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1.
Introduction

1.1
The Council has a responsibility to safeguard the welfare of children and young people. 
The Safeguarding Children and Safer Recruitment in Education guidance issued in 2007 
set out recruitment best practice for schools and local authorities. This includes 
recruitment and selection best practice, and other human resources processes that help 
to recruit candidates who have the skills, knowledge and aptitudes to work, whether paid 
or unpaid, in the education services and help to deter, reject or identify people who are 
unsuitable.
1.2
The following guidance is therefore aimed at those managers who have a lead 
responsibility for the recruitment and selection of staff; it includes the issues to consider 
when recruiting to vacant positions where the post holder will be required to undertake 
work with children and vulnerable adults.  

1.3
As well as following this guidance it is mandatory that all recruiting managers have 
attended the Council’s ‘Safer Recruitment’ training workshop. Further information and 
nomination forms regarding these courses are available from OED. 

2.
Recruitment and Selection
2.1
Defining the role 


Managers should ensure that both the job description and person specification for the 
vacancy are up to date and accurately reflect the job and its key requirements. In 
accordance with safer recruitment guidelines this includes: 


· Ensuring that relevant safeguarding references are detailed in both the Job 
Description and Person Specification 

· Ensuring that both documents contain relevant information regarding the 
Independent Safeguarding Authority (ISA). Further information on the ISA 
requirements can be found within the Council’s DBS Policy.

2.2
Advertising 

The job advertisement must:

·  Detail the skills, abilities, experience, (motivations and values) required of the 
successful candidate and the boundaries of the role. 

· Clearly relay the Council’s commitment to safer recruitment and ensure that 
candidates are advised of the requirements of the post (Enhanced DRB/ISA 
Registration etc). 
2.3
Application Pack

This must include any relevant information relating to the safeguarding of children and 
vulnerable adults. 


Applicants should be informed that, if shortlisted, references will be taken up prior to 
interviews.

2.4
Application Form

When the application forms are received by the recruitment panel, as part of their short-
listing exercise they should scrutinise the employment history of each applicant to ensure 
that they have provided a full history of their previous employment and there are no 
unexplained gaps in employment. Where there are gaps identified in an application, the 
Chair of the Panel should flag this up to seek further information from the applicant at 
the interview if they are shortlisted.

2.5
References 


At the same time as inviting shortlisted candidates to interview the panel must seek a 
minimum of 2 references. References must be available to the interview panel for further 
probing and questioning as appropriate at interview.  References prior to interview 
cannot ask for information regarding absence records.  A second reference covering 
absence records for the successful candidate should be sought as part of the conditional 
offer process.

At least one of the references obtained must be from a previous employer where the 
individual was required to undertake work with children or vulnerable adults. Reference 
requests will seek information about any past disciplinary issues and/or allegations 
relating to children and/or child protection.

You must also consider any delays on the part of the individual in providing details of a 
suitable referee and investigate further as appropriate. 


Referees providing electronic references must be asked to post a copy of the reference 
on letterhead, dated and signed. 


Information provided by the referee must be cross referenced against the information 
provided by the applicant to ensure consistency. Where inconsistencies or concern 
exists you must ensure these are referred back to the referee for clarification. 

2.6
Criminal background checks – self disclosure. 


The application form does allow individuals to self-disclose criminal records and/or 
existing or pending criminal convictions, cautions warnings, reprimands and bindovers or 
are on List 99, disqualified from working with children, or subject to sanctions imposed 
by the General Teaching Council (GTC) for consideration and discussion at an early 
stage prior to a Disclosure and Barring Service (DBS) check being undertaken. This will deter 
most unsuitable candidates from applying in the first instance, and will also assist 
recruiting managers in identifying whether disclosed convictions fundamentally prohibit 
the employment of an individual in accordance with the Education Act 2002, PoCA 1999 
and CJCSA (Criminal Justice and Court Services Act) 2000. It should be noted that it is a 
discriminatory practice to use disclosed information for short listing purposes except 
where the candidate falls into one of the exceptions as detail above. Recruiting managers 
should apply a fair and transparent assessment criteria against any information disclosed 
and follow up any disclosed information with a relevant CRB check as appropriate. Such 
instances must be referred to Human Resources for advice as appropriate.  

2.6
Interviews
· At least one member of the panel must have attended the Safer Recruitment 
Training Workshop

· Interview panels must consist of at least 2 people 

· A set of structured interview questions must be agreed by the panel. These must 
be specific to the criteria for the post.

· The panel must thoroughly probe at interview any areas of concerns including 
gaps in employment history, frequent changes in employment and anything else 
which raises suspicion or concern.

· It is also essential for the panel to explore the motives and attitude of all 
candidates as well as their skills and experience to do the job. 

· The panel must keep a clear and coherent record of the interview and of their 
final decision to be kept of file.
· Each candidate must be asked to sign a copy of the application form as a 
declaration that the information provide is a true account of their employment 
history.
2.7
Pre employment checks 


The following pre-employment checks must be completed for all posts working with 
children and/or vulnerable adults: 

· Identity 

· List 99/ PoCA list 

· Qualifications 

· Status (QTS, GSCC Registration) 

· Eligibility to live and work in the UK 

· Health and sickness record 

· ISA registration (for new recruits and existing employees changing  roles with 
effect from October 2009)  

· Enhanced Disclosure and Barring Service (DBS) checks 


It is also equally important to adopt a culture of ongoing vigilance within the organisation. 
This extends to the compulsory re-checking of staff working with children and vulnerable 
adults every 3 year.
3.
Further information
3.1
For further information and advice contact the recruitment lead officer in the HR People 
Centre in the first instance.
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