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St. Nicholas School  

Safer Recruitment Policy 
(All staff responsible for recruitment; Head Teachers and Nursery Managers) 

Policy Statement 

The safe recruitment of staff in schools is the first step to safeguarding and promoting the welfare of children in education.  

As an ILG school, St. Nicholas is committed to safeguarding and promoting the welfare of all pupils in its care.  As an 

employer, the school expects all staff and volunteers to share this commitment, in line with recent legislation including the 

KCSiE September 2018 publication and Working Together to Safeguard Children (March 2015) (WT). In order to help 

safeguard and promote the welfare of all its pupils the school is committed to a thorough and consistent Safer Recruitment 

Policy. 

Aims and Objectives 

The aims of the Safer Recruitment policy are to help deter, reject or identify people who might abuse pupils or are 

otherwise unsuited to working with them by having appropriate procedures for appointing staff. ILG schools have the 

principle of open competition in its approach to recruitment and will seek to recruit the best applicant for the job.  The 

recruitment and selection process should ensure the identification of the person best suited to the job at the school based on 

the applicant’s abilities, qualification, experience and merit as measured against the job description and person specification. 

The recruitment and selection of staff will be conducted in a professional, timely and responsive manner and in compliance 

with current employment legislation. If a member of staff involved in the recruitment process has a close personal or familial 

relationship with an applicant they must declare it as soon as they are aware of the individual’s application and avoid any 

involvement in the recruitment and selection decision-making process. 

This policy objectives are to operate this procedure consistently and thoroughly while obtaining, collating, analysing and 

evaluating information from and about applicants applying for job vacancies at St. Nicholas. 

 

Recruitment Procedures 

 

1. All role analysis and recruitment advertisements/literature will ensure that it is clear that full references (current or 

previous employer, no friends or family) and a new DBS Enhanced Disclosure will be undertaken.    

2. At interview, gaps in employment history must be discussed with the candidate. All ILG positions are exempt from the 

Rehabilitation of Offenders Act 1974.   This is specifically noted on the application form. For staff who may be 

employed to begin work before DBS clearance is made will be appropriately risk assessed and supervised if necessary 

(see 4. below). 

 

3. ILG employ the services of TMG to process all DBS Enhanced Disclosure applications – this includes automatic 

checking of Barring List and, if applicable, an overseas DBS.   All staff including Directors and Proprietors, irrelevant of 

the date of their last application, MUST apply for a new DBS with ILG.  Portability is no longer applicable nor will gaps 

in employment with ILG be accepted.    All staff must renew their DBS every 3 years.  The HR Administrator will notify 

each Head Teacher and Nursery Manager on a monthly basis of the DBS status of all staff/directors within the 

school/nursery – any staff who are due for renewal will be sent the appropriate paperwork in good time.  This applies to 

non-employed staff of ILG who work regularly in our schools and nurseries – peripatetic staff, parents and volunteers.  
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4. It is accepted that staff may be employed before the completion of the DBS process – this is only deemed appropriate 

if: 

 

a) there is a significant and detrimental effect on service delivery,  

b) that the new member of staff is fully supervised by a DBS checked member of staff and  

c) is never left alone with children.  

 

In instances where the DBS process has been delayed, the school will ensure that the barred list check has been 

completed before appointment, all other checks have been completed, a risk assessment completed on the individual, 

and a process of supervision measures put in place to ensure appropriate supervision of the member of staff. The risk 

assessment will be reviewed every two weeks until the DBS is complete and the original certificate seen.  

 

5. It is a legal obligation that employers verify whether a potential employee has the right to work in the UK.  It is 

important that candidates can supply ORIGINAL copies of appropriate documentation (as per the checklist for 

interview). 

 

6. St Nicholas has developed a relationship with a sole recruitment agency (Protocol) for temporary, emergency and short-

term staffing, and where these are required, the school reviews the agency’s staff safer recruitment checklist and keeps a 

record on file. Staff required other than for short term relief are interviewed. All agency staff must provide proof of 

identity and show an original copy of their DBS upon arrival to the school. The School will obtain a pre-recruitment 

checklist from the agency and undertake any additional pre-recruitment checks required. Schools will create a staff file 

and add the agency member’s details to the SCR where a longer period of employment is required. 

     

7. If a contractor or emergency call out contractor is working on site, the Head Teacher and Nursery Manager must 

complete a risk assessment and must also supervise the contractors whilst on site if within the vicinity of children. In all 

likelihood, contractors will work outside the school/nursery opening hours but on the occasions this is not possible, the 

Head Teacher and Nursery Manager take full responsibility for monitoring the contractors whilst on site and move 

children to a different area if work needs to take place in a specific classroom/base room.   It is the policy of ILG that 

all contractors have either a barred list check or enhanced DBS. 

 

8. It is generally the policy of ILG not to accept work placement applications; applications from volunteers and the 

services of parents/grandparents.   On rare occasions when this policy does not apply, then the full DBS process must 

be completed before the placement/support can commence.  Non employed staff of ILG must at all times be 

supervised by a DBS checked member of staff if not holding a current DBS check for ILG. 

 
9. “Prevent” requires schools to set out clear protocols for ensuring that any visiting speakers, whether invited by staff or 

by the pupils themselves, are suitable and appropriately supervised. The school is clear in the importance of ensuring 

that all visitors maintain appropriate standards of behaviour throughout their visit. 

 

10. Please also refer to the detailed and specific setting policy relating to safeguarding children. 

 

11. The Proprietors of ILG are also subject to the checks outlined below, and their details stored on the SCR. 

 

 

APPOINTMENT PROCEDURE (see also Safeguarding Policy) 

 

The following checks must be made before an appointment is confirmed. 

 

1. Evidence of identity including full name, address, and date of birth. Acceptable forms of ID may be a 

current passport, driving license, or national ID card, and proof of address may be a bank or building 

society statement or utility bill. These forms of ID are collected from the candidate at interview.  

2. Application form with checks on any gaps in employment and a record that the reasons for any gaps are 

satisfactory; attention is given to any overseas residence / work (interview notes should include questions on 

any employment gaps and overseas residence / work. 
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3. Number and date of DBS check (the ‘disclosure’ itself should normally be destroyed within 6 months, 

except in the case of supply staff). 

4. A prohibition order check for teaching staff; a prohibition from management check for those applying for 

leadership/management posts. 

5. Two references, including request for referees to give any reason why the applicant should not be 

employed for work with children; if a reference is taken over the telephone, detailed notes should be taken, 

dated and signed. 

6. Evidence of qualifications (if relevant to the post). 

7. Medical / fitness to work declaration. 

8. Evidence of permission to work in the U.K. (for any member of staff who is not a national of a European 

Economic Area (EEA) country). 

9. An EEA check for teachers from those born in or have lived or worked in countries from within the 

European community. 

10. Evidence of checks provided by another country for an applicant who has worked abroad (if applicable); 

11. Interview with written record of outcome. 

12. Completion of other SCR checks including: Disqualification from Childcare, including by Association, 

KCSiE September 2016. 

13. All staff should also have an offer letter and/or contract stating employment post and planned start date 

(which must be by / after ALL recruitment checks are completed). 

 

THE PROCEDURE SHOULD INCLUDE: 

 

1. Informing applicants that any previous employer may be contacted; 

2. Following up references with telephone calls where this is considered desirable;  

3. Making contact with the school at which the applicant last worked, if he or she is not currently working in a 

school (in order to confirm employment details and reasons for leaving; 

4. Making clear that checks must be completed before an appointment can be confirmed. 

5. Completing the ILG pre-recruitment checklist with sign off by the Head and Proprietor. 

 

All these checks for newly appointed staff will be recorded on the Single Central Register by the day of first 

employment.  

______________________________________________________________________________________________ 

This policy was reviewed and updated in Autumn 2019. 
The next review will take place in Autumn 2020 or in light of relevant regulatory changes. 

 

Signed: Amit Mehta (Proprietor) 

 


