel 

file. 

Pre-interview  Initials Date 

Planning – timetable decided: job specification and description and other documents to 
be provided to applicants, reviewed and updated as necessary.  

  

Vacancy advertised – (where appropriate) advertisement includes reference to 
safeguarding policy; that is, statement of commitment to safeguard and promoting 
welfare of children and need for successful applicant to be DBS checked, and that online 
checks will be carried out for shortlisted candidates and discussed at interview if required. 

  

Applications on receipt – Scrutinised – any discrepancies/ anomalies / gaps in 
employment noted to explore if candidate considered for shortlisting. Signed to confirm 
that the applicant accepts the content is true (original to be signed at interview if 
application form emailed) 

  

Interview Panel – should be briefed and at least 1 member suitability trained in safer 
recruitment.  

  

Shortlist prepared and interview  Initials Date 

Reference – seeking sought directly from referee on shortlisted candidates; ask 
recommended specific questions; including reason for leaving and any previous 
safeguarding allegations / disciplinary action. Please ensure you have received the 
completed consent to obtain references form from the candidate before seeking 
references.  

  

References – on receipt checked against information on application; ensure referee has 
appropriate authority, scrutinise; any discrepancy/issue of concern noted to take up with 
referee and/or applicant. If unsure seek HR advice 

  

Invitation to interview – includes all relevant information and instructions.    

Online searches – shortlisted candidates only (Please see guidance document/policy and 
seek HR advice if required) 

  

Criminal record self-disclosure (Rehabilitation of Offenders form) – with explanation or 
links to filtering rules and spent / unspent and signposts to impartial advice – sent to 
shortlisted candidates and to be returned prior to interview date. 

  

Signed applicant declaration form- signed copy needs to be brought to interview to 
confirm they have received a sample copy of the model Catholic Education Service (CES) 
contract of employment which they would receive should they be successful and are 
happy with this/had the opportunity to ask any questions. 

  

Interview arrangements – at least 3 interviewers; panel members have authority to 
appoint; have met and agreed issues and questions/assessment criteria/standards.  

  

Interview – explores applicant’s suitability for work with children as well as suitability for 
the requirements of the post.  

  

Any self-disclosed criminal history or issues of suitability – check information would not 
be filtered / protected, discuss context with candidate at interview, record what was 
discussed, seek additional advice if necessary.  

  

Identity & right to work – original documents verified on day of interview. Copies of   
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original documentation should be made, signed and dated to verify that the original was 
seen. Copies then held of staff file if appointed or destroyed after 6 months, if 
unsuccessful. 

Birth certificate – original is seen wherever possible, in order to identify whether a person 
has changed their name. If so, evidence of name changes to be checked e.g.) marriage or 
deed poll certification. Cross reference names on references, educational qualifications 
and DBS application form. 

  

Qualifications of successful applicant verified on the day of interview by scrutiny of 
appropriate original documents; copies of documents taken and placed on file.  

  

Conditional offer of appointment – offer of appointment is made on conditional 
satisfactory completion of the following pre-appointment checks  

  

References - receive and check (if not obtained and scrutinised previously) any issues are 
clarified with referee and/or candidate. Content confirmed with the referee and 
electronic references are verified as from a legitimate source.  

  

Identity & Qualifications (If they could not be verified at interview)    

Evidence of right to work in the UK – refer to https://www.gov.uk/legal-right-work-uk for 
guidance.  

  

DBS Certificate – Apply for relevant level of DBS, which will be sent back to the applicant. 
Applicant should then present the original certificate to the recruiting manager. The 
recruiting manager should make a note on the Single Central Record of the date it was 
seen by them. Any disclosed information relevant to suitability should be compared with 
the self-disclosure.  
For applicants who are signed up to the DBS update service, permission must be sought 
from the candidate to view the certificate by the recruiting manager. The original 
certificate must be presented to the recruiting manager. If it isn’t at the appropriate level 
or the disclosure details have changed, a new DBS must be obtained.  

  

Barred list check – check the candidate is not barred from taking up the post (this check 
should only be undertaken for those working in regulated activity, more guidance at 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550197
/Regulated_activity_in_relation_to_children.pdf).  

  

Qualified Teacher Status (QTS) – the teacher has obtained QTS or is exempt from the 
requirement to hold QTS (for teaching posts in FE colleges), the teacher has obtained a 
PGCE or Certificate of Education (Cert. Ed) or FE Teaching Certificate  

  

Section 128 check (For Headteachers, Executive Headteachers, Heads of School, Assistant 
Headteachers and Governors/Directors only) via the DfE portal. 

  

Prohibition – (for teaching posts including HLTA’s) the teacher has not been included in 
the prohibition list, interim prohibition list or subject to GTCE sanctions  

  

Prohibition from management – anyone appointed to a management position is not 
barred from management by the Secretary of State  

  

Health – Ensure the candidate is medically fit to take up the post (Pre-employment health 
declaration form)  

  

Disqualification from childcare – (for relevant posts only) go to 
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-
2006/disqualification-under-the-childcare-act-2006 for more guidance on who is bound by 
the disqualification rules.  

  

https://www.gov.uk/legal-right-work-uk
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
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Employing individuals who have lived or worked outside the UK – These individuals must 
undergo the same checks as any other candidate, as well as further checks so that relevant 
events that occurred outside the UK can be considered. Further guidance on overseas 
criminal checks can be found here:  
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-
applicants  

  

Insert all relevant information on the School’s Single Central Record.   

Appointment Initials Date 

Induction – include the following:  
- Appropriate level of safeguarding and child protection training  
- Name and how to contact the DSL  
- Online safety & acceptable use agreement  
- Whistleblowing  
- Pupil behaviour policy  
- Safe working practice / staff code of conduct  
- Health & Safety in the workplace  
- Setting emergency evacuation procedures  
- Any other relevant CPD  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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Appendix 3 – Update Service 
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Appendix 4a - Guidance on Online Searches  

Keeping Children Safe in Education (KCSiE) has been updated to include new guidance regarding 

online searches of shortlisted candidates as part of the recruitment process; this came into effect 

from 1 September 2022.  

  

Keeping children safe in education (KCSiE) 2022 paragraph 220:   

“In addition, as part of the shortlisting process schools and colleges should consider carrying out 

an online search as part of their due diligence on the shortlisted candidates. This may help identify 

any incidents or issues that have happened, and are publicly available online, which the school or 

college might want to explore with the applicant at interview”  

  

To meet this requirement within the BKCAT, we will complete an online search for all shortlisted 

candidates regardless of the post. No roles are more or less important when it comes to 

safeguarding.  

  

The Safer Recruitment Consortium guidance (national provider of accredited Safer Recruitment 

training), released in July 2022, states that the requirement to complete an online search is to 

search for any incidents or issues that have happened, and are publicly available online. 

Therefore, our online searches will rely on internet search engines (such as Google), and we will 

only review social media content if it is publicly available. For this reason, we will not ask 

candidates to provide social media handles or usernames.  

  

A search should be carried out on all shortlisted candidates (including internal candidates) and 

findings recorded using the forms provided by the Trust HR team.  

  

All advertising materials should be updated to highlight that online searches will be carried out so 

that candidates are aware when they make an application.  

  

The search must be carried out by a member of the Senior Leadership Team/ School Business 

Manager / Administrator who is not involved in the recruitment process. The ‘Candidate Online 

Screening Form’ should be completed for all shortlisted candidates and provided to the 

recruitment panel for consideration. Any queries arising from the online search must be raised at 

interview and the candidate’s responses documented.  

  

In line with the Safer Recruitment Consortium guidance, there is no requirement to add an 

additional column to the Single Central Record (in the same way that pre-employment checks are 

not added). Schools must accurately record that this has been completed using the Safer 

Recruitment Checklist and new starter checklists provided by the Trust. These must be held in 

every new staff member file.  
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There is no requirement to complete retrospective searches for existing employees. 

 

Personal social media accounts must not be used to conduct the online search. The search must 

be completed by the nominated member of the Senior Leadership Team, School Business Manager 

/ Administrator, via an internet search engine.  

  

If the internet search links you to social media posts; you must only view these if you can do so 

easily via a public search. You must not log in to Facebook, Twitter, Instagram, or any other social 

media platforms in order to view the content via personal or school accounts. LinkedIn is a 

professional platform and therefore searching on LinkedIn using a personal professional account 

is permitted.  

  

Please note the attached following documents for use in your school:  

  

• Online search process and example  

• BKCAT Candidate Online Search Form  

• Safer Recruitment Checklist  

  

If the online search highlights something that you would like to discuss with the candidate, you 

must discuss this with a member of the HR Team prior to speaking to the candidate. You must 

allow sufficient time within your recruitment process to do this. 
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Appendix 4b - Candidate Online Search Form  
 
In line with Keeping Children Safe in Education an online search must be completed for all 

shortlisted candidates only. The table below must be completed by a member of SLT / 

School Business Manager / Administrator who is not involved in the recruitment process 

and all forms should be submitted to the panel for consideration.  

 

Candidate name:   

School:    

Date of interview:    

Post applied for:    

Name of person completing search:    

Role of person completing search:    

Date completed search:    

    

Internet search engine used: 

   

Please note the searches completed: 

Internet findings: 

  

  

Do any findings raise doubt over the candidate’s suitability to work with children?  

  

☐  No concerns  

☐         Concerns to be discussed at interview (Contact Trust HR Team)  

Document concerns to discuss at interview as agreed with HR Team. 

   

  

Signed:                           Dated: ______________________________ 

Please ensure a copy of this form is placed on the staff file. Unsuccessful candidate 

information should be destroyed after 6 months. 
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Appendix 4c 

Online search – process and example  

1. You have shortlisted "Joseph Brown" for interview. 
 

2. You Invite the candidate to interview and send the Rehabilitation of Offenders 
Act Disclosure Form, asking them to complete and bring to interview in a 
sealed envelope. 
 

3. You nominate a suitable person to complete the online search who is not part 
of the recruitment panel. 
 

4. The nominated person uses Google (or whichever search engine you use in 
school) to search for ‘Joseph Brown’ (and perhaps Joe Brown).  

You might also search the following terms: 

• Joseph Brown convicted / Joe Brown convicted 

• Joseph Brown crown court / Joe Brown crown court 

• Joseph Brown magistrates’ court / Joe Brown magistrates court 

• Joseph Brown / Joe Brown (hometown, places they have lived or worked from 
application form) 

5. You could also search for Joseph Brown on LinkedIn and check who they have 
identified as previous employers against the employment history, as provided 
on their application form, along with a comparison of the employment dates 
stated. 
 

6. If the internet search links you to social media posts; you must only view 
these if you can do so easily via a public search. You must not log in to 
Facebook, Twitter, Instagram, or any other social media platforms in order to 
view the content. LinkedIn is a professional platform and therefore searching 
on LinkedIn using a personal professional account is permitted. 

 

7. The candidate online search form should be completed for each individual candidate 
and should be provided to the recruitment panel.  

                                                                                                                                                           
8. For the successful candidate, ensure that the Safeguarding Checklist is 

updated to show compliance and a copy of the form kept with the candidate 
notes for the staff file.  
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Appendix 5 - Employment References Policy 

 
1. Introduction 

• This policy applies to all Trust employees.  

• A reference is information about an employee’s employment, which could be used for a 
new job or to help in their personal life e.g. for securing a mortgage or adoption. 

• References must be fair, accurate and provide factual information which is not misleading. 
 
2. References for employees & ex-employees  
Any requests for a reference relating to a current or former employee must be sent to the 
Headteacher of the school or the Trust’s HR team, who will deal with and respond to all 
requests as quickly as possible.  
 
To comply with the requirements of KCSIE, references must only be completed by the 
Headteacher for school staff or the CEO, Head of Department for Trust Central Team Staff. 
The Trust HR team will only be able to confirm dates of employment and will direct any 
reference requests to the appropriate Headteacher/ Head of Department. 

 
Information about an employee or ex-employee must never be given over the telephone. If a 
reference request is received by telephone, the company must be asked to put this in writing 
to relevant manager. 
 
All references must be accurate and factual, not include or be based on personal opinions or 
recollections and relate to evidence from information held on the employee’s personal file. 
Any incorrect information could result in an employee taking legal action against the Trust. 
Also, a company could accuse the Trust of negligence if we submit information about 
someone that is not correct e.g. if we exaggerate a colleague’s ability or reliability. 
 
When asked to provide references the Trust will ensure that the information provided 
confirms whether we are satisfied with the applicant’s suitability to work with children and 
provide the facts (not opinions) of any substantiated safeguarding allegations (but should not 
include information about allegations which are unsubstantiated, unfounded, false, or 
malicious). 
 
3. Process for reference requests from other companies 
a) Reference request received for a current or ex-employee, which must be made in writing 
b) If received by any other member of staff, the request must be passed to the Headteacher 

of the school where the employee works or ex-employee last worked, or, the CEO/Head 
of Department for Trust Central Team members, who will then write the reference. If a 
member of staff is asked to provide a character reference in a personal capacity, this 
must be made clear in the reference, and it must explicitly state that they are not 
authorised to provide an employment reference on behalf of the Trust as the employer. 

c) The Headteacher may ask the Line Manager/HR department for information to complete 
the reference. 

d) A copy of the reference may be saved onto the employee’s electronic personal file 
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4. Requesting a reference for a new starter to the Trust 
The purpose of seeking references is to allow employers to obtain factual information to 
support appointment decisions.  
 
The Trust will: 

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

• not rely on applicants to obtain their reference (although applicants may be asked to 
follow up with anyone named as a referee if a reference is not forthcoming) 

• ensure at least one reference is from the candidate’s current or most recent employer 
and has 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 disciplinary matters) 

• 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 a reference will be sought from their current employer 

• 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 
 

All applicants invited for interview will be asked to provide at least two satisfactory written 
references. Requests will be made on Trust templates. For posts that have a requirement to 
appoint a practicing Catholic, a priest reference must also be obtained. At least one of the 
references must be from the employee’s current or most recent employer (if currently 
unemployed). Reference details must be checked against their employment history on the 
application form to check this is the case. 
 
References will be sought before interview to allow any concerns raised to be explored 
further with the referee and taken up with the candidate at interview. If the candidate has 
explicitly stated that they do not give permission to contact their current employer prior to 
interview, references will still be sought from other referees and any conditional job offer 
made will be subject to a satisfactory reference from their current employer.  
 
Where an employee has been unemployed for a long period of time, or cannot provide a 
reference, a suitable alternative will be discussed with the employee e.g. a job centre advisor, 
a landlord/landlady, a teacher or tutor. 
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If an employee returns to the Trust within three months of leaving and references are still 
held on their file, then we do not have to request them again.  If an employee returns to the 
Trust after three months of leaving, references must be requested to cover the period since 
they left. 
 
5. Reviewing references for new starters 
The Chair of the recruitment panel and the Headteacher or CEO (for Trust Central Team) will 
review all references to ensure they are satisfactory. 
 
Some organisations will produce references which only include basic information about a 
former employee, such as their name, start and end dates, job title and suitability to work 
with children (safeguarding). These references must be considered satisfactory as long as the 
information matches that given by the employee. If, however, a reference tells us of any 
actual or alleged act of misconduct/gross misconduct, further information should be sought 
in writing or over the telephone by the HR department regarding the suitability of the 
employee. 
 
If the disciplinary history is not confirmed on the continuous service form, further information 
would be sought in writing or over the telephone. 
 
6. Unsatisfactory references 
All offers of employment are subject to satisfactory references therefore if any reference is 
considered unsatisfactory, it is important to investigate the concerns. If the employee is 
unable to provide satisfactory references, it may be necessary to withdraw the offer of 
employment. If this is the case, advice must be sought by the Trust HR Team. 
 
7. Copies of references 
All employees have the right to request to information held about them via a Subject Access 
Request. However, the Data Protection Act 2018 exempts employers from having to disclose 
employment references received or given. The Trust’s policy is therefore not to disclose 
employment references given or received in any Subject Access Request. 
 
Other sources of information 

• CES Guidance Employment References Frequently Asked Questions 
 


