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All policies within the Trust must serve to further our Vision and Ambitions, 
summarised below.

Our Vision: 
• We believe that education should be stimulating, enriching and enjoyable.

Our Ambitions: 

• That strong schools achieve this through creating the right environment for high-quality learning,
having strong, broad and relevant curricula; by having clear boundaries, building excellent
relationships and working to close gaps for every learner.

• We believe that a great education empowers people, both children and adults, because it offers
them genuine choice for their future decisions. And helps them to appreciate the value of learning
throughout their lives.

• Now more than ever, in the light of Covid-19, our young people need an education which equips
them to navigate a turbulent, fast-changing world. They need agility and resilience. And our most
vulnerable or disadvantaged learners will be those who are most in need.

Statement: 

All children have the right to be in an environment which keeps them safe from harm and abuse and 
with trustworthy adults. Aldridge Multi Academy Trust (MAT) is committed to safeguarding and 
promoting the welfare of children and expects all staff and volunteers to share this commitment in 
order to enable children to have optimum life chances and enter adulthood successfully. In this 
context it is vital that the MAT applies recruitment and selection procedures that not only identifies 
individuals who are already known to pose a level of risk to children and young people but also to 
deter people to the MAT, who may be unsuited to work with children and have not yet been 
identified as a risk. 

This policy applies to all staff across all of Aldridge Schools Trust (Aldridge), including support staff, 
teachers and leadership in all schools, local governors, volunteers, and staff directly employed within 
the Aldridge central team.  
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The aims of the Trust's safer recruitment policy are as follows: 

• to ensure that the best possible staff are recruited on the basis of their merits, abilities and
suitability for the position

• to establish a robust practice to deter those who may wish to harm children from gaining
employment in the Trust

• to ensure that all job applicants are considered equally and consistently

• to ensure that no job applicant is treated unfairly on any grounds including race, colour, nationality,
ethnic or national origin, religion or religious belief, sex, or sexual orientation, marital or civil partner
status, disability, or age

• to ensure compliance with all relevant legislation, recommendations and guidance including ‘The
Independent Schools Standards’ (ISSs) Parts 3 and 4, the statutory guidance published by the
Department for Education (DfE) ‘Keeping Children Safe in Education’ (September 2022) (KCSiE),
‘Disqualification under the Childcare Act 2006’ (DUCA), The Department for Education (DfE) ‘Staffing
and Employment Advice for Schools’ 2017, the ‘Prevent Duty Guidance for England and Wales 2015’
(the Prevent Duty Guidance) and any guidance or code of practice published by the Disclosure and
Barring Service (DBS)

• to ensure that the Trust meets its commitment to safeguarding and promoting the welfare of
children and young people by carrying out all necessary pre-employment checks

• to work in harmony with other key policies of the Trust such as Child Protection.

Employees involved in the recruitment and selection of staff are responsible for familiarising
themselves with and complying with the provisions of this policy.

It is important to note throughout this policy that safeguarding is everyone’s responsibility.

Data protection: 

The Trust is legally required to carry out the pre-appointment checks detailed in this procedure. Staff 
and prospective staff will be required to provide certain information to the Trust to enable the Trust 
to carry out the checks that are applicable to their role. The Trust will also be required to provide 
certain information to third parties, such as the Disclosure and Barring Service and the Teaching 
Regulation Agency (previously known as the National College for Teaching and Leadership (NCTL)). 
Failure to provide requested information may result in the Trust not being able to meet its 
employment, safeguarding or legal obligations. The Trust will process personal information in 
accordance with its Data Protection Policy. 

Roles and responsibilities  

Aldridge Central Team and Trustees will: 

• provide a Safer Recruitment Policy and a recruitment pack and keep these documents up to date
according to the latest statutory and best practice guidance
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• ensure through regular audits that all appropriate checks have been carried out on employees
and volunteers, and recorded in the Trust Approved Single Central Record, in accordance with
legislation and best practice

• ensure that all actions resulting from these audits are addressed within an appropriate time
frame

• ensure that everyone involved with recruitment administration will have training around the
safeguarding aspects of the role and managing the SCR.

The Local Governing Body of the school will: 

• be aware of safeguarding and child protection requirements in relation to recruitment and
selection procedures

• escalate any concerns about recruitment and selection procedures in line with the Trust’s
policy

• support the Education Executive Team in the recruitment of Headteachers and Deputy
Headteachers.

The Principal will:  

• ensure that the school operates safe and fair recruitment and selection procedures which are
regularly reviewed and updated to reflect this policy and any changes to legislation and statutory
guidance

• ensure through robust processes and regular monitoring that all appropriate pre-employment
checks have been carried out on employees and volunteers and recorded in the Single Central
Record in accordance with legislation and best practice

• monitor any contractors’ and agencies’ compliance with safer recruitment requirements
• promote the safety and wellbeing of children and young people at every stage of this process
• complete Safer Recruitment training and ensure that other key personnel in the school also

receive Safer Recruitment training.

All employees working in recruitment will: 

• familiarise themselves with this policy and related policies and support compliance with the
safer recruitment procedures within.

Recruiting manager: 

• the Recruiting Manager (RM) is a senior employee selected to manage the recruitment process
for a particular vacancy, in accordance with this policy and the recruitment checklist.

Delegation of appointments and constitution of selection panel 
• the Trustees of Aldridge delegate the responsibility of offering employment for all posts within 

the school to the Principal through a selection panel; the Principal may not delegate the power 
to offer employment to any other senior manager or Local Governor

• the Chief Executive Officer of Aldridge and the Education Directors have responsibility for 
appointing Headteachers, through a selection panel

• the Chief Executive Officer of Aldridge has responsibility for appointing Central Team employees, 
through a selection panel
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• all selection panels will comprise a minimum of two senior people (normally three). Every
selection panel must have at least one member who has undertaken safer recruitment training.

Family members and close friends 
• any family or close friend relationships to applicants must be declared to the recruiting manager 

as soon as they become apparent. Failure to do so may result in disciplinary action in line with 
the Disciplinary Policy

• no employee will be the recruiting manager or on the section panel for the recruitment of a 
family member or close friend

• where there is recruitment of a family member or close friend of an existing employee, the 
Principal or an CEO must be on the selection panel

• any recruitment documentation held in personnel files on any family member or close friend of 
the Recruitment Officer/HR Manager must be transferred to the care of the Principal

• where the new appointee is related to the Head or other line manager, pay agreements or 
changes to contracts should be countersigned for transparency.

Recruitment and selection process

The recruitment process is set out as a process chart in Appendix 1. The chart sets out the process 
from advertising, shortlisting, and interview to appointment. Additional information for the core 
recruitment stages is set out below.  

Advertising 
All vacant posts will be advertised to ensure equality of opportunity and encourage as wide a field of 
candidates as possible. This will normally mean placing an advertisement externally. However, 
where there is a reasonable expectation that there are sufficient, suitably qualified internal 
candidates, or employees at risk of redundancy, vacancies may be advertised internally before an 
external advertisement is placed. Any internal recruitment process will follow the procedures set out 
in this policy.   

All advertisements for posts, paid or unpaid, will include: 
• the skills, abilities, experience, attitude, and behaviours required for the post, and
• the safeguarding requirements, i.e. to what extent will the role involve contact with

children and will they be engaging in regulated activity relevant to children.
• the school’s or college’s commitment to safeguarding and promoting the welfare of

children and make clear that safeguarding checks will be undertaken.
• the safeguarding responsibilities of the post as per the job description and personal

specification, and
• whether the post is exempt from the Rehabilitation of Offenders Act (ROA) 1974.

The amendments to the ROA 1974 (Exceptions Order 1975, (2013 and 2020))
provide that when applying for certain jobs and activities, certain spent convictions
and cautions are ‘protected’, so they do not need to be disclosed to employers, and
if they are disclosed, employers cannot take them into account. (KCSiE September
2022 para.210)
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Application  
All applicants will apply for the role using only the application form provided in the recruitment 
pack. Aldridge will only accept copies of a curriculum vitae alongside an application form. A 
curriculum vitae on its own will not provide adequate information. 

All roles at Aldridge involves engaging in regulated activity relevant to children. The application 
form includes a statement that it is an offence to apply for the role if the applicant is barred from 
engaging in regulated activity relevant to children. 

The application form will reference the school’s child protection policy and state that  this 
information is available on the school website. 

The application form will reference the practices and policy on the employment of ex-offenders 
and will state that this information is available on the school website. The application form will 
state that all shortlisted candidates will be required to complete a signed self-declaration form 
that will include questions relating to criminal history and if they are prohibited from teaching. 

The application form will state that as a part of the schools’ due diligence process an online 
search will be made on all shortlisted candidates.  

The application form also includes: 
• personal details, current and former names, current address and national insurance 

number  
• details of their present (or last) employment and reason for leaving  
• full employment history, (since leaving school, including education, employment and 

voluntary work) including reasons for any gaps in employment  
• qualifications, the awarding body and date of award  
• details of referees/references (see below for further information), and  
• a statement of the personal qualities and experience that the applicant believes are 

relevant to their suitability for the post advertised and how they meet the person 
specification.  

 

Shortlisting  
The recruiting manager, and at least one other, will shortlist applicants against the person 
specification for the post. At least one member of the shortlisting panel must be Safer Recruitment 
trained. 

The criteria for selection will be consistently applied to all applicants. The selection panel will agree 
the applicants to be invited to interview. It is recommended that those who shortlist carry out the 
interview for a consistent approach.  

The shortlisting panel should: 
• consider any inconsistencies and look for gaps in employment and reasons given for 

them 
• explore all potential concerns. 
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Prior to interview: 

Candidates invited to interview will receive: 

• a letter confirming the interview date, time and venue
• a list of the interview day activities including, where possible, names of the panel

members
• information for activities requiring advanced planning by the candidate e.g. lesson

details, presentation topic
• the opportunity to discuss the process prior to the interview
• an interview checklist/self-declaration form/criminal convictions declaration.

A Self-declaration form will be completed. 
Shortlisted candidates will be asked to complete a self-declaration of their criminal 
record or information that would make them unsuitable to work with children. Self-
declaration is subject to Ministry of Justice guidance on the disclosure of criminal 
records, further information can be found on GOV.UK  
For example:  
• if they have a criminal history
• if they are included on the children’s barred list
• if they are prohibited from teaching
• if they are prohibited from taking part in the management of an independent school
• information about any criminal offences committed in any country in line with the law as

applicable in England and Wales, not the law in their country of origin or where they
were convicted

• if they are known to the police and children’s local authority social care
• if they have been disqualified from providing childcare (see paras 262-266), and,
• any relevant overseas information.

Applicants will be asked to sign a declaration confirming the information they have 
provided is true. Where there is an electronic signature, the shortlisted candidate will 
physically sign a hard copy of the application at point of interview.  

The purpose of a self-declaration is so that candidates will have the opportunity to 
share relevant information and allow this to be discussed and considered at interview 
before a DBS certificate is received.  

References will be obtained. 
The purpose of seeking references is to allow employers to obtain factual information 
to support appointment decisions. References will be obtained before interview, 
where possible, this allows any concerns raised to be explored further with the referee 
and taken up with the candidate at interview.  

The Trust will: 
• not accept open references e.g. to whom it may concern
• not rely on applicants to obtain their reference

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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• 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 Principal as accurate in respect 
of any disciplinary investigations)

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

• secure a reference from the relevant employer from the last time the applicant worked 
with children (if not currently working with children), if the applicant has never worked 
with children, then ensure a reference from their current employer

• always verify any information with the person who provided the reference
• ensure electronic references originate from a legitimate source
• contact referees to clarify content where information is vague or insufficient information 

is provided
• compare the information on the application form with that in the reference and take up 

any discrepancies with the candidate
• establish the reason for the candidate leaving their current or most recent post
• ensure any concerns are resolved satisfactorily before appointment is confirmed.

An online search will be conducted. 
As part of the due diligence on the shortlisted candidates an online search will be 
conducted. 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.  

Interviews  
Before the interviews, the recruiting manager and selection panel will agree on the precise interview 
format. Selection techniques will be determined by the nature and duties of the vacant post, but all 
vacancies will require an interview of short-listed candidates. Interviews will be face-to-face where 
at all possible. At least one member of the interview panel will be Safer Recruitment trained. 

Except in exceptional circumstances interviews will not take place unless at least two references 
have been received. Appointments cannot be confirmed until at least two references have been 
received and considered.  

Interviews will not take place until the signed self-declaration form has been received. 

It is good practice to conduct an online search of shortlisted candidates prior to interview. 

The questions asked at interview will be aimed at obtaining evidence of how each candidate meets 
the requirement of the job description and the person specification and each candidate will be 
assessed against the criteria for the post. The same areas of questioning will be covered for each 
applicant. No questions which would discriminate directly or indirectly on protected characteristics 
under equality legislation will be asked. The selection process for every post will include exploration 
of the candidate’s understanding of child protection and safeguarding issues. 

Pupils/students should be involved in the recruitment process in a meaningful way. Observing short 
listed candidates and appropriately supervised interaction with pupils/students is recognised as 
good practice.  
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Candidates will always be required:  
• to explain satisfactorily any gaps in employment  
• to explain satisfactorily any anomalies or discrepancies in the information available to 

the selection panel  
• to declare any information that is likely to appear on a DBS disclosure  
• to demonstrate their capacity to safeguard and protect the welfare of children and 

young people.  

The interview will also include a discussion of any convictions, cautions or pending prosecutions, 
other than those protected, that the candidate has declared and are relevant to the prospective 
employment. The interview may include discussion of any information obtained during the online 
search. 

The position will be offered to the successful candidate subject to them meeting all relevant 
statutory and safeguarding conditions of employment. Should the DBS result contain information 
that was not declared during the selection process, the information must be investigated fully on 
receipt.  

The recruitment documentation will be retained. Under data protection legislation applicants have 
the right to request access to notes written about them. After six months, all information about 
unsuccessful candidates will be securely destroyed.  

Pre-appointment vetting checks, regulated activity and recording information. 
KCSIE (September 2022) sets out the required safeguarding checks which must be made for all new 
appointments in addition to references. All offers of employment are conditional until satisfactory 
completion of the pre-employment checks.   

These include: 

• Verify a candidate’s identity. We will verify all candidate’s identity with current 
photographic ID and proof of address. Where photographic evidence is not available then 
three pieces of evidence from the DBS approved ID checklist must be provided.  Wherever 
possible, a different set of documents should be provided for the ID check and the Right to 
Work check 
(Further identification checking guidelines can be found on the GOV.UK website) 

• Obtaining (via the applicant) an enhanced DBS check. We will check that all adults with 
supervised access to children and those working in regulated activity (as defined in KCSIE 
Sep 2022) have an Enhanced Disclosure (under Section 142 on the Education Act 2002) 
before starting work, and prior to confirmation of appointment 
Note that when using the DBS update service, you still need to obtain the original physical 
certificate. Periodic DBS checks are not required by law but may need to be applied for again 
if the employee changes role, particularly from a limited contact role to one with more 
unsupervised contact with students. Similarly, if the employee has been absent for an 
extended period of time, which is not covered by a doctor’s certificate or approved 
parental/bereavement leave a re-application for DBS should be considered.  
Where, (only in an exceptional circumstance), a DBS Certificate has not arrived prior to 
the employee starting work, then a Risk Assessment must be put in place which states what 
safeguards will be in place i.e., no unsupervised access to children. This Risk Assessment 

https://www.gov.uk/government/publications/identity-proofing-and-verification-of-an-individual/identity-proofing-and-verification-of-an-individual
https://www.gov.uk/government/publications/identity-proofing-and-verification-of-an-individual/identity-proofing-and-verification-of-an-individual
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must be held in their personnel file and a copy shared with the employee. A note should be 
made on the Single Central Register that this has been done. The new employee will then 
work under supervision until such times as the DBS certificate is received, and all checks are 
clear. In all such cases a Children’s Barred List check must be completed before the 
employee starts work. 
Copies of DBS certificates do not need to be kept in order to fulfil the duty of maintaining 
the single central record. To comply with the requirements of the Data Protection Act 2018, 
when a school or college chooses to retain a copy, there should be a valid reason for doing 
so and it should not be kept for longer than six months. 

• Completing a Section 128 check for any adults in schools who hold management positions 
or has decision – making powers and responsibilities. This will ensure the person is  not 
prohibited from engaging in a management role as defined in KCSIE. This check is made 
through the TRA 

• Obtaining a separate children’s barred list check if an individual will start work in regulated 
activity with children before the DBS certificate is received.  
A separate Barred List check will be carried out via the Teaching Regulation Agency (TRA) 
website when there is a pressing need for the individual to start and a risk assessment has 
been completed pending return of the DBS certificate or where an employee is transferring 
from another school in England without a break in service of 3 months or more, and pending 
receipt of the new DBS certificate.  
Whilst there is no requirement to carry out an enhanced DBS check in the circumstances 
described above, schools or colleges should carefully consider if it would be 
appropriate/good practice to request one, to ensure they have up to date information. 

• Verification of the candidate’s mental and physical fitness to carry out their work 
responsibilities. A job applicant can be asked relevant questions about disability and health 
in order to establish whether they have the physical and mental capacity for the specific 
role. This is done using an occupational health provider.  Where appropriate we will consider 
reasonable adjustments in consultation with the applicant.  We are aware of our duties 
under equality legislation. No job offer will be withdrawn on medical grounds without first 
consulting with the applicant, obtaining medical evidence and considering reasonable 
adjustments and suitable alternative employment.  

• Verification of the person’s right to work in the UK, including EU nationals.  If there is 
uncertainty about whether an individual needs permission to work in the UK, then schools 
and colleges should follow advice on the GOV.UK website.  

• If the person has lived or worked outside the UK, further checks will be made. Where an 
applicant has lived and/or worked abroad for more than 3 months in the last 5 years, the, 
appropriate overseas criminal records checks will be made. For teaching posts, and other 
posts where relevant, a letter of professional standing should be obtained from the 
professional regulatory authority in the country in which the applicant worked. In all cases a 
DBS check must be carried out.  

• Verification of professional qualifications, as appropriate. The Teaching Regulation 
Agency’s (TRA) Employer Access Service should be used to verify any award of qualified 
teacher status (QTS), and the completion of teacher induction or probation.  

https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/check-job-applicant-right-to-work
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Independent schools, including academies and free schools, must check that a person taking 
up a management position as described is not subject to a section 128 direction made by the 
Secretary of State.  

• Checking that a candidate to be employed as a teacher is not subject to a Teacher 
Prohibition Order (TPO) issued by the Secretary of State using the TRA website. The TPO 
check should be completed for everyone engaged in ‘teaching work’ whether a qualified 
teacher (QTS) or not. It will indicate whether the teacher is subject to prohibitions, 
directions, sanctions or restrictions. Anyone, including volunteers, who declares at 
application that they have been a teacher will also undergo this check.  
NB: Where a teacher has given a maiden name or an alternative surname, this too needs to 
be checked for TPO.  

• Checking to ensure that employees and volunteers who work in childcare provision are not 
disqualified under the 2018 Childcare Disqualification Regulations as set out in KCSIE.   
This check applies to anyone providing care for children under the age of five during or 
outside of school hours; anyone who is working in childcare provided by the school outside 
of the normal school day for children above reception age but under eight (though not after-
school clubs); employees who are directly concerned in the management of early or later 
years provision (including Senior Leaders of the school, EYFS Leaders, EYFS Link Governors). 
All primary school midday supervisors are covered by this regulation as they are employed 
for all groups equally.  

 

Appointment 
The offer of employment and acceptance by the candidate is binding on both parties, subject to 
satisfactory completion of the pre-employment checks and satisfactory references. The successful 
candidate will be informed, normally by a conditional offer letter, that the appointment is subject to 
satisfactory completion of these checks. All contracts of employment must be issued through the 
Trust’s HR team. 

Start of employment and Induction   
The pre-employment checks listed above must be completed before the employee starts work. 
Exceptions can only be made to DBS checks in circumstances where the documentation has been 
sent to the DBS, but the certificate has not been seen by the school. In this case a risk assessment 
will be undertaken. Exceptions will never be made in the case of the Barred List and Teacher 
Prohibition checks. All new employees will be provided with an induction programme which will 
cover all relevant matters of policy including safeguarding and promoting the welfare of children, 
child protection procedures, whistle blowing and guidance on safe working practices.  

Upon employment, schools will ‘claim’ their teachers on the Secure Access section of the TRA 
Teacher Services using their DfE/Teacher Reference number.  

The Single Central Record (SCR) & Personnel Files 
All personnel files will have a common checklist that can be easily cross referenced with the Single 
Central Record, and routines/records of internal & external auditing will be established. 
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The school will populate a single central record (common template provided and held centrally by 
the Trust), of pre-appointment checks that will cover all staff, including teacher trainees on salaried 
routes, agency, and third-party supply staff (even one day), all members of the proprietor body 
(members and trustees), and local governors, volunteers, and contractors.  

The MAT will maintain the single central record detailing checks carried out in each academy within 
the MAT. Whilst there is no requirement for the MAT to maintain an individual record for each 
academy, the information should be recorded and stored in such a way that allows for details for 
each individual academy to be provided separately, and without delay, to those entitled to inspect 
that information, including by inspectors. 

Evidence that the appropriate checks have been made must be recorded on the SCR. They must be 
dated so that it is evident on the SCR that the checks were made prior to appointment. The name or 
the person checking must also be recorded on the SCR. Any evidence is kept on the personnel file in 
accordance with the Retention Policy.  

A routine/record of internal & external auditing will be established, and a copy of the SCR is saved 
termly. Access to the SCR must be restricted and in accordance with current data protection 
regulations.   

A copy of the documents used to verify the successful candidate’s identity, right to work and 
required qualifications should be kept on the employee’s personnel file. The DBS certificate, if 
copied, should not be retained for longer than six months. The DBS online portal printout should be 
retained on file. Screen shots can be taken for checks made using Teacher Services (through the TRA) 
and these can be kept in the personnel file – this is good practice.  

The single central record must indicate whether the following checks have been carried out or 
certificates obtained, the date on which each check was completed, or certificate obtained, and by 
who:  

• an identity check 
• a standalone children’s barred list check  
• an enhanced DBS check (with children’s barred list check) requested/certificate provided  
• a prohibition from teaching check  
• further checks on people who have lived or worked outside the UK  
• a check of professional qualifications, where required, and,  
• a check to establish the person’s right to work in the United Kingdom.  
• details of the section 128 checks undertaken for those in management positions.  

The details of an individual will be removed from the single central record once they no longer 
work at the school or college.  

 

Agency staff, peripatetic teachers, and sports coaches  
We will only use those agencies and organisations which operate a Safer Recruitment Policy and 
supply written confirmation that all relevant checks have been satisfactorily completed. We will 
ensure that, as part of our due diligence, these organisations will state in writing by way of a 
contract between us that they will notify the school if they, as the employer, are notified of any 
caution or conviction against an employee assigned to our schools. In such cases, we will also 
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request sight of the original DBS certificate in order to make the judgement as to whether we 
continue or terminate the assignment.  

Where the person is a sole trader, and therefore their own employer, we will require them to be 
registered with the DBS update service in order for their status to be monitored.  

We will carry out identity checks when the individual arrives at school.  

Contractors  
We ensure that contractors, or any employee of the contractor, have been subject to the 
appropriate level of DBS check, if any such check is required. Contractors and contractors’ 
employees for whom an appropriate DBS check has not been undertaken will be supervised if they 
will have contact with children. If a contractor working is self-employed and will be in regulated 
activity, we will consider obtaining the DBS check, as self-employed people are not able to make an 
application directly to the DBS on their own account. We will check the identity of contractors and 
their staff on arrival at the school.  

Volunteers   
We carry out DBS and other pre-start vetting checks appropriate to the post for volunteers working 
in regulated activity. References are taken up, as detailed in this policy above. Volunteers who help 
on an occasional basis (e.g. trips/PTA events) and not in regulated activity are supervised, in 
accordance with legislation. Where checks are carried out on volunteers, these will be recorded on 
the Single Central Record.  

Local Governors  
We will carry out checks on all new local governors, which will include an enhanced DBS check (with  
Children’s barred list check if in regulated activity), identity checks, s128 check, disqualification 
checks, right to work in the UK check and an overseas criminal record check where appropriate. 
These checks will be recorded in the Single Central Record at the school.  

Trustees  
The Secretary of State is responsible for carrying out safeguarding checks on the Chair of Trustees. 
The Chair of Trustees is responsible for carrying out appropriate safeguarding checks on all new 
Trustees which will include an enhanced DBS check (with Children’s barred list check if in regulated 
activity), identity checks, s128 check, disqualification checks, right to work in the UK check and an 
overseas criminal record check where appropriate. These checks will be recorded in the Single 
Central Record at every school.  

Students on placement   
When volunteers are working in school as part of a recognised training course (such as PGCE, NVQ 
etc.), references and completion of an application form will not be required. However, we will 
require proof of DBS enhanced clearance with barred list check and will carry out identity checks 
when the student arrives at school. We will also require students to complete the Staff Suitability 
Declaration if they are working within the EYFS.   
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Students on work experience   
Students on work experience will always be supervised. We will ensure that the placement provider 
has policies and procedures in place to protect children from harm.  

 

Children’s barred list checks via the DBS may be required on some people who supervise a child 
under the age of 16 on a work experience placement. The school or college should consider the 
specific circumstances of the work experience. Consideration must be given in particular to the 
nature of the supervision and the frequency of the activity being supervised, to determine what, if 
any, checks are necessary.  

Considerations would include whether the person providing the 
teaching/training/instruction/supervision to the child on work experience will be:  

▪ unsupervised themselves, and  

▪ providing the teaching/training/instruction frequently (more than three days in a 30 day 
period, or overnight).  

If the person working with the child is unsupervised and the same person is in frequent contact with 
the child, the work is likely to be regulated activity relating to children. If so, the school or college 
could ask the employer providing the work experience to ensure that the person providing the 
instruction or training is not a barred person.  

Schools and colleges are not able to request that an employer obtains an enhanced DBS check with 
children’s barred list information for staff supervising children aged 16 to 17 on work experience. 

If the activity undertaken by the child on work experience takes place in a ‘specified place, such as a 
school or sixth form college, and gives the opportunity for contact with children, this may itself be 
considered to be regulated activity relating to children. In these cases, and where the child doing the 
work experience is 16 years of age or over, the work experience provider e.g. school or sixth form 
college should consider whether a DBS enhanced check should be requested for the child in 
question.  

DBS checks cannot be requested for children under the age of 16. 

Related Documents:  
• Child Protection Policy  
• Single Central Record  
• Induction Policy (where available)  
• Code of Conduct  
• Keeping Children Safe in Education current version  
• Working together to Safeguard Children 2018  
• Independent School Standards and associated guidance current version 
• Recruitment pack  
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Appendix 1: Recruitment process  

 

  
Authorise vacancy 
• Recruitment approval form 

Prepare documents 
• job description; person specification; advert; application pack 

Advertise 

Acknowledge all applications  

Arrange interview & selection activities 

Shortlist candidates 

Contact candidates 
• invitation to interview 

• unsuccessful notification (file retention 6 months) 

Request references 

Hold interviews 

Communicate outcomes 
• verbal conditional offer 

• unsuccessful notification (file retention 6 months) 

New Starter administration 
• use checklist 
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