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SAFER RECRUITMENT PROCEDURE 

Statement of Intent 

The Trust Board of Hinchley Wood Learning Partnership (the “Trust”) is committed to safeguarding 
and promoting the welfare of children in our care and expects all staff and volunteers to share this 
commitment.  At every stage of the appointments process, we are committed to adopt procedures 
that help deter, reject or identify people who might abuse children, and take all necessary steps to 
check suitability to work with children as detailed within statutory legislation1 and guidance2&3. 
 
We firmly support the assertion that, without a committed quality staff, it is not possible to 
provide the required quality of education for our students. Therefore, within its powers, HWLP will 
make every attempt to recruit the best possible candidate for any post in its schools, irrespective 
of the nature of that post. Where necessary, this will include any of the incentives that feature in 
the Pay Policy.  
 
At all times, the Trust will meet the requirements of and fulfil anti-discrimination legislation, and it 
will adhere to the highest possible standards in safeguarding, complying with all current 
regulations and guidance. 
 
Procedures for the appointment of new members of staff will be reviewed annually by the Human 
Resources (HR) Committee, or sooner if legislation or guidance requires. The HR Committee will 
also consider and agree the staffing structure in each school as part of the approval of the Pay 
Policy on an annual basis.  Any subsequent recommendations for changes to the staffing structure 
(above and beyond the agreed staffing budget) will be considered on an ad hoc basis as required. 
 
All appointments to the Trust, whether teaching or support staff, will be subject to satisfactory 
disclosure and barring service (DBS) checks, and supportive confidential references, which will be 
taken up immediately after shortlisting.  The school is committed to the highest standards with 
regard to child protection because the welfare of the students within our schools is of paramount 
importance.  HWLP will therefore take all necessary steps to check identity, residency, 
qualifications, employment history, including reasons for any gaps in employment, and suitability 
to work with children. 
 
It is recognised that it is essential that at least one person interviewing potential employees, has 
received officially accredited safer recruitment training. 

Recruitment Procedures 

Although the HR Committee of the Trust Board will oversee all procedures for the appointment of 
members of staff (except for the post of Headteacher, see below), trustees, who are not members 
of this committee, will be afforded opportunities to take an active part in the actual appointment 
process, where appropriate. 
 
                                                      
1 School Staffing (England) Regulations 2009 and the School Staffing (England) (Amendment) Regulations 
2015 (as amended from time-to-time) and other associated regulations and legislation 
2 ‘Keeping Children Safe in Education’ published in September 2021 
3 Staffing and Employment Advice for Schools, January 2021 
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Where trustee or local governor involvement is required, except in exceptional circumstances, not 
less than five working days notification will be given. 
 
Stages in the appointment process will include: 

● Identification of need 
● Preparation/review of person specification and concise job description and other necessary 

documentation to be included within the application pack   
● Determination of the salary or salary range to be offered 
● Determination of the type of contract 
● Determination of advertising strategies 
● Determination of closing date 
● Applicants for all advertised posts will be required to complete the appropriate application 

form.  CVs and letters of application on their own are not acceptable. 
● Long and/or short listing of applicants for interview 
● Obtaining references  
● Planning the structure of the interview day or days 
● Determination of reclaimable expenses (particularly relevant in the case of candidates 

travelling from places outside of the United Kingdom. Normal practice is to pay expenses 
from the point of entry to the UK) 

● The final interview selection process 
● Conditional offer of appointment, subject to pre-employment checks and probationary 

period (where applicable) 
● Completion of the necessary pre-employment checks 
● Induction including child protection training, code of conduct etc.  

Pre-Employment Checks 

HWLP will comply with all statutory requirements and consider all other recommendations in 
respect of pre-employment checks.  Any offer of appointment to a successful candidate will be 
conditional upon satisfactory completion of pre-employment checks.  

The Trust will take the following action:  

 Carry out an enhanced DBS check for all appointments. The certificates are transferable 
where the person has worked in the following places during a period which ended not more 
than three months before the person’s appointment: 
o In a school in England in a post which brought the person regularly into contact with 

children or young persons. 
o In a school in England and was appointed on or after 12 May 2006 and their post did not 

bring the person regularly into contact with children or young persons. 
o In an institution within the further education sector in England in a post which involved 

the provision of education which brought the person regularly into contact with children 
or young persons.  

 Take up references from the applicant’s current or former employer. 

 Consider any capability history that the applicant may have had in the previous two years. 

 Consider the applicant’s fitness to teach and/or carry out the role. 

 Check that the applicant is not subject to a prohibition order or an interim prohibition order. 
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o From 1 January 2021, schools can no longer check for teacher sanctions or restrictions 
imposed by an EEA professional regulating authority. Teachers should be asked to provide 
a letter of professional standing in place of the information previously accessible to the 
Teaching Regulation Agency (TRA). 

 The regulations require that the Trust must also check: 
o The identity of any person to be offered a post. 
o That the person meets all relevant qualification requirements. 
o That the person has a right to work in the United Kingdom. 

 Check overseas criminal records where appropriate to applicant. 

 Checks should be carried out on the history of previous employment. 

 Residency check on current address. 

 Identity checks should be carried out (ID checks mat be carried out at the interview stage). 
The DBS provides a full list of ID documents which are required for the purposes of the DBS 
check, including arrangements for non-EEA nationals. This list can be found on the disclosure 
and barring service website (www.gov.uk/government/organisations/disclosure-and-barring-
service).  

 CEFM recommends that in all cases, including cases where the DBS certificate is 
transferrable, the following documents are requested as a minimum in order to ensure 
effective and substantive safeguarding procedures. Only valid, current and original 
documentation should be accepted. There should be a minimum of three proofs of ID, 
including: 
o Photographic evidence and proof of name and date of birth (passport, driving licence or 

birth certificate). Where no photographic evidence is available, the safeguarding guidance 
permits birth certificates as evidence, but such circumstances should occur only 
exceptionally. 

o Further proof of name and date of birth (birth certificate, marriage certificate or national 
insurance card). 

o Further proof of address (two recent utility bills or bank statement). 
o Documentary proof to support a change of name (this can include a marriage certificate). 

 Qualification checks, particularly at degree and/or diploma level, and in relation to any 
qualification included on the application which is required for the role, for example food 
hygiene, accountancy, are essential. Only original certificates are acceptable.  

 For qualified teachers, checking of qualifications and recognition by the Teaching Regulation 
Agency (TRA) using the teacher self-service portal. Any person who teaches in a state-
maintained school in England or Wales needs to gain qualified teacher status (QTS), or be 
registered on an officially recognised initial teacher training (ITT) programme.  

 Health check – pre-appointment offer health checks should not be used, but checks after 
appointment can be initiated if required to determine support for any disability and to verify 
that a person is not barred on health grounds from working with children. 

 Confidential references should be sought before interview wherever possible and should be 
specific to the individual applicant. All appointments must be subject to receipt of 
satisfactory references. Questions relating to the health of the applicant should not be asked 
of referees. 

 Checks should be made to ensure a person taking up a management position is not subject 
to a section 128 direction made by the Education Secretary. 

http://www.gov.uk/government/organisations/disclosure-and-barring-service
http://www.gov.uk/government/organisations/disclosure-and-barring-service
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 From the 1 July 2021, new rules for right to work checks apply requiring EU, EEA and Swiss 
Citizens to provide evidence of lawful immigration status. As such, the DBS has updated its 
guidelines for basic DBS checks (www.gov.uk/government/publications/basic-check-
guidance-and-policies) and standard and enhanced checks 
(www.gov.uk/government/publications/dbs-identity-checking-guidelines). 

 From the 1 July 2021, new immigration rules for recruiting people from outside the UK apply. 
Existing staff do not need to be checked retrospectively. Further information can be obtained 
at www.gov.uk/check-job-applicant-right-to-work. 

Categories of Employees & Recruitment Procedures 

All advertised posts for any role within the school will include the following statement:  
“Hinchley Wood Learning Partnership is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this commitment.  All 
appointments will be subject to satisfactory enhanced DBS checks”.  
 
In the event of recruitment difficulties for any post, consideration will be given to contracting the 
services of a specialist recruitment agency to find staff with appropriate skills. 

Headteacher 

Advertisement 

Headship vacancies would normally be advertised nationally, but Regulations allow variation from 
this and the Trust Board will review this and discuss appropriate methods of advertising as 
required. 
 
Any details of the job or advertisement will indicate the Individual School Range (ISR) applicable to 
the post. The ISR can be changed at any time and should always be reviewed at the time of 
appointing a new Headteacher. 
 
Selection Panel 
The Trust Board will set up the selection panel in conjunction with the CEO. This function will not 
be delegated to a committee. There will be at least three trustees/local governors on this panel, 
excluding the headteacher, together with such professional support as the Trust Board deem 
appropriate.  The same panel will be used at both the short listing and any interview and should 
always include a trustee/local governor who has undertaken accredited training on ‘Safer 
Recruitment’ (see Appendix 1). 

Advisory Rights 

As schools within the Trust are academies, the local authority has no advisory rights. 

Qualification 

Headteachers are no longer required to hold the NPQH qualification. In the case of a senior 
support staff appointment to ‘chief executive’ there is no requirement for the appointee to hold 
QTS. Trustees will consider carefully the person specification for the post of headteacher. 

http://www.gov.uk/government/publications/basic-check-guidance-and-policies
http://www.gov.uk/government/publications/basic-check-guidance-and-policies
http://www.gov.uk/government/publications/dbs-identity-checking-guidelines
http://www.gov.uk/check-job-applicant-right-to-work
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Ratification 

The full Trust Board must endorse the decision of the selection panel.  

Deputy Headteacher and Assistant Headteacher 

Advertisement 

Regulations do not require advertisement nationally, although the school will normally do so.  Any 
job details or advertisement should include the ‘Range of Leadership points’ that have been agreed 
for this post. 

Selection panel 

The Trust Board has delegated appointments for Deputy and Assistant Headteachers to a selection 
panel comprising at least 3 members, one of whom will normally be the Headteacher and may 
include governors or trustees, together with such professional support as the Headteacher and 
Trust deem appropriate. At least one member of the panel should have accredited safer 
recruitment training.  The appointment made by the selection panel will be reported to the Trust 
Board. 

Qualification 

Deputy Headteachers and Assistant Headteachers must hold QTS. 

Ratification 

The Local Governing Body will endorse the candidate recommended by the selection panel.  

Teachers 

Identification of Need 

The staffing structure model for schools within the Trust will be considered by the HR Committee 
on an annual basis, including grading and remuneration.  If a need is identified outside of this 
model approval will be sought on an ad hoc basis by the Headteacher from the HR committee. 

Advertisement 

The Trust will normally advertise all teaching posts locally and nationally. For other posts the 
advertising strategy might depend upon the likely interest in the post and/or availability of a 
suitable ‘known’ candidate.  All teaching posts will also be advertised internally within the schools. 

Selection panels 

The Trust Board has delegated appointments to the Headteacher with additional local governor 
involvement on selection panels as listed below. Interview panels should always comprise at least 
two appropriate persons, one of whom must have successfully completed accredited safer 
recruitment training. The appointment made by the selection panel will be reported to the Local 
Governing Body as appropriate. 
 

 For the appointment of a teacher to a post that merits a permanent Teaching and Learning 

Responsibility Allowance (TLR) or Special Needs Allowance, the selection panel shall consist 

of the Headteacher (or the Headteacher’s representative) plus at least one other, which 
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may be a local governor.  Any appointment to a post attracting a TLR allowance must be as 

identified in the Staffing Structure. 

 

 For the appointment of any ‘acting’ positions that merit a Teaching and Learning 

Responsibility Allowance (TLR), the selection panel shall consist of the Headteacher (or the 

Headteacher’s representative) and Line Manager.  If the position is a substantive one, local 

governor involvement may be as for TLR above. 

 

 For the appointment of all other teachers, including newly qualified and unqualified 

teachers/instructors, the selection panel shall consist of the Headteacher (or the 

Headteacher’s representative) and at least one other appropriate member of staff. 

 
There will be occasions when additional members will be invited to join selection panels 
(with/without voting rights), e.g. the involvement of a Head of Department, Subject or Year, could 
prove entirely beneficial in the appointment of a member of that department or team. 

Qualification 

Teachers employed by the Trust are normally required to hold QTS or be working towards QTS. 
 
Newly qualified teachers must successfully complete an induction period of three terms. 
 
Teachers with a recognised qualification from an overseas authority, ie overseas trained teachers 
(OTT), but without QTS, may be employed for up to four years, during which time they should seek 
accreditation as a qualified teacher, subject to the necessary permission to work, where required. 
OTTs are people who have qualified as teachers in a country outside of the European Economic 
Area (EEA) and Switzerland and have successfully completed a course of initial teacher training 
which is recognised by the relevant authorities in their home countries. An OTT is permitted to 
work as an unqualified teacher for a four year period beginning on the first day the individual 
taught in a state maintained school or a non-maintained special school in England. It expires 
exactly four years later regardless of whether the OTT has taught throughout the four year period. 
The regulation regarding the four year period may vary depending upon the origin of the OTT and 
further advice can be obtained from the DfE website. 
 
Teachers who qualified in the EEA or Switzerland will still be able to apply for qualified teacher 
status (QTS) in England (https://teacherservices.education.gov.uk/MutualRecognition) and will 
need to provide a letter of professional standing. The letter will need to be from the organisation 
responsible for regulating teachers in the country in which they qualified. This will allow the DfE to 
validate their qualification. 
The letter should: 

 Confirm that they are recognised as a qualified teacher in any EU member state, Iceland, 
Liechtenstein, Norway or Switzerland. 

 Show they are not subject to any restrictions in that country. 
 Be dated within the three months before their application. 

 

https://teacherservices.education.gov.uk/MutualRecognition


 

 

February 2022 Safer Recruitment Procedure Page 7 of 10 
 

Qualified teachers from Australia, Canada, New Zealand or the USA can apply to the Teaching 
Regulation Agency for qualified teacher status (QTS) without undertaking further training or 
assessment in England. Further information, including applying for QTS, can be obtained from the 
DfE website. 
 
Instructors (previously unqualified teachers) may be employed but normally precedence should be 
given to appointing a qualified teacher or a teacher on a recognised training programme. The law 
changed in September 2008 and the five year period for passing the skills tests was removed, 
preventing trainees without QTS from going into teaching, save in specific circumstances. 
 
A teacher cannot begin induction until they have been awarded QTS. Any period of induction 
undertaken before QTS is invalid. There is no longer a category of ‘unqualified teacher’ who has 
yet to pass their skills tests because the skills test must now be completed as part of initial teacher 
training.  Instructors and support staff do not have to pass the tests because they do not have the 
same range of responsibilities and do not have to meet the same standards as qualified teachers. 

Those Permitted to Teach 

● Teachers with QTS 
● Trainee teachers on mainstream or employment based routes to QTS 
● Overseas Trained Teachers who have worked in the UK for less than four years since the 

first date they did so 
● Instructors  

Staff may be employed to assist or support the work of anyone falling within one of the categories 
above (subject to their having the necessary skills and being supervised and directed by a qualified 
teacher).  

Ratification 

The Trust Board will appoint the candidate recommended by the selection panel.  

Associate Staff 

Identification of Need 

The staffing structure model for each school will be considered by the HR Committee on an annual 
basis, including grading and remuneration.  If a need is identified outside of this model approval 
will be sought on an ad hoc basis by the Headteacher from the relevant committee. 
 
Advertisement 
The school may choose any appropriate means of advertising the post, and this may depend on 
the nature of the post and how to target appropriate applicants. All Associate vacancies will also 
be advertised internally within Trust. 
 
Selection Panels 
The Trust Board has delegated Associate Staff appointments to the Headteacher. Interview panels 
should always comprise at least two appropriate persons, one of whom must have successfully 
completed accredited safer recruitment training. 
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In the event of an appointment to a key associate role, the selection panel will consist of the 
Headteacher (or the Headteacher’s representative) plus at least one other, which may be a trustee 
or local governor. 
 
Where it would be appropriate relevant line managers/supervisors will be involved in 
appointments. 

Qualification 

The job specification will identify any relevant qualifications appertaining to the post and these will 
be detailed within the job advert as essential requirements.  In these cases, qualification checks 
will be carried out before the appointment is confirmed. 

Ratification 

The Trust Board will appoint the candidate recommended by the selection panel.  
 
Supply Staff 
 
Where a person is supplied through an employment business or agency, the school will ensure that 
it receives the following before the person is allowed to begin work as a member of staff at the 
school: 

● Written notification from the employment business in relation to that person that it has 
made the checks referred to above and in accordance with the School Staffing (England) 
Regulations 2009 and the School Staffing (England) (Amendment) Regulations 2015. 

● Written confirmation that it or another employment business has applied for a DBS check 
or has obtained a certificate in response to an application made by that or another 
employment business. 

● If the employment business has obtained such a certificate before the person is due to start 
work at the school, confirmation as to whether it disclosed any matter or information, or 
whether any other relevant information was provided to the employment business. Where 
information was disclosed, a copy of the certificate must be provided to the HR Manager. 

The DBS certificate must have been obtained not more than three months before the person is 
due to begin work at the Trust. 
 
Before a person who is offered supply work through an employment business may begin work at 
the school, the Trust will check the person’s identity (see above), regardless of whether or not the 
employment business made such a check. 
 
Single Central Record 
In addition to safer recruitment procedures and pre-employment checks the school is required to 
maintain a single central record of staff which covers: 
 
● all staff (including supply staff and trainee teachers on salaried routes) who work at the school;  
● all others who work in regular contact with children in the school including volunteers; and  
● all members of the Local Governing Body and Trustees 
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The information contained within the Single Central Record includes the following checks, 
certificates obtained, and the date on which the checks were completed: 
 
● an identity check;  
● a barred list check;  
● an enhanced DBS check;  
● prohibition from teaching check;  
● Further checks on people who have lived or worked outside the UK 
● a Section 128 check (for staff management positions, Trustees or local governors));  
● a check of professional qualifications where required; and  
● a check to establish the person’s right to work in the United Kingdom.  
 
 
 
 
Approved by Trust Board: February 2022  
 
Next Review Date: February 2024 (or as required by legislation and/or updated  
 guidance)  
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Appendix 1 

Staff and Trustees/Local Governors who have completed accredited Safer Recruitment Training 
 

Name Role Date Training Completed 

 
Ben Bartlett 

 
CEO 

 
07.03.2020 

 
Maria Cachia 

 
Co Headteacher - HWS 

 
14.04.2021 

 
Lucy Macdonald 

 
Co Headteacher - HWS 

 
02.11.2021 

 
Heather Morey 

 
HR Manager - Trust 

 
15.04.2021 

 
Sally Nestor 

 
Examinations Assistant - HWS 

 
26.09.2021 

 
Jo Rogers 

 
HR Manager - HWS 

 
08.06.2021 

 
Sarah Ross 

      
HR Assistant - HWS 

      
22.01.2020 

 
Claudette Atkinson 

 
Co-Chair of Trust Board 

 
24.01.2019 

 
Alison Cruthers 

 
Chair of Governing Body, HWPS      

 
04.05.2018 

 
Marc Weedon 

      
Trustee 

 
07.05.2019 

 
Jon Ross 

 
Chair of Governing Body, HWS 

 
27.10.2021 

 
Preeti Parkash 

 
SCITT - HWS 

 
19.01.2020 

 
Annita Brooks 

 
Cullum Centre Manager - HWS 

 
14.10.2019 

 
Laura Dawes 

 
SENDCo - HWS 

 
16.09.2019 

 
Anna Martin 

 
Assistant Headteacher - HWS 

 
15.12.2020 

 
Chris Murray 

 
Assistant Headteacher - HWS 

 
11.11.2020 

 
Heather Adams 

 
Assistant Headteacher - HWS 

 
15.11.2020 

 
Aisling Hogan 

 
Headteacher - HWPS 

 
12.08.2019 

 
Bethan Chadda 

 
Deputy Headteacher - HWPS 

 
25.06.2020 

 
Seanne Wilmot 

 
Assistant Headteacher - HWPS 

 
15.10.2019 

 


