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1. INTRODUCTION  

This Recruitment and Selection Policy has been produced in line with the DfE guidance ‘Keeping 
Children Safe in Education’ Statutory guidance for schools and colleges September 2022.  This 
policy aims to ensure both safe and fair recruitment and selection is conducted at all times. 

Making safeguarding and promoting the welfare of children an integral factor in recruitment and 
selection is an essential part of creating safe environments for children. AASSG is committed to 
safeguarding and promoting the welfare of all pupils in its care.  

2. RECRUITMENT AND SELECTION POLICY STATEMENT 

Al-Ashraf Secondary School (AASSG) is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share in this commitment.   

AASSG is committed to attracting, selecting and retaining employees who will successfully and 
positively contribute to providing a valuable service.  A motivated and committed workforce with 
appropriate knowledge, skills, experience and ability to do the job is critical to the school’s 
performance and fundamental to the delivery of a high-quality service. 

3. PURPOSE 

� To ensure the recruitment of both permanent and temporary (including voluntary) staff is 
conducted in a fair, effective and economic manner. 

� To achieve this purpose, those that are responsible for each stage of the recruitment 
process will demonstrate a professional approach by dealing honestly, efficiently and fairly 
with all internal and external applicants. 

4. SCOPE 

� The policy applies to all employees and governors responsible for and involved in 
recruitment and selection of all school based staff.   

� The ultimate responsibility for recruitment and selection lies with the Governing Body.  The 
Governing Body has delegated the responsibility to the Head teacher for appointing other 
than those to the leadership group. 

5. AIMS AND OBJECTIVES 

Primarily the aim is to deter, reject or identify people who may abuse pupils or are otherwise 
unsuited to working with them by having appropriate measures for appointing staff.  

To ensure that the safeguarding and welfare of children and young people occurs at each stage of 
the recruitment process: 
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Advertising and information for applicants 

AASSG will demonstrate its commitment to safeguarding and protecting children by ensuring that 
all recruitment advertising material contains a policy statement to this effect. All information given 
to the interested applicant should highlight the importance placed by the organisation on rigorous 
selection processes. 

The information should stress that the identity of the candidate, if successful, will need to be 
checked thoroughly, and that where a Disclosure and Barring Service (DBS) check is appropriate 
the person will be required to complete an application for a DBS Disclosure to the appropriate 
level straight away. 

6.    APPLICATION FORMS  

AASSG uses its own application form and all applicants for employment will be required to 
complete an application form containing questions about their academic and full employment 
history and their suitability for the role (in addition all applicants are required to account for any 
gaps or discrepancies in employment history). Incomplete application forms will not be shortlisted.  

The application form will include the applicant’s declaration regarding convictions and working 
with children, and will make it clear that the post is exempt from the provisions of the 
Rehabilitation of Offenders Act 1974.   

It is unlawful for the School to employ anyone who is barred from working with children. It is a 
criminal offence for any person who is barred from working with children to apply for a position at 
the School. All applicants will be made aware that providing false information is an offence and 
could result in the application being rejected or summary dismissal if the applicant has been 
selected, and referral to the police and/or the DBS. 

7. REFERENCES 

AASSG will request both professional and character references, one of which should be from the 
applicant’s current or most recent employer. Additional references may be asked for where 
appropriate. For example, where the applicant is not currently working with children, but has done 
so in the past, a reference from that employer should be asked for in addition to that from the 
current or most recent employer if this is different.   

Wherever possible references will be obtained prior to the interview, so that any issues of concern 
raised by the reference can be explored further with the referee and taken up with the candidate 
during interview. 

References will be sought and obtained directly from the referee and their purpose is to provide 
objective and factual information to support appointment decisions.  In order to achieve this, a 
reference pro-forma with questions relating to the candidate’s suitability to work with children 
and young people will be provided. 

All referees will be asked whether they believe the applicant is suitable for the job for which they 
have applied and whether they have any reason to believe that the applicant is unsuitable to work 
with children.  
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Please note that questions will be asked about health or medical fitness prior to any offer of 
employment being made. 

The School does not accept open references, testimonials or references from relatives.  

References should include: 

� Length of time the person has known the applicant and in what capacity. 

� Post held with dates and reasons for leaving. 

� Ability and suitability to work with children and young people. 

� Skills, strengths and weaknesses and how these have been demonstrated. 

� Any current disciplinary investigation and/or sanction. 

� Any allegations and/or disciplinary investigations relating to the safety or welfare of 
children and young people and the outcome of these (including where any sanction has 
expired). 

� Details of any criminal convictions, cautions or bind-overs. 

� Sickness record. 

� Verification of the identity of the referee. 

The referee should be asked to confirm whether the applicant has been the subject of any 
disciplinary sanctions and whether the applicant has had any allegations made against him/her or 
concerns raised which relate to either the safety or welfare of children and young people or about 
the applicant’s behaviour towards children or young people. Details about the outcome of any 
concerns or allegations should be sought. 

8.  SELECTION OF CANDIDATES 

There are standard procedures for short listing to ensure that the best candidates are selected 
fairly. All applicants should be assessed equally against the criteria contained in the person 
specification without exception or variation. 

Safer recruitment means that all applications should additionally be: 

� Checked to ensure that they are fully and properly completed. Incomplete applications 
should not be accepted and should be returned to the candidate for completion. 

� Scrutinised for any anomalies or discrepancies in the information provided. 

� Considered with regard to any history of gaps between employment, or repeated changes 
in employment, or moves to supply work, without clear and verifiable reasons. 

All candidates should be instructed to bring with them documentary evidence of their identity, 
either a  birth certificate, passport or photo card driving licence and additionally a document such 
as a utility bill or bank statement that verifies the candidate’s name and current address. Where 
appropriate, change of name documentation must also be brought to the interview. 
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Candidates should also be asked to bring original or certified copies of documents confirming any 
necessary or relevant educational and professional qualifications. If the successful candidate 
cannot produce original documents or certified copies written confirmation of his/her relevant 
qualifications must be obtained from the awarding body. 

9. INTERVIEWING SHORT-LISTED CANDIDATES 

Questions should be set which test the candidate’s specific skills and abilities to carry out the job 
applied for.  

The candidate’s attitude toward children and young people in general should be tested and also 
their commitment to safeguarding and promoting the welfare of children in particular. At least 
one member of the interview panel should be trained by successfully completing the Safer 
Recruitment in Education Course. 

Any gaps and changes in employment history should be fully explored during the interview, as 
should any discrepancies arising from information supplied by the candidate or by the referee. 

In addition to this, an online search should be carried out as part of 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. 

10.  OFFER OF APPOINTMENT AND NEW EMPLOYEE PROCESS 

In accordance with the recommendations set out in KCSIE and the requirements of the Education 
(Independent School Standards) Regulations 2014, AASSG carries out a number of pre-
employment checks in respect of all prospective employees.  

If it is decided to make an offer of employment following the formal interview, any such offer will 
be conditional on the following:  

� The agreement of a mutually acceptable start date and the signing of a contract 
incorporating the School's standard terms and conditions of employment. 

� Verification of the applicant's identity (where that has not previously been verified). 

� The receipt of two references (one of which must be from the applicant's most recent 
employer) which the School considers to be satisfactory. 

� For positions, which involve "teaching work": 

o The School being satisfied that the applicant is not, and has never been, the subject 
of a sanction, restriction or prohibition issued by the National College for Teaching 
and Leadership, or any predecessor or successor body, or by a regulator of the 
teaching profession in any other European Economic Area country which prevents 
the applicant working at the School or which, in the School's opinion, renders the 
applicant unsuitable to work at the School. 

o The School being satisfied that the applicant is not, and has never been, the subject 
of any proceedings before a professional conduct panel or equivalent body in the 
UK or any other country for any reason which prevents the applicant working at the 
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School or which, in the School's opinion, renders the applicant unsuitable to work at 
the School; 

� Where the position amounts to "regulated activity”, the receipt of an enhanced disclosure 
from the DBS which the School considers to be satisfactory;  

� Where the position amounts to "regulated activity" confirmation that the applicant is not 
named on the Children's Barred List*. 

� Confirmation that the applicant is not subject to a direction under section 142 of the 
Education Act 2002 which prohibits, disqualifies or restricts them from providing education 
at a school. 

� Confirmation that the applicant is not subject to a direction under Section 128 which 
prohibits, disqualifies or restricts a person from being a governor/trustee, Headteacher, 
member of SLT and departmental head of an Independent school. 

This means that the School will use both the DBS and Prohibition List of checking when making 
appointment for any staff in a management position which involves regulated activity (which 
encompasses all teaching posts above classroom teacher, and all ancillary posts where the person 
is a member of the senior leadership team). 

� Verification of the applicant's medical fitness for the role. 

� Verification of the applicant's right to work in the UK. 

� Any further checks which are necessary as a result of the applicant having lived or worked 
outside of the UK. 

� Verification of professional qualifications which the School deems a requirement for the 
post, or which the applicant otherwise cites in support of their application (where they 
have not been previously verified).  

*The School is not permitted to check the Children's Barred List unless an individual will be 
engaging in "regulated activity". The School is required to carry out an enhanced DBS check for all 
staff, supply staff and governors who will be engaging in regulated activity. However, the School 
can also carry out an enhanced DBS check on a person who would be carrying out regulated 
activity but for the fact that they do not carry out their duties frequently enough i.e. roles which 
would amount to regulated activity if carried out more frequently.  

Whether a position amounts to "regulated activity" must therefore be considered by the School in 
order to decide which checks are appropriate. It is however likely that in nearly all cases the 
School will be able to carry out an enhanced DBS check and a Children's Barred List check.  

A personal file checklist will be used to track paperwork obtained in accordance with Safer 
Recruitment Training. The checklist will be retained on Personnel files.  

Prohibition orders prevent a person from carrying out teaching work in schools, sixth form 
colleges, 16 to 19 academies, relevant youth accommodation and children's homes in England.  

A person who is prohibited from teaching must not be appointed to work as a teacher in such a 
setting. A check of any prohibition can be carried out using the Employer Access Online Service.  

Prohibition orders are described in the National College for Teaching and Leadership’s (NCTL) 
publication Teacher misconduct: the prohibition of teachers. 
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11. PROOF OF IDENTITY, RIGHT TO WORK IN THE UK & VERIFICATION 
OF QUALIFICATIONS AND/OR PROFESSIONAL STATUS.  

All applicants invited to attend an interview at the school will be required to bring their 
identification documentation such as passport, birth certificate, driving licence etc. with them as 
proof of identity/eligibility to work in UK in accordance with those set out in the Immigration, 
Asylum and Nationality Act 2006 and DBS identity checking guidelines.  

The School does not discriminate on the grounds of age. Where an applicant claims to have 
changed their name by deed poll or any other means (e.g. marriage, adoption, statutory 
declaration) they will be required to provide documentary evidence of the change. 

In addition, applicants must be able to demonstrate that they have actually obtained any 
academic or vocational qualification legally required for the position and claimed in their 
application form.  

12.  MEDICAL FITNESS 

The School is legally required to verify the medical fitness of anyone to be appointed to a post at 
the School, after an offer of employment has been made but before the appointment can be 
confirmed.  

All applicants are requested to complete a medical questionnaire and where appropriate a 
doctor’s medical report may be required. This information will be reviewed against the Job 
Description and the Person Specification for the particular role, together with details of any other 
physical or mental requirements of the role.  The School is aware of its duties under the Equality 
Act 2010. No job offer will be withdrawn without first consulting with the applicant, obtaining 
medical evidence and considering reasonable adjustments.  

13.  OVERSEAS CHECKS  

The School, in accordance with the UK Visas and Immigration (UKVI) will, if applicable, sponsor 
new foreign nationals (see Certificate of Sponsorship section). In addition, applicants who have 
lived/travelled abroad for more than 3 months will need to obtain a criminal records check from 
the relevant country.  The applicant will not be permitted to commence work until the overseas 
information has been received and is considered satisfactory by the School. 

14. RECORD RETENTION / DATA PROTECTION  

The School is legally required to undertake the above pre-employment checks. Therefore, if an 
applicant is successful in their application, the School will retain on their personnel file any 
relevant information provided as part of the application process. This will include copies of 
documents used to verify identity, right to work in the UK, medical fitness and qualifications. 
Medical information may be used to help the School to discharge its obligations as an employer 
e.g. so that the School may consider reasonable adjustments if an employee suffers from a 
disability or to assist with any other workplace issue.  

This documentation will be retained by the School for the duration of the successful applicant's 
employment with the School. All information retained on employees is kept centrally in the 
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Human Resources Office in a locked and secure cabinet. The same policy applies to any suitability 
information obtained about volunteers involved with School activities. AASSG will retain all 
interview notes on all unsuccessful applicants for a period of 6 months, after which time the notes 
will be confidentially destroyed (ie: shredded). The 6 month retention period is in accordance with 
the Data Protection Act 2018 and GDPR. 

15. INDUCTION AND SUPERVISION OF NEWLY APPOINTED STAFF 

The induction of all newly appointed staff should include an introduction to the organisation’s 
child protection policies and procedures. This should include being made aware of the identity and 
specific responsibilities of those staff with designated safeguarding responsibilities. 

New staff members should be provided with information about safe practice and given a full 
explanation of their role and responsibilities and the standard of conduct and behaviour expected. 

They should also be made aware of the organisation’s personnel procedures relating to 
disciplinary issues and the relevant whistle blowing policy. 

The programme of induction should also include child protection training at a level appropriate to 
the member of staff’s work with children. Senior Leaders should ensure that their staff and 
volunteers are adequately and appropriately supervised and that they have ready access to advice, 
expertise and management support in all matters relating to safeguarding and child protection. 

16. PRINCIPLES 

The following principles are encompassed in this policy: 

� All applicants will receive fair treatment and a high-quality service. 

� The job description and person specification are essential tools and will be used 
throughout the process. 

� Employees will be recruited on the knowledge, experience and skills needed for the job. 

� The Head Teacher will carry out selection with the Deputy Head. 

� Selection should be based on receiving a completed Job Application Form, & appropriate 
references, short listing and interview. 

� Monitoring and Evaluation are essential for assessing the effectiveness of the process. 

� All posts will normally be advertised.   

� The Disability Discrimination Act (DDA) makes it a requirement to make reasonable 
adjustment to the recruitment process if an applicant makes the employer aware that they 
have a disability.  This applies to the entire recruitment process, from advertisement to 
appointment. 
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17. EQUAL OPPORTUNITIES 

The School is committed to providing equality of opportunity for all and ensuring that all stages of 
recruitment and selection are fair. Recruitment and selection procedures will be reviewed on a 
regular basis to ensure that applicants are not discriminated against on the grounds of race, 
nationality, gender, religion, age, disability, marital status, sexual orientation.  The School 
acknowledges that unfair discrimination can arise on occasion and therefore will ensure that the 
Equal Opportunities Policy is the foundation for all its activities. 

18. VISITING SPEAKERS (AND PREVENT DUTY)  

The Prevent Duty Guidance requires the School to have clear protocols for ensuring that any 
visiting speakers, whether invited by staff or by pupils, are suitable and appropriately supervised.  

The School is not permitted to obtain a DBS disclosure or Children's Barred List information on any 
visiting speaker who does not engage in regulated activity at the School or perform any other 
regular duties for or on behalf of the School.  

All visiting speakers will be subject to the School's usual visitors signing in protocol. [Security on 
Site Policy] This will include signing in and out at Reception, the wearing of a visitors badge at all 
times and being escorted by a fully vetted member of staff between appointments.  

The School will also obtain such formal or informal background information about a visiting 
speaker as is reasonable in the circumstances to decide whether to invite and/or permit a speaker 
to attend the School. In doing so the School will have regard to the Prevent Duty Guidance and the 
definition of "extremism" set out in KCSIE.  

In fulfilling its Prevent Duty obligations the School does not discriminate on the grounds of race, 
colour, nationality, ethnic or national origin, religion or religious belief, gender or sexual 
orientation, marital or civil partner status, disability or age.  

19. VOLUNTEERS  

The School will request an enhanced DBS disclosure and Children's Barred List information on all 
volunteers undertaking regulated activity with pupils at or on behalf of the School (the definition 
of regulated activity set out above will be applied to all volunteers).  

Under no circumstances will the School permit an unchecked volunteer to have unsupervised 
contact with pupils. It is the School's policy that a new DBS certificate is required for volunteers 
who will engage in regulated activity but who have not been involved in any activities with the 
School for three consecutive months or more. Those volunteers who are likely to be involved in 
activities with the School on a regular basis may be required to sign up to the DBS update service 
as this permits the School to obtain up to date criminal records information without delay prior to 
each new activity in which a volunteer participates. In addition the School will seek to obtain such 
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further suitability information about a volunteer as it considers appropriate in the circumstances. 
This may include (but is not limited to the following):  

� Formal or informal information provided by staff, parents and other volunteers. 

� Character references from the volunteer's place of work or any other relevant source. 

� An informal safer recruitment interview. 

20. CONTRACTORS 

The school will ensure that any contractor, or any employee of the contractor, who is to work at 
the school has been subject to the appropriate level of DBS check. Contractors engaging in 
regulated activity will require an enhanced DBS certificate (including barred list information). 

For all other contractors who are not engaging in regulated activity, but whose work provides 
them with an opportunity for regular contact with children, an enhanced DBS check (not including 
barred list information) will be required. In considering whether the contact is regular, it is 
irrelevant whether the contractor works on a single site or across a number of sites.  

Contractors in respect of whom no DBS checks have been obtained will not be allowed to work 
unsupervised, or engage in regulated activity.  The school will be responsible for determining the 
appropriate level of supervision depending on the circumstances.  

If a contractor working at a school is self-employed, the school will consider obtaining a DBS check, 
as self-employed people are unable to make an application directly to the DBS on their own 
account.  

The school will always check the identity of contractors and their staff on arrival at the school 
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