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Bethany school seeks to build an organisation that makes full use of the talents, skills, experience and different
cultural perspectives available in a multi-ethnic society, and where people feel they are respected and valued,
and can achieve their potential regardless of race, colour, nationality, national or ethnic origins.This policy aims
to ensure both safe and fair recruitment and selection is conducted at all times.

This policy should be read in conjunction with the school’s Safeguarding and Child Protection Policy and the
documents Disqualification under the Childcare Act 2006 - GOV.UK and Keeping children safe in education -
GOV.UK. Safeguarding and promoting the welfare of children and young people is an integral factor in
recruitment and selection and is an essential part of creating safe environments for children and young people.

Recruitment and selection policy principles

e The governing body has a duty to secure, preserve and develop the character of the school in line with
its aims and objectives...”To promote the Christian faith by providing a school staffed with committed
Christians”. Bethany School is designated as a School “Having a Religious Character” Designation of
Schools Having a Religious Character (Independent Schools) (England) (No.3) Order 2003. Under the
equality act 2010, Faith schools are permitted to take into account religious considerations when
employing staff. Faith Schools: FAQs

e The School is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share in this commitment.

e Selection for employment, training, and promotion and access to benefits, facilities, and services, will
be fair and equitable and based solely on merit.

e No one should receive less favourable treatment, on grounds of race, colour, nationality or ethnic or
national origin.

e Opportunities for employment, training, and promotion are equally open to candidates from all groups
and selection for employment, training, and promotion and access to benefits, facilities and services,
will be fair, consistent and equitable, based on merit

e The School is committed to attracting, selecting and retaining employees who will successfully and
positively contribute to the life of the school. They are expected to behave in a manner that is
compatible with the values and moral codes associated with biblically directed Christian living and
support and promote the ethos of the school.

e This policy applies to all the school employees and Governors responsible for and involved in
recruitment and selection of all staff. The ultimate responsibility for recruitment and selection lies with
the Governing Body.

e All relevant equal opportunities legislation is adhered to and appointees are not discriminated against.

e The most cost effective use is made of resources in the recruitment and selection process.

APPOINTMENT OF WORKERS
Safer Recruitment — Recruitment and Selection

Posts will normally be advertised and selection will be carried out by a panel with at least three members.
Selection will be based on a minimum of completed application form, necessary academic qualifications,
appropriate identity and criminal records checks, receipt of appropriate references, short listing and successful
interview, but in the case of teaching staff will, whenever possible, involve the teaching of a class. New staff
members will be required to comply with the schools safeguarding policy and staff code of conduct. Itis a
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https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.legislation.gov.uk/uksi/2003/3328/schedules/made
https://www.legislation.gov.uk/uksi/2003/3328/schedules/made
https://researchbriefings.files.parliament.uk/documents/SN06972/SN06972.pdf

requirement that at least one member of the interview panel has completed the Safer Recruitment Training
successfully prior to the start of the recruitment process.

Recruitment Procedure
1. Staff recruitment request

The Head or the Senior Management team (SMT) approach the Governors to discuss the need for
replacement staff. SMT should develop a job description and person specification for the role to be recruited to.

2. Advertisement

Having satisfied themselves that a post is required, a suitable job advert needs to be drawn up by the Head or
SMT and approved by the Governors.

The advert and/or Job Description is compiled and made available with an Application Form and a Medical
declaration form. Vacancies are advertised locally through personal contacts, on the school’s website or may
be advertised nationally through the Christian School’s Trust.

We also attach a Self-Declaration Disclosure and consent form in order to process the DBS check. The
Application Form includes an explanation that the post is exempt from the Rehabilitation of Offenders Act 1974,
(further details in ‘Thirty one eight’ guidance). The information enclosed includes a statement about Bethany
Schools’ commitment to safeguarding children.

The description should also ensure that all applicants are aware of:

The Christian nature of the school and charity

The responsibilities/requirements of the role

Indication of hours/days required

Indication of salary and other benefits

that a full enhanced DBS check is required from all applicants.

The likelihood that online searches to identify potential safeguarding concerns may be undertaken in
line with KCSIE

3. Application Form

A Standard application form will be used to obtain a common set of core data from all applicants. The
application form may be adapted for different posts but will always include key information on safeguarding.
The application form should be completed and returned to the head teacher along with the criminal record
self-declaration form and medical questionnaire which are kept confidentially.

Please see Appendix 1 for information to be considered when determining whether an applicant with a criminal
record is suitable for the post applied for.

4. Shortlisting and Appointment

The interviewing panel are given authority by the board to shortlist and appoint the member of staff. The
Governors on the panel should be part of the shortlisting process and interview panel. The authority to appoint
to the post will be delegated to this interview panel and recorded in the Governors meeting minutes.
Responses are sifted, using specific criteria, appropriate to the post being advertised. References will be
requested by the lead recruiter at this stage (open references are not acceptable). As part of the shortlisting
process, the school will consider carrying out an online search as part of our due diligence on the shortlisted
candidates. This may help identify any incidents or issues that have happened, and are publicly available
online, which the school might want to explore with the applicant at interview. This will have regard to KCSIE
Part two - Legislation and the Law for information on data protection and UK GDPR. Shortlisted candidates will
be invited for an interview. In the case of teaching staff, applicants may be observed teaching a class.
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5. Interviews

The interview will assess the merits of each candidate for the post and explore their suitability to work with
children and young people. The selection process for people who will work with children and young people will
always include a face-to-face interview even if there is only one candidate. There will be a question on
safeguarding in order to identify the candidates suitability and any areas of concern during the interview. Any
gaps in employment or information provided in the application form will be explored

A minimum of three interviewers will form the interviewing panel and two of these will be Governors.
The members of the panel will:

e have the necessary authority to make decisions about appointments;

e be appropriately trained, (one member of the interview panel will have undertaken Safer Recruitment
Training in accordance with the DfE requirements).

e meet before the interviews to reach a consensus about the required standard for the job to which they
are appointing and to consider the issues to be explored with each candidate and who on the panel will
ask about each of those.

Where a candidate is known personally to a member of the selection panel this will be declared before short
listing takes place. It may then be necessary to change the selection panel to ensure that there is no conflict of
interest and that equal opportunities principles are adhered to.

In addition to assessing and evaluating the applicant’s suitability for the particular post, the interview panel will
also explore:

the candidate’s Christian testimony

the candidate’s attitude toward children and young people

his/her ability to support the school’s agenda for safeguarding and promoting the welfare of children;
gaps in the candidate’s employment history;

concerns or discrepancies arising from the information provided by the candidate and/or a referee.
Relevant questions regarding the candidates mental and physical capacity for the role based on the
Medical questionnaire

If, for whatever reason, references are not obtained before the interview, the candidate will also be asked at
interview if there is anything s/he wishes to declare/discuss in light of the questions that have been (or will be)
put to his/her referees.

It is vital that the references are obtained and scrutinised before a person’s appointment is confirmed and
before s/he starts work.

6. Conditional Offer of Appointment

A conditional offer of employment is made by letter to the successful candidate and a start date is confirmed.
Unsuccessful candidates are informed of the outcome of their application.

7. Pre Appointment Checks

An offer of appointment to the successful candidate will be conditional upon:

e verification of the candidate’s identity using photographic ID and proof of address

e obtaining an enhanced DBS check including children’s barred list information (a separate barred list
check will be obtained if the candidate is to start work in regulated activity before the DBS is available).

e verification of eligibility to work in the UK

e verification of the candidate’s mental and physical fitness to carry out their role (completion of medical
questionnaire which may be followed up at the interview stage)

e the receipt of at least two satisfactory references
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e overseas checks (where appropriate) Individuals who have lived or worked outside the UK must
undergo the same checks as all other staff in schools or colleges. (See KCSIE) In addition, the school
will make any further checks they think appropriate so that any relevant events that occurred outside
the UK can be considered. These checks could include, where available:

e criminal records checks for overseas applicants - Home Office guidance can be found on
Criminal records checks for overseas applicants - GOV.UK

e obtaining a letter of professional standing from the professional regulating authority in the
country in which the applicant has worked. Advice about which regulatory or professional body
applicants should contact is available from the National Recognition Information Centre for the
United Kingdom, UK NARIC. Where available, such evidence can be considered together with
information obtained through other pre-appointment checks to help assess their suitability.
Where this information is not available the school will seek alternative methods of checking
suitability and or undertake a risk assessment that supports informed decision making on
whether to proceed with the appointment. Although sanctions and restrictions imposed by
another regulating authority do not prevent a person from taking up teaching positions in
England, the school will consider the circumstances that led to the restriction or sanction being
imposed when considering a candidate’s suitability for employment. Further information can be
found in DfE Guidance: Recruit teachers from overseas.

e two/ A professional references and a character and/or pastoral references, will be requested, for all
staff. Where possible, references will be obtained prior to interviews to allow any concerns to be
explored with the referee and discussed with the candidate. References will always be scrutinised
before appointment, including for internal candidates. Open testimonials will not be relied upon, nor any
information that has been provided by the candidate without verifying the information. Electronic
references will be vetted to ensure they originate from a credible source.

e verification of professional qualifications including QTS if applicable
verification of professional status where required e.g. QTS status (unless properly exempted)

e A check of the Prohibition from teaching list will be completed for all teachers via Check a teacher’s
record - GOV.UK

e all leaders and managers, including Trustees/Governors are required to have a section 128
Management Check. This will be included on the school’'s SCR showing that checks have been made
according to section 128. This will also be done using Individuals prohibited from managing or
governing schools - GOV.UK

All checks will be:

confirmed in writing;

documented and retained on the staff file

recorded on the school’s single central record database; and,

followed up where they are unsatisfactory or there are discrepancies in the information provided.

The criteria for NOT appointing children’s workers are:

e Previous offences against children identified via DBS and, barred list and disqualification list checks.

e |[f the Governors have reservations about an individual's behaviour, lifestyle, attitudes and spiritual
commitment.

e |f the Governors have any reasons to doubt a worker’s suitability for the job.

N.B. The facts will be reported to the police and/or the DfE Children’s Safeguarding Operations Unit (formerly
the Teachers Misconduct Team), if:

e the candidate is found to be disqualified from working with children by a Court; or,
e an applicant has provided false information in, or in support of, his/her application; or,
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e there are serious concerns about an applicant’s suitability to work with children.
If an individual’s DBS certificate is not available a member of staff would only be able to start work if:

e the individual is appropriately supervised
e other checks (references etc) have come through
e the person in question has been informed of these safeguards

The following personnel should have their details entered on the School Single Central Record

e Staff in regulated activity — all teaching staff (teachers and assistants), (See KCSIE for details of those
in regulated activity)

e Volunteers working in an unsupervised capacity

e Chair of the Governors

e Other Governors

8. Post Appointment
Workers will be given a contract/statement of particulars.

There will be an appropriate induction programme for all staff which includes Safeguarding training. All new
staff will be expected to read the school Code of Conduct Policy and all policies concerning Child Protection
and Safeguarding as part of the Induction process, including the behaviour policy, the safeguarding response
to children who go missing from education, and the identity of the DSL and Deputy DSL.

All new staff will need to complete a Basic Awareness Course on Safeguarding and Child Protection,
renewable every three years, which is considered best practice by Sheffield Local Authority Safeguarding
Board.

All staff members participate in the appraisal system as per the appraisal policy and undergo approx 4 yearly
DBS checks

Staff working in alternative provision settings

Where we place a pupil with an alternative provision provider, we obtain written confirmation from the
provider that they have carried out the appropriate safeguarding checks on individuals working there that we
would otherwise perform.

Appointing Governors and Volunteers

Please see the Volunteer Policy for details on how volunteers are appointed, including the procedure,
pre-appointment checks and induction information.

All leaders and managers, including Governors are required to have a section 128 Management Check. This
will be included on the school’'s SCR showing that checks have been according to section 128.

Note: Section 128 directions will show up on an enhanced DBS check with barred list information, provided
that ‘children’s workforce independent schools’ is specified in the parameters of the check.

New Governors may be asked to complete an application form and meet with the Head teacher and Chair of
Governors, following the appropriate checks as above.

Policy Approved by Governors: May 2026

Policy due for review: 2029



Appendix 1

INFORMATION TO BE CONSIDERED WHEN DETERMINING WHETHER AN APPLICANT WITH A
RIMINAL RECORD | ITABLE FOR THE POST APPLIED FOR

If an applicant’s criminal record check reveals details of past cautions and/or convictions the following
procedures will be followed:

e |[f the certificate simply confirms what the applicant has already disclosed, and we have already taken
this information into account when making the offer of employment, we will confirm the offer of
employment.

e If our decision to recruit an applicant depends upon approval from a senior staff member, we shall
ensure that the decision maker has all the relevant information to hand to make a fair and balanced
decision. This may include the applicant’s initial disclosure, a disclosure statement and any other
relevant information they may have provided in the interim that may inform a risk assessment.

e |[f the certificate reveals information that we were not expecting or that the applicant had not previously
disclosed, further consideration may be necessary.

We will consider guidance found in Employing Someone With a Criminal Record | Nacro before proceeding
with an appointment. This would include information regarding the nature of the offence, the relevance,
seriousness and circumstances of the offence, the age at which the offence occurred, whether there has been
a pattern of offending and/or change circumstances. A risk assessment would be carried out and kept on
record.

DBS CERTIFICATE RISK ASSESSMENT

To be completed if the DBS Certificate or the applicant has disclosed criminal record information
Name on DBS Certificate: Certificate No:

Post: Date of issue:

Yes | No | Comments/Actions/Explanation

Was the applicant a juvenile at the
time of any offence(s)?

Does the disclosure show a pattern
of offending?

Does the disclosure show recent
offences or a recent change in
behaviour? How long ago was that?

Do any offences have any relevance
to the job role?

Does the nature of the job present
any opportunities for the post holder
to reoffend in the place of work?

Where completed, has the applicant
disclosed their offences on the DCC
form or in interview?



https://www.nacro.org.uk/nacro-services/criminal-record-support/advice-for-employers/employing-someone-with-a-criminal-record/#suitable

What was the outcome of the
discussion with the applicant about
their criminal background?

Will the post holder be supervised?

Outcome of Assessment

| am satisfied that based on the above, the criminal background of this person
should not prevent them taking up the position

I am not satisfied that based on the above, the criminal background of this
person makes them suitable to take up the position

Chair of Governor’s/Headteacher Name:

Chair of Governor’s /Headteacher Signature:

Date:




