
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Safer Recruitment of Staff Policy 

 
School Mission Statement: 

 

 

“Learning and growing in 

the light of the gospel” 
 

 

 

 

WITHIN THE POLICY: 

 
 The Policy 

 Summary 
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POLICY ON THE SAFER RECRUITMENT OF STAFF 

 

(This Policy takes due note of the latest DCSF Guidance: “Safeguarding Children 

and Safer Recruitment in Education” and Keeping Children Safe in Education 

(September 2016). This Policy can be found on the School website and copies 

can be found in School Reception.) 
 

1. Grace Dieu Manor School does not permit gender, race, colour or disability to be 

used as criteria for staff selection. In light of the School’s Catholic foundation, in 

cases of selection in which all other factors are equal, preference may be given to a 
Catholic candidate.  

 

2. The Senior Management Team (Headmistress, Deputy Head/Curriculum Manager, 

Finance & Administration Manager, Head of Pre-Prep (when relevant) will meet to 

discuss the recruitment (including job description, advertising, application deadlines, 

interview dates and procedures and appointment) and discuss the Interview Panel.  

Where appropriate, Governors, the relevant member of staff, or other appropriate 

colleague, may also be consulted and/or co-opted onto the Interview Panel. 

 

3. The Headmistress has overall responsibility for all appointments and will complete 

the course (Autumn Term) to hold the CWDC Safer Recruitment Qualification. She 

has the final say on all appointments, except those specifically identified by the 

Governing Body.  She may delegate responsibility for finding the right candidate to 

the Finance & Administration Manager (Admin, Catering, Domestic Staff etc.).  The 

Head of Pre-Prep is the Deputy Designated Senior Person at Grace Dieu. 

 

4. The Post will normally be advertised internally and will be advertised in either the 

local or the national press and/or the local Job Centre and/or with a recognised 

Recruitment Agency. The advert will contain reference to Safeguarding measures and 

this Policy will be made available. 

 

5. Applicants will be asked to fill in a School’s Application Form, along with any other 

specific application requests, as detailed in the Advert and/or the Details of the Post.  

A CV will not be accepted in place of a fully completed Application Form.   

 

6. A short list of candidates will be drawn up for interview. References will normally be 

requested prior to interview and be given active consideration. 

 

7. The Candidates will have at least one formal interview with all or part of the 

Interview Panel (at which questions regarding Child Protection and Safeguarding will 
be asked) and will also be shown around the School as appropriate, when they may 

have the opportunity to meet other Staff. 

 

8. Candidates may be asked to return to the School for a further interview, if necessary. 

(Teachers should expect to teach a lesson or a part thereof.)  

 

9. Unless circumstances dictate otherwise, the Interview Panel will have normally 

requested written references for the candidates from at least 2 referees, one of 

which should be the candidate’s current employer, where appropriate. If a candidate 
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has previously worked with children, then a reference will be requested from that 

source. Any written reference will be cross-checked verbally. 

 

10. The Interview Panel will discuss the candidates with a view to deciding on the best 

candidate to fill the Post.  The Headmistress will have the casting vote if required. * 

 

11. The Headmistress (or someone delegated by her) will telephone the successful 

candidate to offer them the job.  The successful candidate will then receive a 

conditional offer in writing setting out, in brief, the details of the Post and the start 

date for employment. Where a post is offered before references can be taken up, the 

appointment is made, subject to satisfactory references being received ultimately, and 
before the person begins work at Grace Dieu.  

 

12. All new appointments will be subject to appropriate checks: Disclosure and Barring 

Service (DBS enhanced), Disqualification by Association Self-Declaration**, checks 

against the Prohibition List (Teacher Status Checks) including Identity, Address, Date 

of Birth, Criminal Records, a Full Employment History, Right to Work in the UK, an 

‘overseas’ check (EEA check), at least 2 references (written and verified verbally, one 

with current or most recent employer, where appropriate) and original 

documentation of Qualifications (where appropriate).  For position into Senior 

Management a Prohibition From Management Check (s128 Directive) will also be 

undertaken. There are circumstances when a new employee may start working at the 

School before their DBS Check has come through, provided all other vetting checks 

are carried out, including checks with Disclosure and Barring Service.  The 

Headmistress will undertake a Risk Assessment of the situation and set the levels of 

supervision required (usually in the form of a weekly safeguarding check) until the 

DBS check is received.  An exception to this is in the Early Years Foundation 

Stage where the DBS check must be completed and received prior to 

appointment. 

 

13. Following the satisfactory completion of the Employee Checklist, the successful 

candidate will be issued with Standard Terms and Conditions of Employment and/or 

a Standard Contract. 

 

14. Details of each appointment are put into the School’s Central Register of 

Appointments, which is kept by the Headmistress. 

 

15. Any external organisations used by or using the School will be required to supply 

two References and be DBS checked by the School at Enhanced Level. If a DBS check 

cannot be obtained before the coach/instructor begins at Grace Dieu, then, as long as 

a recent CRB form is available (portability) and supervisory measures can be put in 
place, then the Headmistress may carry out a Barred List Check, then a Risk 

Assessment and allow that person to begin work on site. Leaders of external 

organisations will attend Basic Awareness Child Protection training provided by the 

School. 
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Volunteers: 

 
Grace Dieu will obtain an enhanced DBS certificate (which should include barred list 

information) for all volunteers who are new to working in regulated activity. Existing 

volunteers in regulated activity do not have to be re-checked if they have already had a DBS 

check (which includes barred list information). We may conduct a repeat DBS check (which 

should include barred list information) on any such volunteer should we have concerns. 

 

Grace Dieu may obtain an enhanced DBS certificate (not including barred list information), 

for volunteers who are not engaging in regulated activity, but have the opportunity to come 

into contact with children on a regular basis. 
 

The School will undertake a risk assessment and use its professional judgement and 

experience when deciding whether to seek an enhanced DBS check for any volunteer not 

engaging in regulated activity. Grace Dieu will consider: 

 

 the nature of the work with children;  

 what Grace Dieu knows about the volunteer, including formal or informal 
information offered by staff, parents and other volunteers;  

 whether the volunteer has other employment or undertakes voluntary activities 

where referees can advise on suitability; and  

 whether the role is eligible for an enhanced DBS check. 

 
 

Contractors: 

 
Grace Dieu will ensure that any contractor, or any employee of the contractor, who is to 

work at the school or college has been subject to the appropriate level of DBS check. 

Contractors engaging in regulated activity will require an enhanced DBS certificate (including 

barred list information).  

 

For all other contractors who are not engaging in regulated activity, but whose work 

provides them with an opportunity for regular contact with children, an enhanced DBS 

check (not including barred list information) will be required.  

 

Under no circumstances should a contractor in respect of whom no checks have been 

obtained be allowed to work unsupervised, or engage in regulated activity.  

 

Grace Dieu is responsible for determining the appropriate level of supervision depending on 

the circumstances. 

 

 

Summary: 

 

Teaching staff are recruited and appointed according to the following process: 

 

 Advertisement of vacancy in appropriate media; 

 Short-list of candidates identified by consideration of relevant qualifications and 

experience on the School’s Application Form; 
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 A minimum of 2 references requested for short-listed candidates; 

 Short-listed candidates attend School for interview, normally including a trial lesson.  At 

least one member of the interview panel will hold the CWDC Safer Recruitment 

Qualification 

 Gaps in CV of selected candidate, or any other concerns, investigated; 

 Offer of appointment made to successful candidate, usually by telephone at earliest 
opportunity; 

 References of successful candidate confirmed by telephone; 

 Written offer of appointment made, subject to a clear Disclosure and Barring Service 

Check, Prohibition Check, Identity Check, a Right to Work in the UK and Qualifications 

check, all other necessary checks and a signed Disqualification by Association Self-

Declaration;  

 For management roles, an additional Prohibition From Management check will be 

undertaken; 

 A DBS check will be requested and needs to be received prior to appointment. If, 
however, there is a delay in receiving the DBS check employment may commence at the 

Headmistress’s discretion subject to controlled conditions, e.g., checks against the 

Barred List/List 99, supervision procedures, weekly safeguarding reviews and Child 

Protection Training. An exception to this is in the Early Years Foundation Stage 

where the DBS check must be completed and received prior to appointment. 

 Photocopies of relevant and original documentation, e.g., passport, driving licence, birth 

certificate, photographic identification, evidence of address (utility bills) taken to confirm 

identity and qualifications; 

 Having satisfied the above checks and safeguards, a Contract is issued and personnel 
details are recorded on the Single Central Register prior to the commencement of 

employment. 

 Non-teaching staff are usually appointed by a similar process, although some stages may 

be omitted. A DBS, identity checks and a signed Disqualification by Association Self-

declaration are always carried out. 

 Volunteers at Grace Dieu will be subject to the checks outlined in the section 
‘Volunteers’. 

 Contractors to Grace Dieu will be subject to the check outlined in the section 

‘Contractors’. 

 All staff will receive Safeguarding training, be given copies of the Code of Conduct, the 
Safeguarding Policy and the most recent Keeping Children Safe in Education (Part 1).  All 

staff will sign to say they have read these documents and that there are no status changes 

that affect their Disqualification By Association disclosure. 

* The Headmistress will only provide feedback for unsuccessful candidates who have been 

shortlisted for interview.  

** A Disqualification By Association Self-Declaration is undertaken annually.  
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