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Purpose

The purpose of this policy is to support Discovery Schools Trust referred hereafter as Trust, in adopting
appropriate mechanisms for safer recruitment and selection processes and to set out best practice for
the organisation, taking account of relevant legislation, the requirements of regulatory inspections (i.e.
Ofsted) and the Trusts commitment to Equality and Diversity and safer recruitment.

Having a Recruitment and Selection Policy also ensures potential candidates applying for vacant posts
are given the right message about the Trust’s commitment to recruiting suitable people.

Potential employees and existing employees must be properly examined for competency, experience,
qualifications, and appropriate attitudes in relation to work with vulnerable groups.

For the purposes of this policy the Trust, Workplace and Schools will be referred to as “schools”, and
Head Teacher/Senior Leader will be referred to as “Head Teacher” throughout the document.

Equal Opportunities

Everyone involved in recruitment and selection processes must be mindful of the Equality Act
2010 to ensure that anyone wishing to apply for a position within the organisation has an equal
opportunity to do so.

2.1 Reasonable Adjustments

Reasonable adjustments must be put in place for any candidate who has identified that they
have a disability and require adjustments to be made to enable them to fully participate in the
process. The candidate should be consulted with well in advance of any adjustments required/
made, these may include (but are not limited to):

=  Ensuring access to the building and all relevant rooms is accessible, for example ramps
are put in place.

= providing a skills test printed in large font;

= providing additional time to complete a test or prepare a presentation.

2.2 Criminal Convictions

Having a criminal record does not automatically prevent a person from being employed within the
Trust and applicants should not be treated unfairly if they have a previous conviction. Whilst a criminal
record cannot be disregarded, the workplace location must seek advice to ensure a fair and consistent
approach when considering an applicant’s suitability for the role they are applying for.

Personal Connections

Any known personal connection to a current employee, Trustee or local Advisory Board member must
be declared by the applicant at the time of application. Applicants must be made aware of this
requirement at the outset of the process and failure to comply with this requirement, if subsequently
identified, could result in immediate dismissal. Such employees must then not be involved in:

the recruitment processes;

providing a reference or acting as a referee for that person where possible;
making decisions relating to pay in respect of that individual;

making decisions related to or the management of the employee’s performance;
e any conduct issues that arise that may involve the employee.



The recruitment panel should also check the application forms as candidates must also declare
whether they have a personal connection with any current members of staff.

Recruitment - A Collaborative Approach

Our recruitment policy priorities a collaborative approach when individual schools within the Trust
have similar vacancies. We firmly believe in the strength of unity and cooperation across our schools.
To ensure a seamless and efficient recruitment process, we may advertise roles for the Trust without
specifying a specific school location.

This collaborative approach will allow is to identify and attract the most qualified and diverse
candidates, while also ensuring consistency in our selection criteria and candidate evaluation. By
working together as a Trust, we harness the collective expertise of our schools to make informed and
equitable hiring decisions that benefit not only the individual school but also the other recruitment
mission of our Trust.

The Recruitment Process

A flowchart is provided in Appendix 1 which outlines the process.

4.1 STEP 1: Review the vacancy.

Recruitment takes place either because of an existing post becoming vacant or the creation of
a new post owing to changing organisational needs. The workplace seeking to fill one of these

roles must first get approval using the Trust Business Case form.

It is good practice to consider the following points:
e Is this a new post or an existing post?
e If an existing post, is this post still required?
e Can the school afford to recruit to the post within both current and future budgets?
e Has a business case to recruit been completed?
e Are the working hours/times/grade of the post still appropriate;
e Isthere an up-to-date Job Description and Person Specification (see below);
e Isrecruitment to a permanent/fixed term/full time/part time position?

e Do you require supply cover in place whilst recruiting to a permanent position;

4.2 STEP 2: Prepare a Recruitment Plan

The Office Manager / Recruiting Manager needs to ensure there is a realistic timetable is prepared for
the recruitment process and includes time to:

I”

a) Agree a “Recruitment Panel”, comprising of at least two panel members. At least one panel
member must have received Safer Recruitment training.

b) Create/review the job description & person specification to ensure they are both fit for purpose.

c) Ifanew post, does this need to be evaluated to check the grade (for a non-teaching post).

d) Prepare the job advertisement (part salaries should be clearly stated on the advert)



4.3

e)

f)

Prepare any additional recruitment literature that will be sent out to applicants, i.e. the Job
Pack
Diary dates set aside for any potential informal visits to the school/workplace.

Agree dates for:

When the advert will be published and the duration of the advertising period.
Closing date for the advert.

Shortlisting meeting.

Inviting candidates to interview.

Applying for employment references.

The selection/interview days i.e. venue, candidate activities, panel questions;
Start date for successful applicant.

NoubhwnNeE

NB. All members of the panel should participate in every stage of the recruitment process.

STEP 3: Advertising the Job

When compiling the Job Advert for the People Team to advertise on behalf of the school, the
following should be included:

a) A message about the culture of the school and the type of person needed for the role.

b) Details of the key knowledge and skills required to undertake the role AND the
safeguarding responsibilities of the post as per the job description and personal
specification.

c) A strap line outlining the school’s commitment to safeguarding and promoting the
welfare of children and young people making it clear that safeguarding checks will be
taken, for example:

“This school is committed to Safeguarding Children and Young People.”
d) A statement that the post holder will be subject to a DBS Disclosure check, for example:

“As this post is required to work in ‘Regulated Activity’ an enhanced DBS with a Barred list
check is essential”.

e) A statement that the role includes a regulated activity involving children, vulnerable
adults or both.

f) A statement that it is an offence to apply for a regulated activity if barred.

g) Include a copy of link to the Trust Child Protection Policy.

h) For roles designated as “Regulated Activity” it is essential that the information sent to
candidates makes it clear that references will be sought in advance of the interview.

i)  Whether the post is exempt from the Rehabilitation of Offenders Act (ROA) 1974.

j)  The closing date by which all completed applications should be submitted via the My New
Term (MNT) portal.

The advert should be placed in such a way that the best range of prospective candidates can
access it which best reflects the community that the school serves. Below are several options of

where the Office Manager / Recruiting Manager can advertise their vacancy:

e My New Term (MNT);



e School’s own website (API Link);

e Eteach/TES (in extenuating circumstances — as agreed with the Director of People);

e Local press;

e LCC Website — contact ESC helpdesk for further details;

e Job Centre Plus — further information is available on the Job centre plus website;

e Social media.

e If advertising posts for overseas workers, additional rules apply in terms of the
recruitment process and advertising the role. Check with HR if considering employing

individuals from overseas.

4.4 STEP 4: Shortlisting

As soon as possible after the closing date, each member of the recruitment panel should receive

a shortlisting pack (via the agreed method) which should include a copy of all the application

forms (MNT - Part 1 — information for shortlisting and interviewing), a job description and

personnel specification and the shortlisting grid in order to carry out the shortlisting exercise.

Where a role is identified as harder to fill and/or is at great competition in the market,

shortlisting should take place as and when candidates who meet the criteria submit their

application. The relevant wording should be included in the advertisement so that candidates

are aware.

All members of the panel should:

a)
b)

Take part in the shortlisting process.

Complete a separate shortlisting grid for each individual candidate. This promotes
fairness and consistency whilst also providing an audit trail

Check whether any gaps in employment history have a reasonable and acceptable
explanation (see Safer Recruitment Requirements in the associated guidance document).
Check that any additional information sent with the application is not considered as part
of this process, unless this information was expressly requested by the recruitment panel,
i.e a supporting letter outlining the individual’s suitability for the role.

Ensure that all essential criteria (to be assessed by the application form) have been
satisfied. Where this is not the case, the applicant may not be shortlisted.

Ensure all notes from the shortlisting process are stored in line with retention criteria.

Declaration of Criminal Conviction(s):

Applicants will no longer be asked about any criminal record at the point of application.
This check will be carried out once short-listing has taken place and the candidate invited
to interview via the MNT portal.

The Criminal Records Self-Disclosure form will become live once the candidate has
accepted the invite and they will be asked to complete the form online. Where an
applicant declares they have a criminal conviction, the form should be available for the

Chair of the panel, who will consider the content at the end of the interview process.



4.5

4.6

e Following the interview, where the preferred candidate has declared a criminal
conviction(s), the Chair will inform the panel. If the panel decide that the conviction(s)
is relevant, further information should be sought from the candidate at the end of the
interview and before an offer of employment is made.

e The Criminal Records Self-Disclosure form will need a hard copy signature even if it has
been signed electronically through MNT.

STEP 5: Invitation to Interview

Following the shortlisting process, arrangements should be made to contact those individuals
shortlisted, inviting them for interview. The MNT portal allows letters to be generated through

the system and provides templates for this purpose. This letter should detail the following:

a) That the applicant has been selected to attend a recruitment process.

b) The location, date and times of the interview.

c) Outline the interview process, detailing any tests or assessments the candidates will be
required to undertake.

d) The requirement to bring relevant identification documentation to the interview day,
such as DBS disclosures where available, proof of qualifications, proof of identity. Only
originals of the required documentation can be accepted.

e) The requirement to provide original documents verifying any qualifications essential for
the job.

f) The requirement to complete a Criminal Records Self-Disclosure form.

If a candidate advises that they are unable to attend for interview on the date specified, the
panel has discretion to reschedule their interview date, however, the interview panel must
remain the same.

STEP 6: Interview Preparation

It is essential for the recruitment panel to meet prior to the interviews to agree the format of
the interview process. The panel must decide.

e What tasks or activities they will ask the candidates to perform, i.e. in tray exercises,
presentations or teaching a class.

e Which questions to ask — all questions should be agreed in advance, and these should
include a safeguarding question and a question on equal opportunities.

e Agreement should be made on how the panel will explore any gaps in employment
history and any other concerns identified during shortlisting process.

It is important that the methods used to test candidates are appropriate and proportionate to
the duties of the role they are applying for and designed in such a way that the candidate is able
to demonstrate their suitability for the role.
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The chair of the panel is responsible for ensuring that arrangements are made for the smooth
running of the interview process, including:

e All relevant documentation is prepared and distributed to panel members prior to
interview.

e The suitability of the venue - taking into consideration any additional or special
requirements such as access or any additional adjustments requested by the candidates.

e Any car parking spaces, refreshments etc. are arranged.

e Arranging the checking of the candidate’s identity documents.

e Arranging checking and copying of any additional documentation required at interview.

e Ensuring the interview timetable allows sufficient time between interviews for overruns,
breaks and panel discussion.

4.7 STEP 7: The Interview

The format, style and duration of the interviews are matters for the Head teacher/Director and
recruiting manager to decide but the following should be adhered to:

= Briefing: All candidates will be given relevant information about the school/central
department to enable the candidate to make further enquiries about the advertised
job.

= A face-to-face interview takes place prior to any appointment. Before the interviews
the selection panel will agree on the line of questioning to be followed and will ensure
that similar questions are put to each candidate.

= |nterviews should assess the merits of each candidate against the requirements in the
person specification and the job description. Interviews must also explore each
individual’s suitability to work with children by assessing attitudes and behaviours.

= No questions should be asked which would discriminate directly or indirectly on
grounds of sex, marital status, sexual orientation, race, religious belief, disability or age.

= The interview will also deal with the issues of child protection with each candidate.

Before the interviews the recruitment manager/Head teacher/Department lead will decide a
procedure for evaluating the candidates at the end of the interviews. The notes taken and
documentation used in this evaluation process will form part of the formal record of why
candidates were or were not selected and will be retained for six months; after that time they
will be destroyed.

Before the interviews the recruitment manager/Head teacher/Department lead will decide the
structure of the interview, determining which area each interviewer will cover and the
approximate time allocation.

A robust selection process should not rely solely on the interview. A range of selection activities
should be designed in order to help assess who is the most suitable candidate for the job as the
interview alone may not sufficiently demonstrate the skills, values, behaviours, knowledge and
abilities. For teachers and teaching support roles, it is legitimate to involve pupils in the process.
Pupils should not take part in assessing candidate suitability but can contribute to the panel’s
assessment of the ability to interact with children.
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4.8 STEP 8: Decision Making — Appointing the Preferred Candidate

All aspects of the selection process should be considered when making decisions to appoint a
new employee, the successful candidate should have:

e Met all the essential criteria on the job description.
e The highest aggregated score, taking into account their scores for any additional tasks
that they have been asked to complete as part of the selection process.

Itis also helpful for the panel to decide on a reserve candidate in case the first candidate declines
the job offer.

49 STEP 9: Informing the Successful Applicant

The chair of the panel should contact the successful candidate within 5 working days to advise
them of their appointment.

A conditional offer should be made to the successful candidate, and it should be explained that
the post is not confirmed until all of the pre-employment checks are satisfactorily completed,
these include:

a) A check to ensure the candidate has the Right to Work in the UK.

b) A satisfactory outcome of the medical questionnaire.

c) A satisfactory DBS with a barred list check (where appropriate — see appendix 2);

d) Two satisfactory written references. The purpose of seeking references is to obtain
objective and factual information to support appointment decisions. References should
always be obtained and scrutinised and any concerns resolved satisfactorily before the
appointment is confirmed.

It is good practice that all the other candidates be informed they have been unsuccessful and
offered the opportunity to obtain feedback on their application or performance at interview. It
is best practice to speak to unsuccessful applicants in person, usually via a phone call, but if the
chair of the panel has been unable to reach a candidate, they should receive a written outcome
stating that they have been unsuccessful.

6. Recruitment Documentation Retention, Recording and Sharing Information.

Interview notes for all candidates (both successful and unsuccessful) must be retained for a period
of 6 months in case they are required in connection with an Employment Tribunal claim or have been
requested by a candidate under the Data Protection Act. After this stage the documents for
unsuccessful candidates must be destroyed.

Confidentiality will be maintained in relation to the information obtained during the process and
about the selection process itself.

7. Pre-employment Checks

Pre-employment checks are an essential aspect of the recruitment process and should be conducted
on both newly appointed employees and internal candidates (including those who have TUPE
transferred into the organisation) prior to commencement in post. All checks undertaken must be
accurately recorded on SAMpeople. Any paperwork received as part of the checks that is
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photocopied will need to be verified as a true copy of the original, the person verify the photocopied
document against the original will need to print name, sign and date.

All efforts must be made to obtain all pre-employment checks prior to the commencement of
employment particularly in relation to references, online checks and DBS checks. Where this is not
possible, appointments should be delayed until satisfactory checks are received, or arrangements
made for supervision of the employee until such time that they are received. A written record should
be made and retained when a decision is taken to allow an individual to commence employment
where a DBS check has been requested but remains outstanding (following a risk assessment).

In addition, and importantly, details of all checks undertaken should also be recorded on the School’s
Single Central Record.

For agency and third-party supply staff, schools must also include on their single central record that
written confirmation has been received from the agency/business supplying the individual that they
have carried out relevant checks, obtained the appropriate certificates, the dates that confirmation
was received and whether any enhanced DBS certificate check has been provided in respect of the
individual.

8. Disclosure and Barring Service (DBS) Checks

DBS Disclosures provide details of a person’s criminal record including convictions, cautions,
reprimands, and warnings held on the Police National Computer.

DBS Disclosures should be sought for staff who are employed by the Trust and volunteers who
undertake ‘regulated activity’ (i.e., regularly teach, train, instruct, care for, or supervise children
which is unsupervised.

Online DBS applications should be completed by all successful applicants who require a DBS check.
Volunteers and casual workers will be encouraged to engage with the DBS applicant update service.

It is a requirement of the Department for Education that all School Advisory Board Members will
require a DBS check including barred lists. Individual schools are responsible for carrying out these
checks.

A positive disclosure from the Disclosure and Barring Service is a certificate that shows cautions,
warnings, or convictions. It may show spent convictions and unpent convictions, and for Enhanced
checks, it will also show other information that a policy force deems relevant to disclose based on
the nature of the job that the individual will be employed to do.

Before a decision is reached on whether to offer or confirm employment to an individual, the
individual should be offered the opportunity to discuss the contents of the disclosure with a relevant
senior person. A balanced decision to appoint should be based on:

o  Whether they are barred from appointment.

o Whether the conviction is relevant to the position.

e The circumstances surrounding the offence, and any explanations provided by the
applicant.

e The seriousness of the offence.

e The length of time since the offence occurred.

o  Whether there is a pattern of the offending behaviour, or whether it was a one-off.

e  Whether the applicant’s circumstances have changed.
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Further discussions should take place based on the following:

e  Whether the applicant disclosed the convictions, cautions, warnings or reprimands ay
application or at interview stage.

e  What level of supervision the post-holder will receive

e  Whether the post involves responsibility for finance or items of value

e Whether the nature of the role allows the applicant to potentially re-offend.

The Head Teacher / Director of the Central Team will make the overall decision about whether to employ
the person. All positive disclosures must be discussed with the People Team. Disclosures which raise
child protection issues must be discussed with the Trust’s designated Head of Safeguarding. Where a
decision to appoint is taken the information will be recorded and be stored on the person’s file.

If an applicant has made a false declaration on the application form, or anywhere else about convictions
and cautions (or lack of them), they may render the offer of a contract of employment void.

9. References

In line with Safer Recruitment practices, references must be taken up after shortlisting, for all
candidates called to interview, using the Applicant Tracking System. The job description and person
specification need to be enclosed with the reference proforma.

All applicants are expected to provide the details of two referees, one of which should be their
current or most recent employer. Where they are currently not working with children, but have done
in the past, one reference must be from the employer by whom they were most recently employed
to work with children. References should contain information about the candidates suitability to
work with children.

References from relatives or people writing solely in the capacity of friends must not be accepted.

It is strongly advisable not to rely on testimonials or open references. On receipt of references the
author should be telephoned to ensure authenticity of the reference and this should be logged.

On receipt of these reference any anomalies or areas that are vague should be thoroughly
investigated further. Where necessary, clarification should be sought by telephone and referees
asked to confirm in writing any key extra information provided. A written record of any telephone
conversations must be kept on file.

Any information about past disciplinary action, allegations, or concerns (including those with child
protection connotations) should be considered in the circumstances of the individual case. Where
there is a history of repeated concerns or allegations, it is strongly advised that you contact HR for
advice.

10. Right to Work Checks

All new appointees are required to provide evidence of the Right to Work in the UK. An offer of
employment cannot be confirmed until the original documents have been verified. Under the
Immigration, Asylum and Nationality Act 2006 it is a criminal offence to employ anyone who is not
entitled to live or work in the UK.
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Documents to establish someone’s entitlement to work must be evidence from List A (not subject to
immigration control/no restrictions on right to stay) or List B (granted leave for a limited period
and/or restrictions on Right to Work).

Comprehensive advice on checking documentation can be obtained via the following link:
https://www.gov.uk/legal-right-work-uk

An online Right to Work check should be undertaken where a candidate can apply a share code to
obtain the information. A copy of the check should be retained on file and the expiry date of leave
to remain dates recorded and diarised for follow up checks to be done.

11. Overseas Checks

Newly appointed staff that have lived or worked outside the United Kingdom must undergo the same
checks as all other staff. This includes a DBS Disclosure. Applicants who have lived or worked outside
the UK for a minimum of 12 months (whether continuous or in total), in the past 10 years, while aged
18 or over, will need to provide Criminal Convictions Clearance from the country or countries they
were residing in, because the DBS cannot generally trace individuals abroad.

If the Trust recruits an individual from overseas, or an individual who has lived or worked aboard in
recent years prior to appointment, and needs to check their overseas criminal record, a DBS check
may not provide a complete picture of the criminal record. The applicant must contact the relevant
Embassy to obtain a disclosure which should have been obtained prior to their departure from the
county or not be dated more than 6 months ago at the time of receipt.

There are different rules for each county and this information is available on the Government
website.

12. Verification of Identity

The School / Central Team must confirm the applicant’s identity to determine that the identify is
genuine, and the individual is rightfully using that identify. Proof of identification should include
name, date of birth, address and photographic identify. Documents that can be evidenced include:

e A current photographic driving licence or passport

o Afull birth certificate.

e  Utility bill or financial statement that shows the candidates current name and address
(not more than 3 months old)

e Change of name documentation (if applicable).

13. Prohibition Checks for Teaching Staff

Schools can search for any persons’ record basic candidate information. This is applicable for all
classroom based roles including Learning Support Assistants, Teaching Assistants Cover
Supervisors, Unqualified Teachers and Teachers. This process will require a DFE sign-in account.

Prohibition from teaching checks are essential to ensure that individuals are not barred from
teaching activities, even if they are not qualified teachers. This check is particularly relevant for
support staff who have teaching responsibilities or close contact with children.

For support staff, who do not have a formal teacher record and therefore do not appear on the
TRA database, the approach to checks remains unchanged.
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14. Section 128 Checks

A section 128 direction prohibits or restricts an unsuitable individual from participating in the
management of an independent school, including academies and free schools. An individual who is
subject to a section 128 direction is unable to:

e Take up a management position within the Trust.

e Be a trustee of the academy.

e Be an Advisory Board Member.

e Afit and proper declaration must be completed for those in management positions.

15. Health Checks

Anybody appointed to a post that involves regular contact with children should have the appropriate
health and physical capacity to undertake the duties of that post.

The Equality Act 2010 prohibits all those in the recruitment process from:

e Asking applicants questions relating to their health, attendance record and disability.
Asking referees to comment on an applicant’s health, attendance, or disability.

e Asking an applicant to complete a pre-employment medical questionnaire prior to
having made the applicant a conditional offer of employment.

Once a candidate has been made a conditional offer of employment, the Trust must ensure that
candidates complete a medical screening form. Where appropriate, the applicant will be referred to
Occupational Health to seek advice.

Where the applicant has a disability the Head Teacher or Director must consider whether there are
any reasonable adjustments that can be made to enable the applicant to perform the role and should
put these in place.

No employee may start work until medical clearance has been received.

16. Qualifications

Qualifications must be evidence when they are an essential requirement for the post. A copy of the
documentation should be retained on the person’s record.

17. Online Checks

In line with KCSIE 2022 safer recruitment recommendations, the Trust should consider carrying out
an online search as part of our due diligence on shortlisted candidates, as part of the shortlisting
process. The information should be publicly available online and explored further at interview if
necessary.

The School Business Manager / Office Manager / People Manager are responsible for completing the
online checks and should record their observations as with all other employment checks. The records
should contain information, in a fair and transparent with no judgement made. Interview notes
should include details of any related conversations at interview.

Job advert, job description and application form wording are amended to inform candidates that a
check will be made, allowing them to declare any incidents or events in advance of the interview.
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There should be consistency in the range of what is search for, for each shortlisted candidate.

18. Single Central Record

As part of an Ofsted inspection, inspectors will need to view the school or Trust’s single central record
of recruitment checks. It is therefore important that such a record is kept and maintained.

The single central record must cover the following people:

o All staff (including supply staff whether employed directly or through an agency) who work
at the school.

e All other staff who work in regular contact with children in school, including volunteers.

e All members of the Trust Board and Advisory Board

The record must indicate whether the following checks have been completed:
e Identify
e References
e Qualifications legally required to undertake the role (i.e. Teaching Qualifications)
e Right to Work in the UK
e Enhanced DBS
e Barring Lists
e QOverseas checks where appropriate

The record should also indicate the date on which each check was completed, or the relevant certificate
obtained and who carried out the check.

The responsibility for maintaining the single central record for each school rests with the Head Teacher
(responsibility for the Trust Central Team rests with the HR Department). As part of ongoing School
Improvement, it is expected that School Improvement Leads will regularly review each schools SCR, along
with other appropriate Trust colleagues i.e. Head of Safeguarding, People Manager etc. The single central
record will be kept and maintained on SAMpeople.

19. Transfer of undertakings (Protection of Employment) (TUPE)

Employees, who are TUPE, transferred into the school, or from a school to academy or from an
academy to Multi Academy Trust, must have their documentation checked within 60 days of the
transfer. Head teachers should follow the required checking process set out in the associated
guidance.

Schools should be aware that sponsor licenses are non-transferable from one employer to another
under TUPE Regulations. In such circumstances the school must make an application for either a
sponsor license or to extend the existing sponsor license. An application must be made with 20
working days of the move taking place.

If the school does not make a valid application to become a sponsor within 20 working days or does
make an application, but this is refused, all of the migrants who have transferred, except those that
can be sponsored under any existing licences, will have their leave, or worker authorisation
shortened to 60 calendar days.
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Appendix 1 - Recruitment Process Flowchart

Recruiting a new role in addition Filling a new role included within Replacing an employee who has
to current budget and structure current budget resigned

Post is considered essential at a Post is considered non-essential at
local level a local level

OM/SBM to review Job Description (guidance available in No further recruitment action —

Teams) and decide if internal and /or external OM/SBM completes leaver
recruitment is required notification on the Oracle portal

for processing

A business case is completed in full and sent to Education Phase Director
or CFOO for approval - NOT to HR helpdesk. The job description and
advert must attach the business case and the business case must be

Business case is declined — a full
rationale provided

Business Case is authorised

CFOO sends approval, job description and advert to the People INTERNAL — The People Team to

Team for advertising for both internal and external posts send details to OM’s / SBM’s to
advertise across Trust. EXTERNAL —

MNT /DFE and all schools

: Vacancy should be open for a
Vacancy goes live MINIMUM of 2 weeks — the longer
the advertise live the better
chance for exposure and more
applications.




School to complete shortlisting

Interview completed and
conditional offer made verbally at
local level

School complete new offer
checklist — and authorized forms
must then be emailed to the
People Team

School checks offer and issues
job pack to individual.

Signed acceptance of offer is received and ID
verification completed.

School to complete induction

Part 1 of the application form is given to the shortlisting panel. For
shortlisting

Once candidates are shortlisted the OM/SBM applies for references and
self declaration from MNT and invite candidates to interview through
the portal.

The People Team to update

The People Team issues job offer
pack to the OM/SBM for contract spreadsheet

The People Team commences pre employment Health check AND DBS
and candidate complete after receiving email notification.

Signed offer letter and confirmation of all pre
employment checks completed satisfactorily
communicated to HR.

The People Team to send contract
to OM/SBM to issue to new

The People Team to update
SAMpeople This must be issued on their first
day
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Appendix 2 - DBS and Barred List checks

L
BARRED LIST CHECKS
Mew Staff = the parson YES There is no legal requirement 1o obtain a
transferring [ * new enhanced DBS certificae (with
g.4. " from a similar barrad list check) but one may be
teacher or S| el obtained. A bared list check must be
support a break in o MO obtgined.
staft in senvice of more
regulated than three \. an enhanced DBS cerlificale (with
activity LA barred list check) must be oblained.
This is not regulated aclivity
There is no legal reguirement to
|z the actvity* YES * have to obtain a DES certificate,
New carmied out for ¥ but an enhanced DBS certificate
Volunteer the purposes of _"| YES [ Supensed || gy be phtained.
~* the school and
g.g. parent d0ES it provige l
or authar the cpportunity NO | This is regulated activity. An
for contact with L[ o | enhanced DBS certificale with
childrzn? bamed list check should be
obtained.
\ The person s nat in regulated aclivity, but an
|5 the activity* enhanced DBS check may be oblamed
camigd oul
BT TEEE under & An enhanced DBS cerfificats (vith
S contract for the » YES *| bamred lict chack) must be obtained
—= purposes of the

2.9. builder or schoal and
rver does it provide Mo DBS check iz required and thers

Ui (T Al LT A ] nO »| Iz nolegal entiiement to obtain

for contact with ane.

children®
== Trainee leachers sometimes underake regulaled
teachers | actvity; an enhanced DBS certficate and barred list
|student "| check must be obtaned whan they engage In regulated
teachars) activity

An agency snould determine whather an ennanced DBS chack
= [rry iwith barred list check) is required basad on whether the supply
teachers — ™ adiivily is regulated aciivity; the school should obtain writien
R confirmation from the agency that it has caniad out the
Tt appropriate checks
suppliad by an
agency Activities listed under the guidance’s definition of regulated aciivity
and which are carried oul freguently.
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