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Introduction 
This recruitment and selection policy has been produced in line with the Department for Education (DfE) guidance, 
‘Keeping Children Safe in Education 2022’.  Its purpose is to ensure the practice of safe recruitment of staff, ensuring 
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the process is conducted in a fair, effective and economic manner and to ensure those that are responsible for each 
stage of the recruitment process demonstrate a professional approach by dealing honestly, efficiently and fairly with 
all internal and external applicants.   
 
Education Learning Trust is committed to attracting, selecting and retaining the best possible employees who will 
successfully and positively contribute to providing a valuable service. 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 a high-quality service.  
 
The recruitment and selection process will identify the person best suited to the job based on the applicant’s abilities, 
qualifications, experience and merit, measured against the job description and person specification. 
 
Equal opportunities  
will comply with the requirements of the Equality Act (2010) and are committed to ensuring that throughout our 
recruitment and selection processes no applicant is disadvantaged or discriminated against because of the protected 
characteristics of age, disability, gender, gender re-assignment, marriage or civil partnership, pregnancy or maternity, 
race, religion or belief and sexual orientation. 
 
In the very exceptional cases where we are required to discriminate due to an occupational requirement this must be 
approved by the Trust Board who will provide reasons for this requirement. 
 
Recruitment will be solely on the basis of the applicant's abilities and individual merit as measured against the criteria 
for the job. Qualifications, knowledge, experience and skills will be assessed at the level that is relevant to the job. 
 
If an applicant makes the School/Trust aware, at any stage of the recruitment process, that they have a disability then 
reasonable adjustments must be considered to ensure the applicant is not disadvantaged by the process. 
 
Roles and responsibilities 
It is the responsibility of the Trust Board to ensure Education Learning Trust has effective policies and procedures in 
place for recruitment of all applicants and volunteers in accordance with legal requirements and guidance and monitor 
compliance. 
 
It is the responsibility of the headteacher, and others involved in recruitment to ensure that the school operates safer 
recruitment procedures and makes sure all appropriate checks are carried out on all candidates and volunteers before 
the work or volunteering commences.  It is the responsibility of the HR and compliance manager to ensure safer 
recruitment policy and procedures are adhered to for the Central Trust team.   Responsibilities also include monitoring 
contractors’ and agencies’ compliance with this document and promoting the welfare of children and young people 
at every stage of the procedure.   
 
All line managers should be aware that satisfactory enhanced DBS disclosures and all other checks including references 
must be received for all new staff before they can start work.  
 
 
Advertising   
Any vacant position will normally be advertised via the appropriate channels to ensure the most appropriate field of 
applicants is obtained.  
 
All advertisements will have the following information about safeguarding children and young people:  



 
 

 

Page 4 of 28 
ELT Safer Recruitment SCR and Staff File Policy V2.1 Sept 2022 (clean) 

 
 

We are committed to safeguarding and promoting the welfare of children and young people and we expect all staff 
and volunteers to share this commitment.   
 
We ensure that we have a range of policies and procedures that promote safeguarding and safer working practices. 
This is in line with statutory guidance including Keeping Children Safe in Education and The Education Act 2002.  

All offers of employment are subject to a safer recruitment process, including the disclosure of criminal records, online 
checks and vetting checks.   It is an offence to apply for a role if you are barred from engaging in regulated activity 
relevant to children.  

All adverts should include the following information on equality and diversity: 

We are committed to fulfilling our Equality Duty obligations, including valuing equality and diversity and expect all 
staff and volunteers to share this commitment.   

We are committed to employment practices that promote diversity and inclusion in employment regardless of age, 
disability, gender reassignment, sex, marriage and civil partnership status, pregnancy and maternity status, race, 
religion or belief.  
 
Under Part 7 of the Immigration Act 2016, the Public Sector fluency duty requires state funded schools to ensure 
candidates for their customer facing roles have the necessary standard of spoken English (or English or Welsh in 
Wales). For example, a teaching assistant required to communicate with pupils to support their learning, would be 
viewed as operating in a public-facing role. Adverts and person specifications should make clear the necessary 
standard of spoken English or Welsh required for the role by including the following: 
 
We expect the successful candidate to have the necessary standard of spoken English, as described under Part 7 of 
the Immigration Act 2016, the Public Sector fluency duty that requires state funded schools to ensure candidates for 
their customer facing roles have the necessary standard of spoken English (or English or Welsh in Wales).  
 
Adverts will include the salary scale that the candidates can expect to be paid for the position.   
 
All applicants will be provided with a copy of our Recruitment Privacy Notice which sets out how we will gather, process 
and hold personal data of individuals during and after the recruitment process.  
 
Job description  
The job description outlines the general nature of the post including the main duties and responsibilities and it will 
identify the line manager for the post. It also incorporates the person specification which outlines all of the necessary 
skills, abilities, experience, attitude, behaviours, qualifications and knowledge requirements for the post. These criteria 
are used as short-listing criteria by those scrutinising the applications. Other information included is a description of 
the school and/or department, background information to the post, further details such as closing date, salary, 
accommodation etc.  
 
Application pack  
Prospective applicants are supplied with:  
 acknowledging covering email or letter which explains the recruitment process 
 Education Learning Trust application form 
 job description and job specification 
 recruitment privacy notice 
 Equal Opportunities Monitoring Form (voluntary completion) 
 
The Education Learning Trust uses its own application form. All applicants for employment are required to complete 



 
 

 

Page 5 of 28 
ELT Safer Recruitment SCR and Staff File Policy V2.1 Sept 2022 (clean) 

 
 

this form before their application can be considered. This form contains questions about their academic achievements 
and full employment history. All applicants are required to account for any gaps or discrepancies in employment 
history and provide reasons for moving between posts. CVs without an application form will not be accepted.  
 

The application form does not include a requirement for candidates to disclose information about criminal records. The 
Data Protection Act 2018 and the GDPR expect you to only obtain (process) information that you need, when you need 
it. Conviction information should be obtained at or after interview. The application form does include a statement 
informing the applicant about disclosing convictions and where to find further advice from the Ministry of Justice 
website 

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974. 
 
All applicants will be made aware that providing false information is an offence and could result in the application 
being rejected or summary dismissal if the applicant has been selected and possible referral to the police and other 
professional regulatory bodies. 
 
The application form should be accompanied by a covering letter, when requested, outlining the applicant’s suitability 
for the role.  
 
Handling applications  
 Applications submitted online will receive an acknowledgement email from the person coordinating the 

recruitment process. Completed Equal Opportunities Monitoring Forms will be separated from the application 
forms on receipt and confidentially stored away from anyone involved in the shortlisting and interview process. A 
copy of thee form is also sent to the HR and Compliance Manager. 

 All applications should be initially scrutinised by a someone who has completed safer recruitment training. Any 
applicant who has not completed the application form in full will be asked to do so if they wish to have their 
application considered further.  

 It is not usual policy to allow individual visits from prospective applicants prior to short-listing or interview. In some 
instances, all candidates may be offered the opportunity to visit as part of the short-listing process.  

 All those involved in the short-listing process have a responsibility to scrutinise the application forms and letters 
of application carefully. In addition to judging the application against the criteria for the post, anyone noticing an 
anomaly should make a written note to that effect. This should include a month-by-month record of employment 
since leaving school to the present date. Any gaps should be noted and followed up either immediately before or 
at interview. This scrutiny will form part of the specific questions regarding safeguarding during the formal 
interview process.   

 The employee coordinating the recruitment process will be responsible for collating a list of all applications as they 
arrive.  

 
References  
All offers of employment will be conditional upon receipt of at least two satisfactory written references. References 
will: 

 be requested for all shortlisted applicants, including internal applicants; 
 include the applicant's current or most recent employer and where an applicant for a teaching post is not 

currently employed as a teacher, will include the applicant's most recent employer as a teacher; 
 ask the current employer for details of any capability history in the previous two years, and the reasons for 

this; 
 be directly from the referee, who will be a senior person with appropriate authority and confirmed as accurate 

by the headteacher/principal in respect of any disciplinary investigations; 
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 not be accepted if they are 'to whom it may concern' letters; 
 request information on the applicant’s suitability to work with children and young people from the last 

employer where the applicant worked with children (if not currently working with children); 
 be verified with the person who provided the reference and, where the reference is provided electronically, 

verify that it is from a legitimate source; 
 be clarified with the referee where the information is vague or insufficient; 
 establish the reason for the candidate leaving their current or most recent post; 
 be compared with the information set out in the application form and any discrepancies discussed with the 

candidate; 
 be requested before the interview; and 
 be explored further with the referee and with the applicant during the interview if necessary.  

 
Referees are sent the following:  
 standard letter via email  
 a copy of the job description and person specification 
 ELT  standard reference request form, which should be completed in addition to any written reference provided.  
 Signed consent from the candidate for the information being requested from the referee. 
 
 
Where it has not been possible to obtain references before the interview any concerns that are subsequently raised 
will need to be resolved before the appointment is confirmed. 
 
In order to comply with the Equality Act 2010, information relating to sickness absence will only be requested after a 
conditional offer of employment has been made.  
 
Shortlisting  
 
Applicants will be short-listed against the requirements of the person specification. The same people should carry 
out the short-listing and the interviews and should be at least two people. The outcome of the short-listing process 
will be recorded and retained. 
 
The equal opportunities monitoring form must be removed from the application and not provided to the short-
listing panel. 
 
The School will conduct searches, either themselves or through a third party, of the online presence and publicly 
available social media content of shortlisted candidates to identify any comment, image or other content that could 
cause reputational damage to the trust and/or give rise to a safeguarding concern.  
 
Management of online searches (either by carrying out the search or instructing a third party to do so), and the 
collation of information will be carried out independently from those managing the shortlisting process. Only 
information relevant to potential reputational damage and/or safeguarding concerns obtained from the search will 
be passed to those managing the shortlisting process.  
 
 
The short-listing panel are responsible for scrutinising the application forms and identifying any gaps in employment 
or other areas that may affect an applicant's suitability to work with children and young people. A satisfactory 
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explanation for any concerns, including any concerns as a result of online searches must be obtained from the 
applicant during the interview process. 
 
 
Shortlisted candidates will be required to complete a self-declaration of their criminal record or information that would 
make them unsuitable to work with children. Applicants will only be asked to disclose and discuss criminal convictions 
and/or cautions which are not protected under the amendments to the Rehabilitation of Offenders Act 1974 
(Exceptions) Order 1975 (2013 and 2020) that may deem them unsuitable. Where this is provided electronically, the 
shortlisted candidate will be asked to physically sign a hard copy at the point of the interview. 
 
 
Interview process  
All short-listed candidates are contacted by telephone or email to invite them to attend an interview and to ensure 
their availability.  
 
Before the interview commences the interview panel should have: 
 

 prepared appropriate questions for the role; 
 prepared appropriate questions to test the applicant's suitability to work with children and young people;  
 identified any areas for further probing, e.g. if a criminal record has been declared, any concerns arising from 

online and social media searches, any information about past disciplinary action/allegations, or if there are 
gaps in employment etc;    

 agreed assessment criteria which reflects the person specification; and 
 decided a structure to the interview and established which member of the panel will ask which questions. 

A set of common questions relating to the requirements of the post will be asked of each applicant. Their response 
will determine whether that is followed up through further questioning. 
 
Any gaps in employment history must be explored during the interview process. 
 
Candidates shortlisted for interview will be asked about their suitability to work with children. Areas that may be 
concerning and lead to further questions include:  
 

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

Interview pack 
The interview pack should contain:  
 the interview programme of the day, including lesson background information sheet for teaching positions and a 

test maybe required related to role for any support staff. 
 interview email or letter, detailing identification paperwork that should be provided on the day of interview.  
 
Tour guides are usually senior students who study the relevant subject or may be a member of staff.  
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Teaching a lesson is an essential aspect of the process for making a teaching appointment. Information will be supplied 
to the teaching candidate ahead of the interview day providing the context and content of the lesson to be taught. 
Candidates are given the opportunity to ask any questions they may have about this aspect of the interview process.  
 
The Education Learning Trust does not generally offer telephone interviews, although video call interviewing such as 
Zoom may be appropriate in exceptional circumstances (for example if the applicant is abroad).  
 
Interview programme  
The interview process will explore the applicant’s ability to carry out the job description and meet the person 
specification.  
 
The programme normally includes:  
 tour of the department or area that the individual is going to work within 
 lesson (for teaching posts, usually observed by a head of department or team leader)  
 a test relevant to post (for admin staff) 
 refreshments with staff members of the department/associated departments.  
 
Each interview process must include at least one person who has successfully undergone Safer Recruitment training. 
 
 
Level of language proficiency 
Under the "fluency duty" (Part 7 of the Immigration Act 2016), public authorities are required to ensure that workers 
in public facing roles are fluent in English (or Welsh in Wales). Public facing roles are those members of teaching and 
support staff who, as a regular and intrinsic part of their role, are required to speak to members of the public 
(including students in schools).  
The Education Learning Trust will accept a range of evidence of spoken English or Welsh language ability as follows: 

 competently answering interview questions in English or Welsh;  
 possessing a relevant qualification for the role attained as part of education in the UK or fully taught in English 

or Welsh by a recognised institution abroad, 
 passing an English or Welsh spoken language competency test or possessing a relevant spoken English or 

Welsh qualification at CEFR Level B1 or above, taught in English or Welsh by a recognised institution abroad 
(and from September 2017 this includes Welsh second language GCSE). 

 
During the interview  

If the candidate is not successful, their Relevant Conviction form information will be destroyed in accordance with the 
ELT Records Management Policy.  

If the candidate is successful, but the DBS information contradicts what the candidate disclosed, then this must be 
discussed with the candidate, normally with the headteacher or senior manager in the central trust team.   As part of 
that discussion, it should be considered whether this was a genuine mistake/misunderstanding of the Ministry of Justice 
guidance or whether the contradiction brings into question the honesty and integrity of the candidate. 

Candidates will always be required to:  
 explain satisfactorily any gaps in employment or significant periods of time working or living abroad; 
 explain satisfactorily any concerns identified as part of the online and social media checking process; 
 explain satisfactorily any anomalies or discrepancies in the information available to the interviewers; 
 declare any information that is likely to appear on an enhanced disclosure; 
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 demonstrate their capacity to safeguard and protect the welfare of children and young people.  

Notes are taken of responses and of any questions asked by the interviewee.  
 
Candidates do not need to bring proof of qualifications or right to work in the UK when attending an interview.  This 
information will be vetted when an offer of employment has been made.  However, they are required to bring their 
photo identification documentation with them at the time of the interview. 
 
Any information regarding past disciplinary action or allegations, cautions or convictions will be discussed and 
considered in the circumstances of the individual case during the interview process.  
 
All offers of appointment should be conditional until satisfactory completion of the mandatory pre-employment 
checks. 
 
Disclosure of Information 
If, during interview, a candidate discloses in error a conviction or caution which you are not entitled to know, this 
information must be disregarded so that it does not influence any appointment decision. 
 
Any employee who is convicted of, or cautioned for, any offence during their employment with the school must 
immediately notify in writing the headteacher or CEO for the central trust team, the offence and penalty.  
 
Interview expenses  
Where relevant reasonable travel expenses for travel by car or by second class train are paid to applicants. Candidates 
provided with expense claim forms to complete should return them (with receipts) to the finance team for payment. 
All candidates are asked to detail the position that they had applied for accounting purposes.  
 
 
Candidate selection  
 
Final selection meeting  
This is held as soon as possible after the interview candidates have departed. This meeting involves all those involved 
in the selection/interview process. A record of decision making to appoint an individual ahead of others must be noted, 
to ensure that there is a record to provide clear honest feedback to the unsuccessful candidate/s if required.  
 
Interviewers bring any notes they have made with them (including lesson observations if applicable); these are 
collected and put with the application file at the end of the process. All notes are stored for a minimum of 6 months. 
Notes regarding the successful candidate are transferred to their Staff file.  
 
Contacting referees by telephone  
If there are any queries around information provided on a reference a verbal contact must be gained from the referee, 
ensuring that we are speaking directly with the referee, question the areas on the reference that require further 
clarification and evaluate the response.  
 
Accurate notes of the telephone call should be made (the written references should be annotated, dated and 
initialled).  
 
Communicating the outcome  
The headteacher or line manager telephones the successful candidate as soon as possible.  
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If verbal acceptance is received, this must be followed up an email confirmation of the offer in which a reply is 
requested. The verbal and written email offers must state that it is a provisional offer, subject to the receipt of two 
satisfactory references (if both references not received prior to interview), and checks including a DBS enhanced 
disclosure, verification of identity, proof of right to work in the UK, original copies of any qualifications having been 
seen and confirmation of medical fitness for the post and a probationary period in accordance with the ELT 
Probationary Policy.  
 
The contract details are passed to payroll  where the contract of employment is created and sent to the new employee.   
 
When the written acceptance is received, regrets to  unsuccessful applicants will be sent.  
 
If the successful candidate declines the offer of the post, the selection committee reconvenes.  
 
Unsuccessful shortlisted candidates are generally not contacted, and this is stated at the time of application. 
 
Copies of all adverts, shortlisting tools and recruitment procedures used during the process should be kept be to 
evidence that the school adopts safer recruitment practices.  
 
New employee administration and induction  
A Recruitment and Staff  File Checklist will be used to track and audit paperwork obtained in accordance with Safer 
Recruitment guidelines. This checklist must retained in personal files.  
 
The single central record  
It has been a requirement since 2007 that all schools must maintain a Single Central Record (SCR) of recruitment and 
vetting checks. 
 
The legislative requirement for maintaining a SCR is detailed in the original publication “Safeguarding Children and 
Safer Recruitment in Education (2007)” and expectations set in Keeping Children Safe in Education 2022(KCSIE). 
 
All schools must use the ELT format for the SCR and not delete headings. Schools may add columns at the end of the 
template to record any additional information they deem necessary. They must also comply with the arrangements 
detailed in this Policy. 
 
The SCR must be maintained electronically and accessed only by a secure password.   
 
There must be a member of staff on site that can access the SCR. It must be accessible to the headteacher, DSL and 
person responsible for the maintenance of the SCR, usually an administrative or office-based member of staff.  
 
 
Who should appear in the SCR? 
Paragraph 251 of “Keeping Children Safe in Education 2022” states that the SCR must cover the following people: 
 
All employees, including teacher trainees on salaried routes, agency and third-party supply staff who work at the 
school. In colleges, this means those providing education to children for independent schools, all members of the 
proprietor body. In the case of academies and free schools, this means the members and trustees of the Academy 
Trust. 
 
 
The SCR must therefore include: 
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 All staff who are employed directly by your school; 
 All long-term supply/agency staff and daily supply; 
 Any volunteer who works regularly with children; 
 All who are engaged in “Regulated Activity”; 
 Trustees and volunteers; 
 People brought into the school to provide regular additional teaching or instruction but who are not staff 

members, such as Sports Coaches, Peripatetic Music Teachers, Artists etc; 
 Regular contract staff such as contract cleaners or caterers; 
 Visitors who are in the school on a ‘regular’ basis must be on the SCR. 

 
In this context, ‘regular’ means carried out by the same person frequently (once a week or more often), or on 4 or 
more days in a 30-day period. 
 
Regulated activity includes: 
 

a. teaching, training, instructing, caring for (see (c) below) or supervising children if the person is unsupervised, 
or providing advice or guidance on well-being, or driving a vehicle only for children; 

b. work for a limited range of establishments (known as ‘specified places’, which include schools and colleges), 
with the opportunity for contact with children, but not including work done by supervised volunteers; 

c. relevant personal care or health care provided by or provided under the supervision of a health care 
professional. [Personal care includes helping a child for reasons of age, illness or disability, with eating drinking, 
or in connection with toileting, washing, bathing and dressing. Health care means care for children provided 
by, or under the direction of supervision of a regulated health care professional.] 

 
Work under (a) or (b) is regulated activity only if done regularly. 
 
Work under (c) is always regulated activities, regardless of their frequency or whether they are supervised or not. 
 
Volunteers who carry out unsupervised teaching or look after children regularly, or who provide personal care on a 
one-off basis in schools and college will be in regulated activity. They must be added to the SCR. 
 
Agency staff must be included in your SCR. 
 
Schools must obtain written notification from any agency or third party to confirm that the relevant checks have been 
completed. This includes obtaining the appropriate certificates, and the date that confirmation was received and 
whether any enhanced DBS certificate check has been provided in respect of the member of staff. The school must 
also check that the person presenting themselves for work is the same person on whom the check has been made. 
 
The details from the agency must be recorded on the SCR and the date you received the information. The agency must 
be contacted if they have not provided the information required. 
 
All non-school central trust staff who the ELT are recorded on the Central Team Single Central Record.   This includes 
all relevant safer recruitment checks in line with statutory guidance and enables those staff to show their ELT 
identification in order to access the school site.  



 
 

 

Page 12 of 28 
ELT Safer Recruitment SCR and Staff File Policy V2.1 Sept 2022 (clean) 

 
 

 
Each school will record the central trust staff in the SCR.  
 
Any visitors, work experience students or occasional volunteers (unless they are in regulated activity) do not need to 
be included on the SCR. 
 
Trainee/student teachers that receive a salary must have the necessary checks carried out by the school. Where 
trainee teachers are fee funded it is the responsibility of the initial teacher training provider to carry out the necessary 
checks. Schools should obtain written confirmation from the training provider that these checks have been carried out 
and that the trainee has been judged by the provider to be suitable to work with children. 
 
There is no requirement for the school to record detail of fee-funded trainees on the SCR. However, these will be 
recorded as volunteers on the SCR if they regularly attend the school. 
 
The SCR should reflect your current workforce. When someone leaves the school, you should remove the record from 
the SCR. 
 
What information should be recorded on the SCR 
The SCR is an integral part of the Recruitment and Selection Policy, recording and referencing the pre-employment 
checks within a single comprehensive document. The statutory guidance states: “The information that must be 
recorded in respect of staff members (including Teacher trainees on salaried routes) is whether or not the following 
checks have been carried out or certificates obtained, and the date on which the checks were completed”: 

 an identity check; 
 a barred list check; 
 an enhanced DBS check/certificate; 
 a prohibition from teaching check; 
 further checks on people living or working outside the UK; 
 further checks on teachers who trained or worked overseas (letter or professional standing) 
 a check of professional qualifications; and 
 a check to establish the person’s right to work in the UK; 
 a section 128 direction check. 

 
Under each of these headings the guidance states you should record: 

 what has been seen; 
 when it was seen, and, 
 by whom it was seen. 

The ELT excel format for the SCR complies with the statutory regulations and best practice to support schools in 
delivering the principles of Safer Recruitment. 
 
You must never leave an empty field. If not applicable, insert N/A in the cell. 
 
It is often useful to include notes on the SCR if there has been additional information required. For example, if a DBS 
certificate hasn’t arrived then you would need to do a separate barred list check and a risk assessment. You must add 
a note on the SCR that indicates that a risk assessment is on file. 
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Disqualification: Schools must ensure that they are not knowingly employing a person who is disqualified in connection 
with relevant childcare provision. This is achieved primarily through applications to the Disclosure and Barring Service 
(DBS).  
 
In Line with the under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. any staff working with 
under 5’s, under 8’s in out of school hours,  or those involved in the management of such provision will be asked 
annually to complete a Childcare Disqualification Declaration form.  This check will be recorded on the SCR.  
 
No new starter cannot commence employment without all appropriate pre-employment checks in place unless there 
is formal authorisation via email from the headteacher/CEO. This must include a completed risk assessment by the 
headteacher on behalf of the member of staff. 
 
Identity checks  
The documents to check must confirm name, date of birth, address and should be in a photographic form of identity 
such as a passport or driving license. You must be in physical possession of the documents in all cases check the validity 
face to face.  All documents must be valid, current and original, not photocopies or printed from the internet. E.g. 
internet bank statements. 
 
Record on the SCR the evidence you have seen, e.g. passport, driving licence etc., plus the date it was checked and the 
name of the person who checked it. 
 
Take a copy of the documents, sign and date that the original has been seen and keep the copy in the Staff file. 
 
Right to Work 
Employers must confirm the right of those they seek to employ to work in the UK. The evidence that was provided and 
date when these checks were carried out. In addition, the name of the individual who carried out the check should be 
recorded.  The Home Office Right to Work checklist is used for guidance and completed and retained on the Staff file.  
Further guidance can be found using the following link  
https://www.gov.uk/government/publications/right-to-work-checklist  
 
 
For individuals who have lived or worked outside the UK, schools must carry out the same checks as for everyone else 
but in addition must make any further checks considered appropriate. This includes obtaining an enhanced DBS 
certificate (including barred list information, for those who will be engaging in regulated activity) even if the individual 
has never been to the UK.  
 
Since 01 January 2021 the TRA Teacher Services system no longer maintains a list of those teachers who have been 
sanctioned in EEA member states.   
Schools must make any further checks they think appropriate so that any relevant events that occurred outside the 
UK can be considered. These checks could include, where available:  
 

 criminal records checks for overseas applicants   
 obtaining a letter of professional standing from the professional regulating authority in the country in which 

the applicant has worked.  

 
Advice about which regulatory or professional body applicants should contact is available from the National 
Recognition Information Centre for the United Kingdom, UK NARIC. 
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You must record on your SCR what document has been seen to verify the person’s right to work in the UK, the date of 
the check and the name of the person who checked it. 
 
Barred list 
A separate barred list check must be undertaken where a ‘portable’ disclosure is used. It is illegal for schools to employ 
anyone who is on the barred list.  
 
A Children’s Barred List check (formerly List 99) must be undertaken on all staff working in schools in Regulated 
Activity. If an Enhanced DBS check has been made this can include a check against the Children’s Barred list if 
requested. If a member of staff is to be allowed to start work before their DBS disclosure has been returned, you must 
carry out a separate Barred List check prior to starting work at the school.  
 
No new starter can commence employment without a Children’s Barred list check. 
 
It is unlawful to conduct a Barred List check for a person who is NOT engaged in Regulated Activity. This has particular 
implications when checking some Volunteers. Where this applies, a volunteer risk assessment must be completed to 
mitigate against the risk of contact with children when on site. 
 
A volunteer is not in regulated activity where they are working in a school under regular, day-to-day supervision by 
someone who is in regulated activity (like a teacher or teaching assistant). 
 
Where this is the position: 

 the school does not need to carry out an enhanced DBS check on the volunteer (although has the discretion 
to choose to do so), and; 

 must not carry out a Barred List check 
 must complete a volunteer risk assessment 

The ELT will carry out an enhanced DBS check with Children’s Barred list for all governors, trustees and members, 
given the potential for their roles to include working in regulated activity. 
 
Enhanced DBS check 
The ELT uses an external DBS service to process DBS applications initiated by the school.  The results are 
communicated by email to a designated staff member, usually the headteacher.  The enhanced DBS check is 
renewed on a three year cycle for all staff in addition to the annual staff safeguarding declaration for added 
safeguarding security.  
 
Government guidance:  DBS ID Checking Guidelines from July 1st 2021. 
 
It is important to note here that if a school chooses to carry out an enhanced DBS check on a volunteer who does not 
qualify for a Barred List check you must ensure that when you complete the DBS application form you do not tick the 
box that requests the Barred List check. 
 
The ELT requires a new DBS check for those employees who are joining an ELT school for the first time regardless of 
any break in service.  We will obtain the certificate before, or as soon as practicable after, appointment, including 
when using the DBS update service.  Obtain a separate barred list check if they will start work in regulated activity 
before the DBS certificate is available 
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In exceptional circumstances a new employee or unsupervised volunteer may be able to start before the enhanced 
DBS check has been received, but not before the children's barred list check has been  completed. The School must 
ensure that appropriate supervision is in place until the DBS check has been received. 
 
New appointments are summarised in the table below:   

Person Circumstances Mandatory ELT requirement 
New staff >3-month break of service 

 
DBS + Barred List DBS + Barred List 

Similar position <3-month break 
 

Optional above DBS + Barred List 

New volunteer/ 
governor/trustee/me
mber 
 

Contact with children + not 
supervised 
 

DBS + Barred List DBS + Barred List 

Contact with children + 
supervised 

DBS optional no 
barred list 

DBS no barred list 

Agency and 
Contractors 

If regulated Activity DBS + Barred List  by 
organisation (or just DBS 
if not in regulated activity) 

Name, DBS confirmation 
(including barred list as 
appropriate), written 
letter/email of reassurance 
from named person. 
(confirmation of checks) ID 
check on arrival.  

 
Those applying for Chair of Trustee posts must also have their identity verified for a stipulated professional as part of 
their DBS check as per the below link: 
https://www.gov.uk/government/publications/identity-verification-for-new-chairs-of-trustees 
 
Record on the SCR: The DBS issue date, DBS number, date of Children’s Barred List and the date the certificate was 
seen, the date the DBS update service was checked, or date the confirmation was received from the relevant 
organisation. 
 
Record the name of the person in the school who was responsible for processing the DBS form and confirming its 
clearance. 
 
Do not keep copies of the DBS applications/supporting documentation once the number has been obtained. These 
must be appropriately destroyed in accordance with GDPR.  When the information is destroyed, school may keep a 
record of the fact that vetting was carried out, the result and the recruitment decision taken if they choose to. 
 
A risk assessment must be completed if an Enhanced DBS check is not clear. 
 
When you have undertaken DBS rechecks, update your SCR with the current details. 
 
The Disclosure and Barring Service introduced a portability scheme in July 2013. This allows individuals to subscribe to 
the scheme by paying an annual fee (free for volunteers) that enables their next DBS disclosure to be considered 
portable. 
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This means that a school proposing to engage an employee or volunteer who holds a portable DBS can accept their 
current DBS and check on-line to see if there have been any changes. This is a free service. If there has been an update 
to the information contained on the disclosure, the school must request a new one. If there are no amendments the 
school can accept the current DBS certificate for the purposes of the pre-employment check and update the SCR as 
live.  
 
For new starters who utilise the DBS update service, you must still check the original DBS certificate as part of pre-
employment checks and complete the relevant sections of the SCR. You should also record that you have completed 
the on-line portability check and record the date/who completed the check. 
 
Existing staff (DBS and Relevant Checks) 
It is an ELT requirement that all DBS checks must be renewed every three years at an enhanced level.  This 
requirement is for staff, volunteers, governors, trustees and members, Where possible, this requirement extends to 
agency/contractor who are involved in regulated activity on site and any contractual/service level agreement with 
new agency/contractors should include this expectation prior to proceeding 
 
In certain circumstances we will carry out all the relevant checks on existing staff as if the individual was a new 
member of staff. These circumstances are when: 
 There are concerns about an existing member of staff’s suitability to work with children; or  

 An individual moves from a post that is not regulated activity to one that is; or 

 There has been a break in service of 12 weeks or more  

We will refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or vulnerable adult where: 
 We believe the individual has engaged in relevant conduct; or 

 We believe the individual has received a caution or conviction for a relevant (automatic barring either with or 
without the right to make representations) offence, under the Safeguarding Vulnerable Groups Act 2006 
(Prescribed Criteria and Miscellaneous Provisions) Regulations 2009; or 

 We believe the ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a child or vulnerable adult 
or put them at risk of harm); and 

The individual has been removed from working in regulated activity (paid or unpaid) or would have been removed if 
they had not left 
 
Section 128 
For those in management, trustee or governor roles, a section 128 check will be carried out and recorded on the Single 
Central Record. A Section 128 direction prohibits or restricts a person from taking part in the management of an 
independent school, including academies and free schools. A person who is prohibited, is unable to participate in any 
management position in the school as an employee; a trustee of the school; part of the governance or has been 
delegated any management responsibilities. 
 
Section 128 checks must be carried out for: 

 Trust members and trustees 
 Governors who sit on committees or local governing bodies with delegated responsibilities 
 Staff engaged in management positions (see below) 

The following are 'management positions': 
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 Headteacher (including executive and associate) 
 Deputy and assistant headteachers 
 teaching positions on the senior leadership team 
 teaching positions that carry a department headship 

If the person requires a DBS check with barred list, specify 'child workforce independent schools' in the 
parameters when applying for the enhanced DBS to include a section 128 check in the process. 
 
If the person does not need a barred list check, use the Department for Education's (DfE) secure access portal to 
conduct the section 128 check (see instructions below).  
 
For existing staff, governors, trustees and members 
School staff will log on to the DfE sign-in portal and carry out the check through the 'Teaching Regulation Agency'. 
 
As governors will not have a teacher reference number (TRN), download a list of all the people with a section 128 
direction and check against them. 
 
DBS update service 
This can be used DBS update service to conduct the check if: 

 The person is subscribed to the service 
 They have already had a DBS with a barred list 

 
You must record on your SCR if a Section 128 direction check is required, the date of the check and the name of the 
person who checked it.   
 
Medical fitness 
There are certain questions the school may ask at an interview stage to determine whether applicants can undertake 
a function which is intrinsic to the job.  
 
Anyone appointed to a post involving regular contact with children must possess the appropriate level of physical and 
mental fitness before any appointment offer is confirmed. All successful applicants are requested to complete a 
confidential medical questionnaire and where appropriate a doctor’s medical report may be required 

 
 
Qualifications and Teacher Registration 
Professional qualifications that are a requirement of the job must be recorded on the SCR, e.g. Qualified Teacher Status 
(QTS) for a Teacher or perhaps an NVQ2 for a Teaching Assistant. 
 
If the person needs to be registered with any other professional body to do the job, such as a health care professional 
or social worker, this also needs to record to show the relevant checks have been done. 
 
Record the qualification/s that you have evidenced, the date seen and who has checked it. 
 
Copy the documents, sign and date that the original has been seen and hold the copy in the Staff file. 
 
If the person has an overseas qualification and you are unsure of its comparability to a UK qualification, check this with 
Human Resources or direct with various websites such as NARIC. 
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Prohibition Check 
Since the 03 April 2014, it has been a statutory requirement that a Prohibition Order check must be made for all 
teachers.  
 
For teachers and other employees who hold QTS who are working in non-teaching roles, verification that they are 
not subject to a prohibition order by checking the Teacher Services System; 
 
This is not the same as a Barred List check (obtained via the DBS). Teacher prohibition orders are made by the 
Secretary of State following consideration by a professional conduct panel convened by the Teaching Regulation 
Agency (TRA). 
 
The prohibition check can be made via to the DfE sign-in portal and carry out the check through the 'Teaching 
Regulation Agency'  
 
 
Through the Teaching Regulation Agency, you can check: 

 teacher’s personal details; 
 initial teacher training qualifications; 
 qualified teacher status; 
 induction status; 
 supplementary qualifications; 
 a suspension or conditional order imposed by the General Teaching Council for England (prior to abolition) 

that is still current; 
 prohibition from teaching; 
 Section 128 Direction check; 
 Barred List check. 

This service will also identify any existing prohibitions and sanctions made by the General Teaching Council (GTCE) 
before its abolition in March 2012. 
 
You must record on your SCR if a Prohibition Order check is required, the date of the check and the name of the person 
who checked it. 
 
Induction  
All new staff new will be required to undertake induction training. This will include:  
 induction meeting and briefing with their line manager and/or headteacher.  
 safeguarding briefing to ensure that they know how to report and record concerns and information about our 

Designated Safeguarding Lead and deputy DSLs and training including online safety training. 
 provision of key safeguarding policies:  the safeguarding and child protection policy; the staff code of conduct; 

equal opportunities policy; and the whistleblowing policy  
 health and safety training 
 completion of a written induction checklist(s) for each role they take at school.  
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SCR Responsibilities 
The headteacher has overall responsibility for the school single central record and the content of the staff files, but 
will delegate maintaining them to an appropriate member of the administration team, usually the school admin 
manager or HR manager.    
 
The SCR must be checked for compliance and completeness: 
 
 Termly by the headteacher and or DSL at each school 
 Bi-annually (autumn term  and summer term ) by the central trust team HR and Compliance Manager.  The 

results of which are reported to the Board of Trustees FARR sub-committee. 
 Annually by the AGB governor with safeguarding responsibility 

 
Annual Declarations   
The Annual Declaration form requires staff to declare: 

 criminal convictions; 
 their understanding of and agreement to adhere to key policies; 
 changes to personal data (as applicable). 
 medical changes 
 their clear understand of their safeguarding responsibilities as defined in the latest KCSIE guidance. 

ELT and Governing bodies are now held ultimately responsible for ensuring that staff understand and discharge their 
role and responsibilities.  Therefore, at  the ELT all staff including those with roles that do not involve direct work with 
children are required to read Part one of KCSIE.  Support is available to improve understanding of safeguarding, for 
example where staff have literacy issues or English as a second language and may struggle to assimilate the entirety 
of Part 1.  

Business or personal interest declarations must also be competed annually for governors, trustees, members 
and senior staff with financial/budget responsibilities.  The clerk of governors is responsible for coordinating 
governor/trustee/member declarations and schools are responsible for collecting and keeping staff 
declarations in a register.  
 
Schools must be able to evidence that all staff have completed the Annual Declaration, specifically the section 
regarding acceptance of safeguarding information. 
 
Safer Recruitment Training 
Safer recruitment training teaches safeguarding skills that help schools to better protect children while recruiting staff 
and volunteers. From 01 September 2014, safer recruitment training no longer needs to be approved by the Secretary 
of State. However, schools will continue to be required to ensure that at least one member of any recruitment panel 
has received appropriate training in line with safeguarding guidance. 
 
School leaders will use their professional judgment to determine appropriate training for the needs of their staff and 
their school. All staff must attend safeguarding refresher training every year and a register must be taken to evidence 
their attendance. All staff must read the relevant sections from ‘Keeping Children Safe from Education’ as instructed 
by the school’s DSL to ensure they understand their safeguarding responsibilities.  
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Record retention  
All interview notes on all applicants will be retained for a period of 6 months after which time the notes will be 
destroyed (i.e. shredded). The six-month retention period is in accordance with the Data Protection Act 1998 and will 
also allow the school to deal with any data access requests, recruitment complaints or to respond to any complaints 
made to an employment tribunal.  
 
Data protection 
ELT will comply with the requirements of Data Protection Legislation (being (i) the General Data Protection Regulation 
((EU) 2016/679) (unless and until the GDPR is no longer directly applicable in the UK) and any national implementing 
laws, regulations and secondary legislation, as amended or updated from time to time, in the UK and then (ii) any 
successor legislation to the GDPR or the Data Protection Act 1998, including the Data Protection Act 2018). 
 
Our Data Protection Policy sets out how we will comply with Data Protection Legislation. 
 
Once an individual is recruited, information about their criminal record gathered during the vetting process will not 
be transferred to their Staff file. 
 
Education Learning Trust is also committed to going through the proper DBS channels to establish whether an 
individual has a criminal record.  The Trust will not require job applicants or existing employees to use their subject 
access rights under data protection provisions to provide criminal record details. 
 
 
Leaving employment  
All staff leaving employment will be invited to attend an exit interview at which time an exit questionnaire will be 
completed by the employee.  This will be forwarded to the headteacher for retention monitoring purposes and be 
included the individual’s Staff file.  
 
Use of contractors  
Contractors that are used within the schools should comply with the schools safeguarding and safer recruitment 
regulations. The identity of contractors will be checked on arrival by the head of department that they will be working 
in; they will also require a risk assessment. Employees of contractors who work at school on a long-term basis will be 
subject to the same checks as school employees.  
 
Agency and Third Party Staff (supply staff) 
Written notification is required from any agency or third party organisation that it has satisfactorily completed all 
relevant checks for the individual who will be working in school. This must include confirmation of the enhanced DBS 
disclosure and where required, a children’s barred list check.   
 
Upon the engagement of an agency worker, the agency must be supplied with a copy of the Trust’s  
ELT Allegations and Concerns Raised  in relation to Staff, Supply Staff, Contractors & Volunteers Policy  
unless they have previously been provided with the most recent version of this procedure. 
 
Using photographic evidence, the school must check that the person presenting themselves for work is the same 
person on whom the checks have been made.  

 
Volunteers  
Volunteers who are working within the school must gain the authorisation of the headteacher. Volunteers are 
supervised and assessed to see whether they will be in regulated activity; if they are, they will be asked to complete 
identity checks, a reduced application form, and an enhanced disclosure from the DBS will be applied for. They will 
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also be asked for references and will require an informal interview. Where checks are carried out these will be recorded 
on the single central register.  
 
One off volunteers for day outings, school concerts etc. do not require vetting checks but must never be left 
unsupervised or undertake personal care and must be risk assessed.  
 
Regular volunteers receive a letter of agreement confirming that they will not be asked to take sole responsibility for 
any individual pupils or groups and that they should always expect to have the support of a member of staff and work 
under their supervision, support and guidance. This member of staff is identified in this letter.  
 
All volunteers are asked to read the staff code of conduct and the safeguarding policy to acknowledge in writing that 
they have understood these and have no further questions.  
 
Visiting speakers  
As visiting speakers are not left alone with pupils they are not subject to safe recruitment vetting checks. However, it 
is the school’s responsibility to ensure that visiting speakers are suitable and that they are appropriately supervised. 
Invitations to guest speakers must be agreed with a member of SLT before the invitation is confirmed.  
 
Visiting professionals  
The identity of visiting professionals should be checked on arrival. These include healthcare professionals, sports 
instructors, referees, consultants, trainee teachers etc. Appropriate checks should have been carried out by their 
employing organisation and confirmed to the school in writing.  
 
Members, Trustees and Governors  
Will be subject to the following checks: an enhanced DBS check, barred list (there is a possibility of some regulated 
activity within their roles), Section 128 check, ID checks, overseas checks (if applicable) and right to work in the UK. 
Disqualification checks would also be undertaken if they volunteer to work in relevant childcare on a regular basis or 
if they were to be directly involved in the day-to-day management of such provision.  
 
Staff Files 
Having completed the pre-employment checks in line with this policy, Staff files must be kept in accordance with the 
Recruitment and Staff File Check list in Appendix 1, and filed documents kept in chronological order.  
 
It must not contain  The DBS certificate. The DBS number is recorded on the SCR. 
 
It is very important that Staff files are confidential and should be stored in a secure place and have restricted access. 
 
Breaches of the policy 
Any instances of this policy not being adhered to will be taken very seriously and appropriate disciplinary action will 
be taken. 
 
Any complaint in relation to this policy, including its application will be managed through the Trust’s  complaints policy 
or grievance policy (for existing employees). 
 
 
Monitoring  
The headteacher is responsible for ensuring that this policy is monitored and evaluated throughout the school.  
 
This will be undertaken through formal audits of job vacancies and a yearly safer recruitment evaluation audit carried 
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out by the HR and compliance manager and presented to the CEO and headteachers to report to the Trust Board.  
 
This document will be reviewed annually. 
 
 
 
 
 
 
 
 
Appendix 1 - Recruitment and Staff File Check List 
Recruitment and Staff File Check List     
It is important to ensure that all information is stored in a manner that preserves confidentiality. Store all medical, criminal or 
allegation information in a sealed file.  

Name of individual:   

Job role:   

Date file was started:   

Date Added to Single Central Record   

Work Email Address   
    

  Item to be recorded  
Date Added to 
File 

Added by 

Recruitment Details  
(Keep records on file) 

Application Form (including signed consent for 
references)     

Equal Opportunities Monitoring form     
Results of online searches     
Two References      
Relevant Conviction Form     
Proof of QTS (teachers only, copy of certificate or TRA 
print)     

Medical fitness clearance and any risk assessment as a 
result of the occupational health assessment     

Copies of qualifications certificates     

All interview related information for the employee: 
interview scoring template (including evidence of 
safeguarding and criminal background questioning), 
records of observations and other tasks undertaken; 

    

Signed Job description at time of appointment (signed by 
employee and headteacher)     

Offer of employment letter     
Sickness Absence record from referee(s)     
New Appointment form     
Signed contract of employment     
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Copies of Identification documents:  Photo ID,  Address 
(document no older than 3 months), Date of Birth 

    

Print of Prohibition check  (teaching posts only)     
Section 128 check (management posts only)     
Visa and immigration documentation (if applicable)     

Additional overseas conduct checks – evidence of criminal 
records check for time spent abroad 3.      

Additional overseas teacher qualification checks 3. Letter 
of professional standing from the professional regulating 
authority in the country in which the employee has 
worked (teaching posts only) 

    

Evidence of their right to work in the UK & completed 
Home Office check list.[1]  

    

Proof of National insurance     

If the DBS disclosure revealed a criminal record and a DBS 
risk assessment is required a copy of the risk assessment 
must remain on the staff file 

    

Copies of proof to work in the UK documents and those used to prove identity are kept on file, signed, dated and noted with 
‘original documents seen by  ‘name'’. Any copies of personal data that has been used for the DBS application, and is not 
needed for proof to work in the UK or ID  should be securely disposed of once verified and recorded on the single central 
record, in line with GDPR. 

[1] If the passport is being checked, you should take a copy of the passport – photo page and front cover. Black and white 
copies should be taken  

3 KCSiE states that schools and colleges must make any further checks they think appropriate so that any relevant events that 
occurred outside the UK can be considered. These checks could include, where available, a criminal records check for time 
spent abroad and a letter of professional standing 

  Information/Training for Induction  
Completed/      

Recorded 
Recorded By 

Induction (Keep any 
completed  forms 
records on File) 

Safeguarding and child protection policy     

Safeguarding briefing  - How to raise concerns and how 
the DSL and Deputy DSL can be contacted 

    

Whistleblowing policy     

Behavioural policy     

Data Protection Policy      

Lone Working      

Managing Medical Needs and Emergencies      

Reporting staff absence and requesting cover      

Visitors to School procedures      

Staff code of conduct      
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Health and safety     

Emergency procedures     

Workforce Privacy Notice     

ICT Code of conduct agreement (signed)     
IPad Code of conduct agreement (if applicable) 
(signed)     

Declaration of Business Interests (if applicable) 
    

Childcare Disqualification Declaration form (If 
applicable)     

Image consent form (staff image)     

ID badge & Fob     

Added to SIMS     

Added to Office on line     

Set up on other IT systems     

Email set up     

Staff Contact form completed     

Prevent Training      

Safeguarding Training     

Safeguarding - online safety training     

Manual Handling Training     
 

   
 

   
 

   
 

   

Information to be recorded on staff file 

Contractual 
Documents and 

Variations 

Contracts documentation (including contract changes) 

Pay increment letters 

Signed job descriptions (If a DSL this must be in the job description & approved by Governors) 

Annual Statement of Salary  

Employment 
Procedures 

Appraisal documents  

Records of action taken under the disciplinary, grievance, capability or sickness procedures (informal 
and formal) 

Relevant correspondence/notes 
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Information to be recorded on staff file 

Absence 

Fit Notes and self-certificates 

Return to work meeting forms 

Sickness review documents (e.g. Occupational Health) 

Maternity / paternity forms / adoption 

Compassionate leave forms 

Holiday Request forms 

Leave of Absence Requests  

Training  - Record of 
courses 

attended/certificates 

Prevent 

Safer recruitment training 

DSL training and updates 

Medical Support 

First Aid 

Manual Handling 

Fire Equipment  

Other relevant training 

Safeguarding 

A statement confirming that the individual is not disqualified under the Childcare Act 2006 for Annual 
Declaration Forms.  

Annual Declaration Forms. 

Details of any allegations made against the individual. 

Details of any referral to the DBS for any individual who has harmed, or poses a risk of harm, to a 
pupil where:    The harm test is satisfied in respect of that individual.   The individual has received a 
caution or conviction for a relevant offence, or if there is reason to believe that the individual has 
committed a listed relevant offence and the individual has been removed from working (paid or 
unpaid) in regulated activity, or would have been removed had they not left.  

Health & Safety Record of any accidents at work and confirmation of accident reporting 

(NB confidential data must be stored securely in a sealed file)  
    
    

Leaver Details    Leaving Date   

Item to be recorded Date/ Actioned Actioned by:  

Date letter of resignation received 
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Check notice period on letter is correct      
Calculate any outstanding holiday the employee needs to take prior to leaving 
or be paid for or any holiday taken over the pre-rata allowance & notify 
employee & payroll on lever form     

Leaver form for payroll submitted     

Leaver confirmation letter from payroll copy on file     
Check with employee that current contact details are up to date (for 
correspondence)     

SCR entry removed   (remove as soon as employment ceases)     

Copies of references requested from other employers on file     

Exit interview completed on file     

Trust property returned e.g. Fob,  Pass, Laptop, I-pad/Tablet, Phone, Keys, Tools, 
Uniform & any other property     

Remove information about employee from systems/website     

Remove access to work email account     

Move employee data to the leavers archive      

Staff Records Disposal Date (Keep for 6 years) 
    

    

Note - Keep information in separate sections (or folders) of the staff members file according to the red/green & yellow 
colour coding (colours can be bespoke to the school)  
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Appendix 2 - SCR Decision Flow Chart (KCSIE 2022) 
 

 
 


