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Safer Recruitment Policy & Procedure

1. Purpose
To ensure the safest possible recruitment of staff and volunteers, protecting the welfare of all children. This policy works alongside:
· Child Protection & Safeguarding Policy
· Equality & Diversity Policy
· Single Central Record Policy

2. Aims
We are committed to:
· Deterring, rejecting, and identifying unsuitable individuals
· Recruiting based on merit, suitability, and equality
· Complying with KCSIE (2025), DBS guidance, and the Prevent Duty
· Promoting equal opportunities and preventing discrimination
All involved in recruitment must comply with this policy and complete safer recruitment training.

3. Recruitment Process Overview
Advertising
· All job adverts state our safeguarding commitment and role requirements.
· Disclosure of the need for DBS checks and legal requirements regarding convictions/cautions.
Application Forms
· State that it is an offence to apply if barred from regulated activity.
· Include links to our safeguarding and ex-offenders policies.

4. Shortlisting
· At least two staff members shortlist candidates.
· Review for gaps or inconsistencies in employment history.
· Require shortlisted candidates to:
· Self-declare criminal history
· Confirm barred list/teaching status
· Provide overseas conduct information (if relevant)
· Sign to confirm the accuracy of disclosures
· Be notified of potential online searches (KCSIE 2025, para 221)

5. References and Employment History
· References are obtained before interview.
· Direct contact with referees is required (not open references).
· Must include the current/recent employer.
· All discrepancies are followed up before appointment.

6. Interview and Selection
· Interviews explore employment gaps and frequent job changes.
· Probe any safeguarding concerns.
· All decisions are documented clearly.

7. Pre-Appointment Checks
We conduct:
· Enhanced DBS with barred list information (if regulated activity)
· Right to work in the UK (retained for 2 years post-employment)
· Qualifications and identity verification
· Fitness to work confirmation
· Prohibition from teaching check (where applicable)
· Overseas checks (if relevant)
· Section 128 direction (for management/leadership roles)
Regulated Activity:
Regular, unsupervised teaching or care, intimate/personal care, or overnight activity with children.

8. Existing Staff
Repeat checks are required if:
· Moving into regulated activity
· Suitability concerns arise
· Returning after a break of 12+ weeks
We refer to the DBS if a staff member:
· Has harmed or poses a risk of harm to a child
· Meets the harm test or has committed a relevant offence
· Is removed from regulated activity

9. Agency and Third-Party Staff
· Written assurance is required that all relevant checks are complete.
· School verifies the identity of the individual on arrival.

10. Contractors
· Enhanced DBS (with/without barred list depending on the role)
· Identity verified on arrival
· No unsupervised access without full checks

11. Trainee Teachers
· If salaried by the school: all checks are carried out by us.
· If fee-funded: written confirmation of checks is required from the training provider.

12. Volunteers
· Unchecked volunteers are never left unsupervised.
· Enhanced DBS required for regulated activity.
· Risk assessments are carried out for other volunteers.

13. SLT & Proprietors
· The Proprietor and SLT must have an enhanced DBS (with barred list if in regulated activity), Section 128 check, right to work, ID, and overseas checks (if applicable).

14. Alternative Provision
· When placing pupils externally, we obtain written confirmation from the provider that all safeguarding checks have been completed.

15. Work Experience
· Safeguarding procedures are followed.
· Barred list checks are considered based on the student’s age, frequency of work, and supervision.

16. Host Families (Homestays)
· Enhanced DBS with barred list required for UK hosts.
· For overseas hosts, checks are coordinated with partner schools.

17. Monitoring and Review
· This policy is reviewed annually by the Headteacher, or sooner in response to statutory updates.


Policy Sign Off and Review
	
	By whom
	Date

	Policy signed off by
	Mario Di Clemente 
	16/09/25

	Reviewed by
	
	

	Next Review By
	
	September 2026




image1.png
The

Tutorial Foundation
DAY SCHOOL & OFFSITE TUITION




