MAIDWELL HALL
SAFER RECRUITMENT POLICY

Policy Statement

The school is committed to safeguarding children and safer recruitment and applies a safer recruitment policy according to its responsibilities as set out in DfES Every Child Matters (1st January 2007). The school’s Safer Recruitment Policy is based on the guidelines contained in Working Together to Safeguard Children (published 2006 by The Stationary Office) and supplemented by Safeguarding Children and Safer Recruitment in Education (published by DfES 2006). The school expects all staff and volunteers to share its commitment to safeguarding and promoting the welfare of children and young people. A single central record of recruitment and vetting checks is kept and maintained by the Headmaster. 
Safer Recruitment Procedures

1) Planning

Prior to initiating recruitment procedures planning discussions are held by the SMT and other interested parties to determine the mix of qualities, qualifications and experience a successful candidate will need to demonstrate. The advertisement and job description will be designed with this in mind. The process and timescale for interviewing and decision making will be agreed in advance. 

2) Application Form 
Completion of the school’s application form will be a compulsory part of the recruitment process so as to provide the following information:
· Full identification details of the applicant including current and former names, date of birth, current address and National Insurance Number; applicants for teaching posts will be required to provide their DfES number;
· Academic or vocational qualifications that are relevant to the position applied for;

· A full history in chronological order since leaving secondary education, including periods of any post secondary education or training and part-time and voluntary work as well as full-time employment, with start and end dates, explanations for periods not in employment and reasons for leaving employment. 

· A declaration of any family or close relationships to existing employees or employers (including governors);

· Details of referees. One referee should be the applicants’ current or most recent employer. References will not be accepted from relatives or from people writing solely in the capacity of friends;

· A statement of the personal qualities and experience that the applicant believes are relevant to his or her suitability for the post;

· A signed statement that the applicant is not on List99, disqualified from work with children, or subject to sanctions imposed by a regulatory body (e.g GTC) and either has no convictions, cautions, or bind-overs or has attached details of their record in a sealed envelope marked confidential. 

· A statement that the successful applicant will be required to provide a CRB Disclosure at the appropriate level for the post, that references will be taken up and that the provision of false information could lead to rejection of the application, summary dismissal if the applicant has been selected and possible referral to the police. 
3) Job Description
The following information will be provided on the Job Description:

· The main duties and responsibilities of the post;

· The individual’s responsibility for promoting and safeguarding the welfare of children and young persons he or she comes into contact with. 

· A description of the main features of the school including a statement that the successful candidate will have to demonstrate a willingness to be fully involved in the life of a 24 hour boarding school. 

4) Checks before Interview
The following checks on short-listed candidates may be conducted by the Headmaster:

· Written and oral references may be taken up

· Open references will be rejected

· Qualifications may be checked

· Short-listed applicants invited for interview will be required to provide identification via a passport or photocard driving-licence; they will also be required to bring copies of their qualifications to the interview. 

5) The Interview Process
The interview process will involve members of the SMT. The Headmaster and Deputy Head have completed the NCSL Safer Recruitment Training. Other members of staff (e.g Heads of Department) may also be involved. Separate interviews will be conducted using pre-agreed questions. Applicants for teaching posts will be required to teach an observed lesson. The interview process will cover the following areas as a minimum:

· The applicant’s suitability for the particular post
· The candidate’s attitude toward children and young people

· His or her ability to support the agenda for safeguarding and promoting the welfare of children;

· Gaps in the candidate’s employment history;

· Concerns and discrepancies arising from the information provided; 
6) Conditional Offer of Appointment
The following conditions shall apply to the offer of an appointment:

· The receipt of at least two satisfactory references

· The verification of the candidate’s identity

· A check of DfES List 99 and a satisfactory enhanced CRB Disclosure

· Verification of the candidate’s medical fitness

· Verification of the candidate’s qualifications

· Verification of the candidate’s professional status

· Satisfactory completion of the probationary period
7) Post Appointment Induction
A post appointment induction programme will take place during the first week of the commencement of employment. A staff mentor will be appointed for new appointments. For details see the School Induction Policy. The following broad areas will be covered during induction:

· Training and information about the school’s policies and procedures

· Child Protection Training to be completed prior to the commencement of term wherever possible

· Support for the candidate in the role that he or she has been employed

· Expectations of conduct

· Avenues for discuss of concerns
8) Overseas Gap Tutors
Gap Tutors employed from abroad are recruited via Tutors’ Worldwide who conduct interviews and reference checks on behalf of the school. Local criminal record checks in the country of origin are completed and forwarded to the school. UK CRB checks are completed remotely prior to arrival in the UK.
