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Introduction 
 

To make sure we recruit suitable people, we will ensure that those involved in the 

recruitment and employment of staff to work with children have received appropriate safer 

recruitment training. 

In line with the guidance in Section 3 of KCSIE 2021 and as per our Safeguarding policy we 

have put the following steps in place during our recruitment and selection process to ensure 

we are committed to safeguarding and promoting the welfare of children.  

 
Safer Recruitment 

Greenvale School recognises that sometimes people who want to cause harm to students 
actively seek employment that provides them access to young people.  

The school will protect our students from having to come into contact with people with the 

propensity to cause harm by thorough and rigorous scrutiny of all applications. We will: 

 Verify applicant’s identity 
 Check applicant’s qualifications/experience/ employment/history 
 Obtain professional and character references 
 Check applicant’s health and physical capacity to undertake the job 
 Hold a face-to-face interview for all candidates with at least one member of the 

Greenvale School panel who has attended safer recruitment training 
 Ensure all adults in regulated activity with the students have a enhanced DBS check  

and barred list check. 
 Make staff aware of their contractual, legal, administrative and pastoral 

responsibilities. A key document to support staff’s understanding in this area is 
‘Keeping Children Safe in Education’ (2021) which will be made available to all staff. 

In recruiting and appointing staff, the Headteacher and the School’s Governing body have key 

responsibilities to create a culture of safe recruitment and, as part of that, adopt recruitment 

procedures that help deter, reject or identify people who might abuse students.  

Employees: Advertising / Shortlisting / Interviews  

We ensure that the advertisement makes clear the school’s commitment to safeguarding and 

promoting the welfare of students.  

All job descriptions make reference to the responsibility for safeguarding and promoting the 

welfare of students.  

All person specifications include specific reference to suitability to work with students.  
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We ask for written information about previous employment history and check that 

information is not contradictory or incomplete. If a candidate for a teaching post is not 

currently employed as a teacher, we will check with the school, college or local authority at 

which they were most recently employed, to confirm details of their employment and their 

reasons for leaving.  

We will always seek at least two references to obtain objective and factual information to 

support our appointment decisions. These will be scrutinised and any concerns need to be 

resolved satisfactorily, before the appointment can be confirmed.  

We endeavour to seek references on all short-listed candidates, including internal ones, 

before interview, so that any issues of concern they raise can be explored further with the 

referee, and taken up with the candidate at interview.  

We will always request references directly from the referee and employers and will not use 

open references, for example in the form of ‘to whom it may concern’ testimonials.  

After a job offer (subject to references and checks) has been made, references will be 

checked by the Senior Lead for HR and Premises to ensure that all specific questions have 

been answered satisfactorily. The referee should be contacted to provide further clarification 

as appropriate: for example, if the answers are vague. They should also be compared for 

consistency with the information provided by the candidate on their application form. Any 

discrepancies will be taken up with the candidate.  

Any information about past disciplinary action or allegations will be considered carefully 

when assessing the applicant’s suitability for the post; including information obtained from 

records held on the Database of Qualified Teachers (DQT). The DQT is maintained by the 

Teaching Regulation Agency (TRA) which is an executive agency of the Department for 

Education (DfE). 

We verify that the successful applicant has all the academic or vocational qualifications 

claimed.  

We check his or her previous employment history and experience.  

We conduct a face-to-face interview that explores the candidate’s suitability to work with 

students as well as his or her suitability for the post.  

We verify the successful applicant’s identity, when they arrive for an interview.  

 Offer of appointment  

An offer of appointment to a successful candidate, including one who has lived or worked 

abroad, will be conditional upon satisfactory completion of our pre-employment checks.  
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Before new staff are appointed, we will:  

 Verify a candidate’s identity from current photographic ID and proof of address;  

 Obtain 2 references 

 Obtain a certificate for an enhanced DBS check with a barred list information where 

the person will be engaging in regulated activity;  

 Obtain a separate barred list check if an individual will start work in regulated activity 

before the DBS certificate is available;  

 Check that a candidate to be employed as a teacher is not subject to a prohibition 

order issued by the Secretary of State, using the NCTL Teacher Service Portal 

(formerly known as the Employer Access Online service);  

 Verify the candidate’s mental and physical fitness to carry out their work 

responsibilities. This is done through the council’s occupational health services;  

 Verify professional qualifications, as appropriate.  

Additional checks on individuals who have lived or worked outside the UK: 

Individuals who have lived or worked outside the UK must undergo the same checks as all 

other staff. In addition, we will make any further checks we think appropriate so that any 

relevant events that occurred outside the UK can be considered.   

We will verify the person’s right to work in the UK. If there is uncertainty about whether an 

individual needs permission to work in the UK, we will follow the council’s guidance and the 

advice on the GOV.UK website. 

All schools have a statutory duty under the new Home Office guidance issued on 6 April 2017, 

which states that: 

“All Tier 2 (General) visa applicants who want to work in specified health, education or social 

care sectors must provide a criminal record certificate and so for all new appointments, schools 

must consider additional checks, including obtaining a Certificate of Good Conduct, where staff 

have ever lived or worked abroad”.  

The requirement is applicable to all *Tier 2 (General) staff from any country (excluding the 

United Kingdom and Northern Ireland),where an individual has lived or worked for more than 

12 months+ either in total or continuously as well as within the previous 10 years.  

In Lewisham local authority, all new employees who declare that they have every lived or 

worked outside the UK for more than 12 months+ either in total or continuously since the 

age of 18 years, will be risk assessed before making a decision as to whether further checks 

are appropriate in accordance with statutory guidance in Keeping Children Safe in Education 

2021. 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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It is not a legal requirement for existing staff who have ever lived or worked abroad for 12 

months+ in total or continuously since the age of 18 years, but the governing body and senior 

leadership at Greenvale School have made the decision that we will/will not risk assess 

existing staff to make a decision whether or not we will pursue overseas criminal records 

checks for existing members of staff, volunteers or governors. 

 


