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Purpose of policy
The school is committed to safeguarding and promoting the welfare of children in education and expects all staff and volunteers to share
this commitment. This policy has been developed to embed safer recruitment practices and procedures throughout the school

Legislation that underpins this policy


Children Act 1989



Rehabilitation of Offenders Act 1974



Working Together to Safeguard Children 2013

Other HBHS polices that should be read in conjunction with this policy (the underlined policies are those that are








most pertinent)
Attendance Policy
Drugs Education Policy
Gender Equality Policy
Medical Policy
Safeguarding Staff Policy
Staff E-Safety/Acceptable Usage Policy
Working Alone Policy









Accessibility Policy
Discipline/Anti-Bullying Policy
Equal Opportunity Policy
Looked After Children Policy
Race Equality Policy
Sex and Relationship Education Policy
Whistle Blowing Policy



The school will ensure that reasonable steps are taken not
to appoint a person who is unsuitable to work with children,
or who is disqualified from working with children, or does
not have the suitable skills and experience for the intended
role.
The school upholds its obligations under law to not
discriminate against applicants for employment on the
grounds of age, sex, sexual orientation, marital status,
disability, race, colour, nationality, ethnic origin, religion or
creed.
School posts are exempt from the Rehabilitation of
Offenders Act 1974.
The school will ensure that those people who have been
convicted are fairly treated, giving every opportunity to
establish suitability for positions. Having a criminal record
will not necessarily be a bar to obtaining a position.
The school keeps and maintains a Single Central Record of
recruitment and vetting checks, in line with the DFE
requirements.
The school require that all staff who are convicted or
cautioned for any offence during their employment with the
school to notify, in writing, of the offence and penalty.

Policy’s key points

















Confidentiality Policy
Drug Incident Policy
Health and Safety Policy
PSHEE Policy
SEN Policy
Teenage Pregnancy Policy
Prevent

Frequently Asked Questions


Who sets the standards for safer recruitment? The DfE, in
its guidance Safeguarding Children and Safer Recruitment in
Education (January 2007). Kent Safeguarding Children

Board Safer Recruitment Procedures.








Can interviews be undertaken without a suitably trained
person being present? No. At least one member of the
Selection and Recruitment Panel will have successfully
completed training in safer recruitment.
If I have been safer recruitment trained, will I be held liable
if the appointed person subsequently acts inappropriately
towards a child or children? No. In undertaking training, you
have taken reasonable steps to try to reduce the risk of
unsuitable people working with children.
Can I use a DBS certificate from a previous employer? If you
have registered your certificate with the online DBS Update
Service then we can accept it, otherwise HBHS will carry out
a DBS on all new employees.
Will a previous conviction bar me from working at HBHS?
Having a criminal record will not necessarily be a bar to
obtaining a position. This will depend on the background,
nature and circumstances of the offence(s). The School’s
Recruitment Procedure outlines the considerations that will
be taken into account when determining the relevance of a
criminal record to the post.

HBHS’s Safer Recruitment Policy
INTRODUCTION
The safe recruitment of staff in schools is the first step to safeguarding and promoting the welfare of
children in education. The school is committed to safeguarding and promoting the welfare of children
and young people and expects all staff and volunteers to share this commitment. It is recognised that
this can only be achieved through sound procedures, good inter-agency co-operation and the
recruitment and retention of competent, motivated employees who are suited to, and fulfilled in the
roles they undertake.
This school recognises the value of, and seeks to achieve a diverse workforce which includes people
from different backgrounds, with different skills and abilities. The school is committed to ensuring that
the recruitment and selection of all who work within the school is conducted in a manner that is
systematic, efficient, effective and promotes equality of opportunity. The school will uphold its
obligations under law and national collective agreements to not discriminate against applicants for
employment on the grounds of age, sex, sexual orientation, marital status, disability, race, colour,
nationality, ethnic origin, religion or creed.
This document provides a good practice framework to comply with the principles set down in the
schools Equal Opportunities Policy. The practices described in this document are designed to ensure a
fair and objective process.
All posts within the school are exempt from the Rehabilitation of Offenders Act 1974 and therefore all
applicants will be required to declare spent and unspent convictions, cautions and bind-overs, including
those regarded as spent and have an Enhanced Disclosure and Barring Service Check. A previously issued
Disclosure and Barring Service Certificate will only be accepted in certain restricted circumstances.
The school is committed to ensuring that people who have been convicted are treated fairly and given
every opportunity to establish their suitability for positions. Having a criminal record will not necessarily
be a bar to obtaining a position. This will depend on the background, nature and circumstances of the
offence(s). The School’s Recruitment Procedure outlines the considerations that will be taken into
account when determining the relevance of a criminal record to the post.
The Disclosure and Barring Service has published a Code of Practice and accompanying explanatory
guide. This School is committed to ensuring that it meets the requirements of the Disclosure and Barring
Service in relation to the processing, handling and security of Disclosure information.
ROLES AND RESPONSIBILITIES:
The School will:
1.

implement robust recruitment procedures and checks for appointing staff and volunteers to
ensure that reasonable steps are taken not to appoint a person who is unsuitable to work with
children, or who is disqualified from working with children, or does not have the suitable skills
and experience for the intended role.

INVITING APPLICATIONS
All advertisements for posts of regulated activity, paid or unpaid, will include the following statement:
Please do not apply for this position unless you are as committed to safeguarding, the prevention of
extremism and radicalisation; and promoting the welfare of children as we are at Herne Bay High
School. Applicants must be willing to undergo comprehensive child protection screening including
checks with past employers and the Disclosure & Barring Service.

All applicants will receive a pack containing the following when applying for a post:
 A statement of the school’s commitment to ensuring the safety and well-being of the pupils
 Job description and person specification
 The school’s Safer Recruitment Policy
 The selection procedure for the post
 An application form
Prospective applicants must complete, in full, and return a signed application form. Incomplete application forms
will be returned to the applicant where the deadline for completed forms has not passed.
Candidates submitting an application form completed on line will be asked to sign the form if called for interview.
A curriculum vitae will not be accepted in place of a completed application form.
IDENTIFICATION OF THE RECRUITMENT PANEL
At least one member of the Selection and Recruitment Panel will have successfully completed training in safer
recruitment.
SHORT LISTING AND REFERENCES
Candidates will be short listed against the person specification for the post.
Two references, one of which must be from the applicant’s current/most recent employer, will be taken up before
the selection stage so that any discrepancies may be probed during this stage of the procedure.
References will be sought directly from the referee, and where necessary, will be contacted to clarify any
anomalies or discrepancies. Detailed written records will be kept of such exchanges.
Where necessary, previous employers who have not been named as referees may be contacted in order to clarify
any such anomalies or discrepancies. Detailed written records will be kept of such exchanges.
Referees will be asked specific questions about the following:
 The candidate’s suitability to work with children and young people
 Any disciplinary warnings, including time-expired warnings, relating to the safeguarding of children and
young people
 The candidate’s suitability for the post
Reference requests will include the following:
 Applicants current post and salary
 question regarding the applicants suitability to work with children
 question regarding the applications disciplinary record
All appointments are subject to satisfactory references, vetting procedures and DBS clearance.
INVITATION TO INTERVIEW
Candidates called to interview will receive:
 A letter or email confirming the interview and any other selection techniques
 Details of any tasks to be undertaken as part of the interview process
 The opportunity to discuss the process prior to the interview

THE SELECTION PROCESS
Selection techniques will be determined by the nature and duties of the post but all vacancies will require an
interview of short-listed candidates.
Interviews will always be face-to-face.
Candidates will be required to:
 Explain any gaps in employment
 Explain satisfactorily any anomalies or discrepancies in the information available to the panel
 Declare any information that is likely to appear on the DBS disclosure
 Demonstrate their ability to safeguard and protect the welfare of children and young people.
 Answer screening questions regarding extremism

EMPLOYMENT CHECKS
An offer of appointment will be conditional and all successful candidates will be required to:
 Provide proof of identity
 Complete an enhanced DBS application and receive satisfactory clearance
 Provide proof of professional status
 Provide actual certificates of qualifications
 Provide proof of eligibility to live and work in the UK
All checks will be:
 Documented and retained on the personnel file
 Recorded on the school’s Single Central Record
 Followed up if they are unsatisfactory or if there are any discrepancies in the information received.
Employment will commence subject to all checks and procedures being satisfactorily completed (barring list is
checked prior to appointment)



For information: Successful candidates need to be aware that Home Office Circular 6/2006
places a duty on police under notifiable occupations to inform the employer (via the
umbrella organization that undertook the check) if a member of the children’s workforce,
who has been DBS checked, subsequently commits an offence.

INDUCTION
All staff and volunteers who are new to the school will receive information on the school’s safeguarding policy and
procedures and guidance on safe working practices as part of their induction training.
All successful candidates will undergo a period of monitoring and will:
 Meet regularly with their induction tutor
 Meet regularly with their line manager
 Attend any appropriate training

SUPPLY STAFF
Herne Bay High School will only use those agencies which operate a Safer Recruitment Policy and supply written
confirmation that all relevant checks have been satisfactorily completed. Any information disclosed as part of the
DBS check will be treated confidentially.
Herne Bay High School will carry out identity checks when the individual arrives at school.
Herne Bay High School has a mandatory duty to notify the DBS when a member of staff has been dismissed for a
safeguarding related breach, or a member of staff has resigned pending an investigation.

