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1. Introduction 

 
Stephenson MK Trust is committed to attracting, selecting and retaining employees who will 
successfully and positively contribute to providing the very best education for our pupils. A motivated 
and committed workforce with appropriate knowledge, skills, experience and ability to do the job is 
critical to each school’s performance and fundamental to the delivery of high-quality education. 

 
Stephenson MK Trust is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff, volunteers, workers and all other members of the school community to 
share this commitment.  

 
These procedures take into account relevant legislation and guidance and make particular reference 
to the statutory guidance ‘Keeping Children Safe in Education’, as well as the Equality Act 2010 
Employment Statutory Code of Practice and the Data Protection Act 2018 (DPA 2018).  

 
This document sets out the policy and procedures to be adopted in order to ensure that the 
recruitment process for Stephenson (MK) Trust is as safe as possible. 

 
The recruitment steps outlined follow the advice and guidance outlined in Keeping Children Safe in 
Education. 

 
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. 

 
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.  
 

2. Purpose and Scope 

 
The purpose of this policy is to set out the Trust’s approach to the recruitment and selection of both 
permanent and temporary employees to ensure: 

The safeguarding and welfare of children and young people is first consideration at each stage of the 
process. 

A professional, consistent and equitable approach to the appointment of all academy-based staff. 

That the best person is appointed for each position, with the appropriate qualifications, skills and 
experience. 

All relevant equalities legislation is adhered to and that candidates are not discriminated against on 
the grounds of a protected characteristic. 

All staff involved in recruitment are aware of the governments guidance on safer recruitment and 
follow its recommendations by following this policy.  

This policy covers the recruitment and selection of all employees across Stephenson MK Trust. 

3. Equal Opportunities 

 
The recruitment and selection procedures must always be applied fairly and in accordance with the 
Equality and Diversity in Employment Policy and relevant employment law.  
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4. The Recruitment Process  

4.1 Job Descriptions and Person Specifications 

At the start of the recruitment process it is important to define what the post holder’s responsibilities 
for children/vulnerable adults will be over and above the qualifications and experience needed to 
perform the job.  To affirm the Trust’s commitment to safer recruitment, it is advisable to ensure that 
the statement of intent, below, be included on all person specifications. 
 
“Stephenson (MK) Trust, as an aware employer is committed to safeguarding and protecting the 
welfare of children and vulnerable adults as its number one priority.  This commitment to robust 
Recruitment, Selection and Induction procedures extends to organisations and services linked to the 
Trust on its behalf”. 
 
When a post requires a DBS Disclosure, this must be reflected in the job description and person 
specification relating to that post.  It is envisaged that due to the nature of work in academies and 
resultant contact with children all posts will require an Enhanced DBS Disclosure with barred list 
information. 
 
Once a vacancy has been identified, either for a new or an existing post, a check will be made that 
both a Job Description and Person Specification are produced.  Both the Job Description and Person 
Specification should refer to the need for potential employees to be committed to the safeguarding 
of young people.  The contents of these documents will be covered by The Equality Act 2010. 
 
All job descriptions must detail: 

• Main duties and responsibilities of the post; 

• Should also include the post holder’s specific responsibility towards the promotion and 
practice of safeguarding the welfare of children that they come in to contact with through 
their job 

 
All person specifications must detail: 

• Qualifications required to do the job; 

• Professional Registrations (if required); 

• Enhanced DBS Disclosure with children and adults barred list information; 

• Define the skills and competencies required; 

• Explore issues relating to the safeguarding of children, such as: 
o Motivation to work with children; 
o Ability to form and maintain appropriate relationships and personal boundaries with 

children; 
o Emotional resilience in working with challenging behaviours; 
o Attitudes to use of authority and maintaining discipline. 

 
As with any other requirement on the person specification, it must state how these issues will be 
tested – e.g., application form, interview, or assessment day.  All of the points on the person 
specification should be evidenced either in a candidate’s application form or through the interview 
and selection process. 

4.2 The Advert 

Usually, posts will be advertised externally to encourage as wide a field of candidates as possible. 
However, where there is a reasonable expectation that there are sufficient qualified internal 
candidates, or where employees are at risk of redundancy, an internal advertisement may be 
considered appropriate. 
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Advertisements for all vacancies should demonstrate the Trust’s commitment to safeguarding, safer 
recruitment and vetting procedures, protecting every potential applicant from unfair practice, and 
ultimately safeguarding children.  Promoting commitment to safeguarding and child protection can 
act as a deterrent to would-be abusers. 
 
The application process for any post may be closed earlier than advertised where there are a number 
of suitable applications received before the closing date. 
 
When advertising roles, we will make clear: 

• Our school’s commitment to safeguarding and promoting the welfare of children; 

• That safeguarding checks will be undertaken; 

• The safeguarding requirements and responsibilities of the role, such as the extent to which 
the role will involve contact with children; 

• Whether or not the role is exempt from the Rehabilitation of Offenders Act 1974 and the 
amendments to the Exceptions Order 1975, 2013 and 2020. If the role is exempt, certain spent 
convictions and cautions are ‘protected’, so they do not need to be disclosed, and if they are 
disclosed, we cannot take them into account. 

4.3 Application Packs 

The importance of safeguarding and protecting children in the Trust should be promoted as much as 
possible throughout the recruitment process in order to deter unsuitable candidates. 
 
Any Trust application pack must include: 
 

• Application Form 

• Job Description 

• Person Specification 

• Link to the Trust’s website, description of the Trust 

• DBS – A Guide for Applicants  

• Job Applicant Privacy Notice 
 
Application Forms 
Application forms should be designed so that they provide the following information on each 
applicant: 
 

• Personal details, current and former names, current address and national insurance number; 

• Details of their present (or last) employment and reasons for leaving; 

• Full employment history, (since leaving school, including education, employment and 
voluntary work) including reasons for any gaps in employment; 

• Qualifications, the awarding body and date of award; 

• Referees and a note that references will be taken up prior to interview unless the applicant 
expressly requests on the form that this not be done. The form will also state that the Trust 
reserves the right to contact any previous employers; 

• A statement of the personal qualities and experience that the applicant believes are relevant 
to their suitability for the post advertised and how they meet the person specification; 

• Signed declaration that all information is true. 
 
Our application forms will include a statement saying that it is an offence to apply for the role if an 
applicant is barred from engaging in regulated activity relevant to children (where the role involves 
this type of regulated activity). 
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4.4 Shortlisting 

The equality and diversity monitoring form will be separated from each candidate’s details before 
shortlisting. 
 
Our shortlisting process will involve at least 2 people who will be on the interview panel and the 
shortlisting grid should be used (Appendix 1) will: 

• Shortlist against the job descriptions and person specification using a grid and agree our 
individual shortlist before discussing with the other short listers and agreeing a final list of 
those who scored the highest against the relevant skills, qualifications and experience relevant 
to the post, as outlined on the person specification; 

• Consider any inconsistencies and look for gaps in employment and reasons given for them; 

• Explore all potential concerns. 

 
Once we have shortlisted candidates, we will ask shortlisted candidates to complete a self-declaration 
of their criminal record or any information that would make them unsuitable to work with children, 
so that they have the opportunity to share relevant information and discuss it at interview stage.  

The information we will ask for includes: 

• If they have a criminal history; 

• Whether they are included on the barred list; 

• Whether they are subject to a section 128 direction (only for those in management roles); 

• Whether they are prohibited from teaching (only for those in teaching roles or those who 
deliver timetabled teaching); 

• Information about any criminal offences committed in any country in line with the law as 
applicable in England and Wales; 

• Any relevant overseas information; 

• Sign a declaration confirming the information they have provided is true; 

• We will also carry out an online search on shortlisted candidates to help identify any 
incidents or issues that are publicly available online. Shortlisted candidates will be informed 
that we will carry out these checks as part of our due diligence process. 

 
Please refer to the Trusts Recruitment of Ex-Offenders Policy for further information. 

4.5 References 

Two references for short-listed external candidates will be requested immediately after short-listing. 
For internal candidates, one reference will be sought from their current line manager. Wherever 
possible, references will be taken up before the selection stage, so that any discrepancies can be 
explored during the interview process.  
 
Where external candidates have indicated on their application form that they do not wish their current 
employer to be contacted, this reference will be taken up immediately following a conditional offer 
being made. Teachers will be expected to provide details of their current Principal/Headteacher as 
one of their two referees.  
 
SMKT reserves the right to seek references from the current employer even if they are not listed as 
referees on the application form and will request verification of the candidate’s most recent relevant 
period of employment if they are not currently employed. 
 
SMKT will secure a reference from the relevant employer from the last time the candidate worked 
with children if they are not currently working with children.  
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Where a reference is provided from an educational establishment that has been provided by anyone 
other than the Principal/Headteacher, endorsement from the Principal/Headteacher will be sought. 
 
References must be in writing, specific to the job for which the candidate has applied and directly from 
the referee.  Electronic references should originate from a legitimate source, e.g. company email 
address. Open references or testimonials are not acceptable. SMKT will not accept references from 
relatives or people writing solely in the capacity as a friend.  
 
Referees for all candidates will be asked for previous employment details, specific role and child 
protection related questions. Referees will be contacted by telephone or email in order to clarify any 
anomalies or discrepancies or to obtain additional information if required. A detailed written note will 
be kept of such exchanges.  
 
SMKT will compare the information on the application form with that in the reference and take up any 
inconsistencies with the candidate. 
 
SMKT will establish the reason for the candidate leaving their current or most recent post and resolve 
any concerns prior to the appointment being confirmed. 
 
References must be issued on the Trust Reference Pro-forma which ensures that certain questions are 
asked about all candidates.  This avoids references which may have been written as part of a 
compromise agreement and would not state any adverse qualities or incidents involving the 
candidate. The reference pro-forma must be fully completed and if it is not then the Trust will go back 
to the referee to enquire why this has not been done. The Trust reserves the right to contact any 
previous employers. 

 
The reference pro-forma will ask about the candidate’s relationship with children in their current or 
previous role, if they have ever been involved in any disciplinary action concerning children and if 
there have ever been any safeguarding issues around the candidate’s suitability to work with children. 

 
When references are received, the HR Manager, in liaison with the Principal or CEO, will follow up any 
discrepancies or issues to allow the Principal or CEO to make a decision with reference to all the facts 
available at the time.   

4.6 Interview Process 

Shortlisted candidates will be invited to interview.  Interviews will normally be carried out on a face-
to-face basis. On rare occasions, for example where the candidate is overseas or where government 
guidance suggests it is preferable, interview via video conferencing is permissible. On arrival at an 
individual school, candidates will be required to verify their identity using photographic identification 
i.e. passport or driver’s licence. 
 
The interview process will explore the applicant’s ability to carry out the job description and meet the 
person specification. The interview process will also allow time for any discrepancy in a candidate’s 
application or references to be scrutinised and clarified. Interviewers will put safeguarding at the heart 
of the interview and will question candidates regarding any employment gaps, criminal record 
disclosures, previous experience, suitability for the post and their motivation to work with children; 
answers to the safeguarding questions will be recorded in the interview notes. The panel will be 
certain they have explored all relevant areas before they offer a post. 
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The interview panel must contain a senior member of staff and/or Governor/Trust Board member 
who has successfully completed, safer recruitment training. This will enable the scrutiny of each 
candidate’s motivation to work with children by a trained interviewer. 
 
All candidates should have their qualifications verified, employment gaps explained, criminal record 
disclosed, reference and online search issues and their attitude towards children discussed at 
interview. This means that when a candidate is successful, any issues surrounding their application 
and references have been fully explored before they are offered the post. Every interview must be 
carried out on a face-to-face basis. 
 
Questions are to be prepared allowing flexibility to follow up avenues of questioning by the applicant, 
questions relating to a candidate’s personal or protected characteristics must be avoided.  Some 
questions should be designed to test applicants’ attitudes towards safeguarding and protecting 
children and young people from unscrupulous adults. The Trust has a master template of standard 
questions which should be asked and role specific questions should be added and returned to HR.  
 
When interviewing candidates, we will:  

• Probe any gaps in employment, or where the candidate has changed employment or location 
frequently, and ask candidates to explain this; 

• Explore any potential areas of concern to determine the candidate’s suitability to work with 
children; 

• Record all information considered and decisions made. 
 
It is strongly advisable to discuss patterns of repeated change in career or employers at interview, 
ensuring that the reasons for this are fully explored and satisfy the interview panel. 

4.7 Qualification Verification 

At interview essential qualifications required for the post including those set by statute, must be 
verified as a minimum, other qualifications stated on the application form may also need to be 
verified. 
 
A photocopy of all the original qualification certificates must be taken and verified by signing, dating 
and printing the name of the verifier. These should be placed on the personnel file for any successful 
candidate and recorded on the Single Central Record. A contract of employment will not be issued 
until this documentation has been seen and copied. If the candidate is unsuccessful, these will be 
destroyed after a period of 6 months. 

4.8 Rehabilitation of Offenders Disclosure 

Posts within Academies are exempt from the Rehabilitation of Offenders Act 1974. This means that, 
where a role involves regulated activity, applicants are required to disclose relevant convictions and 
cautions. See the Trusts Recruitment of Ex-Offenders Policy for more information. 
 
Any convictions disclosed should not be given to the shortlisting panel prior to shortlisting.  Once the 
panel has made a shortlist and invited them for an interview, they should then be made aware of any 
candidate’s criminal disclosure.  Disclosing a criminal background should not be used as a reason to 
not shortlist a candidate. Having a criminal record will not necessarily bar someone from working at 
SMKT and applications should not be discounted where a declaration is made. The success of the 
application will depend on suitability for the job, the nature of the role, and the circumstances and 
background of any offences. 
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If a candidate is successful, they will be required to complete an Enhanced DBS Disclosure application 
form.  Once the Enhanced DBS Disclosure Certificate is returned, any conviction information will need 
to match up with the candidate’s original disclosure to the interview panel. A positive disclosure 
meeting may be required if the candidate is successful, and this will be documented via the pro-forma 
in Appendix 2.  This information will not be retained if the candidate is not successful and should be 
destroyed. 

4.9 Commitment to Safeguarding Children 

The trust is committed to the safeguarding of children and as such the interview panel will explore a 
potential candidate’s views and expectations in relation to working with children. The recruiting panel 
should seek to identify the candidate’s experience or views on the following points: 
 

• Motivation to work with children; 

• Ability to form and maintain appropriate relationships and personal boundary with children;  

• Emotional resilience in working with challenging behaviours; 

• Attitudes to use of authority and maintaining discipline.  
 
Providing questions that ask candidates to draw on their experience of situations with children will 
give a good impression of the candidate’s understanding of the points above.  It will enable the panel 
to probe issues or lack of knowledge that candidates may have and explore their motivation to work 
within a Trust environment or with children. 

4.10 The Appointment 

Following the appointment, unsuccessful candidates will not be provided with feedback as a matter 
of course. However, they can request for feedback to be provided, which will be followed up by the 
most senior person on the interview panel, with support from the HR Manager.  This is to be handled 
by the most senior member of the interview panel nominated to undertake this function.  All papers 
and notes from all the applicants and members of the interview panel will be retained together for a 
minimum of six months after the date of commencement of the successful candidate.  This period is 
that allowed for any candidate to bring a complaint before an employment tribunal.  All papers should 
be left sealed and secured with a clear date of destruction labelled on them.  In the event of any query 
regarding the recruitment process, the Chief Finance Officer is always available for consultation – this 
may be especially relevant should new or revised legislation be introduced. 

4.11 Pre-appointment vetting checks 

We will record all information on the checks carried out in the school’s single central record (SCR). 
Copies of these checks, where appropriate, will be held in individuals’ personnel files. We follow 
requirements and best practice in retaining copies of these checks, in line with our Data Protection 
Policy. 

 
All offers of appointment will be conditional until satisfactory completion of the necessary pre-
employment checks. No new appointment will commence work until all satisfactory pre-employment 
checks have been completed. However, in exceptional circumstances where there is detriment to the 
Trust or school by delaying the start date, a new appointment may commence work following the 
completion of a risk assessment being carried out (see appendix 3) This must be signed off by the 
Principal and/or CEO and HR Manager. 
When appointing new staff, we will: 

• Verify the candidate’s identity using photographic identification based on statutory 
guidelines; 
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• Obtain (via the applicant) an enhanced DBS certificate, including barred list information for 
those who will be engaging in regulated activity (see definition below). We will obtain the 
certificate before, or as soon as practicable after, appointment, including when using the DBS 
update service. We will not keep a copy of the certificate without good reason and in any case 
would destroy this after 6 months. We will keep a record of the fact that vetting took place, 
the result of the check and recruitment decision taken (See appendix 4); 

• Obtain a separate barred list and risk assessment check if they will start work in regulated 
activity before the DBS certificate is available; 

• Verify the candidates mental and physical fitness to carry out their work responsibilities via 
the Trust external Occupational Health service provider; 

• Verify the candidates right to work in the UK. We will keep a copy of this verification for the 
duration of the member of staff’s employment and for 2 years afterwards; 

• Verify the candidate’s qualifications, as appropriate; 

• Ensure the candidate is not subject to a prohibition order if they are employed to be a teacher, 
or carry out timetabled teaching work; 

• Carry out further additional checks, as appropriate, on candidates who have lived or worked 
outside of the UK. These could include, where available:  

o For all staff, including teaching positions: criminal records checks for overseas applicants. 
The candidate will require an overseas police check if they have lived or been overseas for 
3 months or more in the last 5 years. 

o For teaching positions: obtaining a letter from the professional regulating authority in the 
country where the applicant has worked, confirming that they have not imposed any 
sanctions or restrictions on that person, and/or are aware of any reason why that person 
may be unsuitable to teach 

• Check that candidates taking up a management position are not subject to a prohibition from 
management (section 128) direction made by the secretary of state. The Trust have 
determined that management positions include, but are not limited to, the CEO, CFO, 
managers within Central Services, Principals, deputy/assistant Principals, School Business 
Managers, Budget holders, anyone involved in governance of the trust and any further person 
deemed by the Principal or CEO to hold significant management responsibilities. 

We will ensure that appropriate checks are carried out to ensure that individuals are not disqualified 

under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we take a 

decision that an individual falls outside of the scope of these regulations and we do not carry out 

such checks, we will retain a record of our assessment on the individual’s personnel file. This will 

include our evaluation of any risks and control measures put in place, and any advice sought. 

DBS update service 

Before using the Update Service, we will:  

• obtain consent from the individual to carry out an online check to view the status of an 
existing standard or enhanced DBS check;  

• confirm the DBS certificate matches the individual’s identity; 

• examine the original certificate to ensure that it is valid for employment with the children’s 
workforce, and; 

• ensure that the level of the check is appropriate to the job they are applying for, e.g. 
enhanced DBS check/enhanced DBS check including with barred list information. 

Regulated activity means a person who will be: 

• Responsible, on a regular basis in a school or college, for teaching, training, instructing, caring 
for or supervising children; or 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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• Carrying out paid, or unsupervised unpaid, work regularly in a school or college where that 
work provides an opportunity for contact with children; or 

• Engaging in intimate or personal care or overnight activity, even if this happens only once and 
regardless of whether they are supervised or not. 

4.12 Existing Staff 

In certain circumstances we will carry out all the relevant checks on existing staff as if the individual 
was a new member of staff. These circumstances are when: 

• There are concerns about an existing member of staff’s suitability to work with children; or  

• An individual moves from a post that is not regulated activity to one that is; or 

• There has been a break in service of 12 weeks or more. 
 

We will refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or vulnerable 
adult where: 

• We believe the individual has engaged in relevant conduct; or 

• We believe the individual has received a caution or conviction for a relevant (automatic 
barring either with or without the right to make representations) offence, under the 
Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous Provisions) 
Regulations 2009; or 

• We believe the ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a child 
or vulnerable adult or put them at risk of harm); and 

• The individual has been removed from working in regulated activity (paid or unpaid) or would 
have been removed if they had not left  

4.13 Agency and third-party staff 

We will obtain written notification from any agency, or third-party organisation, that they have carried 
out the same checks that we would otherwise perform on any individual who will be working at SMKT 
(or who will be providing education on the school or Trust’s behalf, including through online delivery).  

We will also check that the person presenting themselves for work is the same person on whom the 
checks have been made, by requesting to see a copy of their photographic ID upon arrival. 

Where the agency or organisation has obtained an enhanced DBS certificate before the person is due 
to begin work at the school or college, which has disclosed any matter or information, or any 
information was provided to the employment business, we will obtain a copy of the certificate from 
the agency. 

4.14 Contractors 

Contractors should not have unsupervised contact with children. Children should not be allowed in 
areas where builders are working for Health and Safety reasons, so there should be little opportunity 
for workers to be unsupervised with children.  It is difficult to say that there will not be times when 
contact with a child occurs. 
 
To accommodate for this all projects with contractors who may come into contact with children on 
site during opening hours in the Trust should undergo an enhanced DBS Disclosure with barred list 
check.  This clearance should be stated in any contract agreed and/or tendered between the Trust and 
paid for by the agreed contracted company. 

 
We will ensure that any contractor, or any employee of the contractor, who is to work at SMKT or 
one of its schools has had the appropriate level of DBS check (this includes contractors who are 
provided through a PFI or similar contract). This will be: 

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs#relevant-conduct-in-relation-to-children
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made
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• An enhanced DBS check with barred list information for contractors engaging in regulated 
activity; 

• An enhanced DBS check, not including barred list information, for all other contractors who 
are not in regulated activity but whose work provides them with an opportunity for regular 
contact with children.  
 

We will obtain the DBS check for self-employed contractors at their own cost.  

We will not keep copies of such checks for longer than 6 months.  

Contractors who have not had any checks will not be allowed to work unsupervised or engage in 
regulated activity under any circumstances.  

We will check the identity of all contractors and their staff on arrival at the school.  

BA Primary Pathway - For self-employed contractors such as music teachers or sports coaches, we will 
ensure that appropriate checks are carried out to ensure that individuals are not disqualified under 
the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we decide that an 
individual falls outside of the scope of these regulations and we do not carry out such checks, we will 
retain a record of our assessment. This will include our evaluation of any risks and control measures 
put in place, and any advice sought. 

4.15 Trainee/student teachers 

Where applicants for initial teacher training are salaried by us, we will ensure that all necessary checks 
are carried out and that they are placed on the Single Central Record. 

Where trainee teachers are fee-funded, we will obtain written confirmation from the training provider 
that necessary checks have been carried out and that the trainee has been judged by the provider to 
be suitable to work with children.  

BA Primary Pathway: In both cases, this includes checks to ensure that individuals are not disqualified 
under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. 

4.16 Volunteers 

Volunteers often have the same unsupervised access to children as employees.  A child will not 
consider a distinction between a volunteer and a member of staff, when seeking help or support.  This 
means that volunteers should have certain checks completed as they are in a position of trust. 
 
As with any new staff member an identity check and an Enhanced DBS Disclosure with Barred list 
information will be carried out prior to the volunteer starting their duties within the Trust.  It is also 
important to request and receive two references on behalf of the volunteer.  These checks must be 
carried out for all volunteers and not just for those unknown to the Trust.  DBS Disclosures should be 
re-checked as with other staff every three years. 
 
If a volunteer becomes a paid employee, then their right to work in the UK should be assessed.  It is 
advised to apply for a new Enhanced DBS Disclosure as well to reflect their change to an employee.  If 
assisting on a one-off Trust trip, a volunteer does not require a DBS Disclosure but should be 
supervised at all times. 

 
We will: 

• Never leave an unchecked volunteer unsupervised or allow them to work in regulated activity. 

• Obtain an enhanced DBS check with barred list information for all volunteers who are new to 
working in regulated activity.  
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• Carry out a risk assessment when deciding whether to seek an enhanced DBS check without 
barred list information for any volunteers not engaging in regulated activity. We will retain a 
record of this risk assessment. 
 

BA Primary Pathway: 

• Ensure that appropriate checks are carried out to ensure that individuals are not disqualified 
under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we 
decide that an individual falls outside of the scope of these regulations and we do not carry 
out such checks, we will retain a record of our assessment. This will include our evaluation of 
any risks and control measures put in place, and any advice sought. 

4.17 Members, Trustees and Local Governors 

All Members, Trustees and Local Governors will have an enhanced DBS check without barred list 
information. They will have an enhanced DBS check with barred list information if working in regulated 
activity. 

The Chair of the Trust Board will have their DBS check countersigned by the Secretary of State.   

All proprietors, trustees, local governors and members will also have the following checks: 

• A section 128 check (to check prohibition on participation in management under section 128 
of the Education and Skills Act 2008). [Section 128 checks are only required for local governors 
if they have retained or been delegated any management responsibilities; 

• Identity; 

• Right to work in the UK; 

• Other checks deemed necessary if they have lived or worked outside the UK. 

4.18 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. 

4.19 Enhanced DBS Disclosure 

This shows the Trust previous convictions held on file for a potential employee. Having a conviction 
will not necessarily bar someone from working in a job with children or vulnerable adults.  The 
severity, nature, circumstances and timing of the conviction will need to be taken into consideration.  
Candidates will need to be given the opportunity at the application stage to declare any unspent or 
spent convictions they may have.  Any declaration they make will be compared with the returned 
criminal record disclosure.  The Trust will follow the positive disclosure process following interview to 
make an informed decision about appointments (appendix 2). 

4.20 Medical Clearance  

A potential employee must complete a medical questionnaire, which is then assessed by Trust’s 
Occupational Health provider. Depending on the answers given by the candidate, Occupational Health 
may request an appointment to confirm fitness.  A potential employee is confirmed as medically 
cleared once confirmation has been received from Occupational Health declaring them fit for their 
proposed post. 

4.21 Verification of Qualifications and Professional Registration 

Any essential qualifications legally required to perform a particular job, such as QTS, as stated in the 
person specification, need to be evidenced by the potential employee.  A copy of original certificates 

https://www.legislation.gov.uk/ukpga/2008/25/section/128
https://www.legislation.gov.uk/ukpga/2008/25/section/128
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should be taken and placed on their personnel HR file and logged on the Single Central Record.  This 
should ideally be confirmed at the interview stage. 
 
Some posts require a professional registration with a regulatory body, such as the General Teaching 
Council etc.  This again needs to be evidenced and placed on file if the person specification states it as 
an essential prerequisite.  

4.22 Teacher Status and Prohibition Checks 

In line with the ‘Keeping Children Safe in Education’ Statutory Guidance: 
 

• ‘A person who is prohibited from teaching must not be appointed to work as a teacher’.  The 
Trust will ensure that the status of teachers with QTS will be checked via Check a teacher’s 
record - GOV.UK. Those with QTLS will be checked against the register held by the Society for 
Education and Training.  

• Section 128 direction of the above guidance prohibits or restricts a person from taking part in 
the management of an independent school, academy or free school.  A person who is 
prohibited is unable to participate in any management or as a trustee or governor of any such 
school and the list can be found here: Individuals prohibited from managing or governing 
schools - GOV.UK 

4.23 Right to Work in the UK 

It is a legal obligation that every employer in the UK verifies whether a potential employee has the 
right to work in the UK.  Check essential documents like driving licences, passports, NI Numbers. 
Guidance on undertaking these checks may be accessed at: https://www.gov.uk/check-job-
applicant-right-to-work  

4.24 Employment History 

When checking an application form it is important to note any gaps in employment or noticeable 
patterns when the candidate changed their employment.  At or prior to interview any gaps will need 
to be discussed and satisfactory explanations given and recorded. 

4.25 Disclosure and Barring Service Renewals or Rechecks 

DBS Disclosures are only a record or a snapshot of the day they were issued.  Whilst it is a requirement 
within the Staff Code of Conduct for employees to notify the Trust/School of any cautions or 
convictions received during the course of their employment. It is Stephenson (MK) Trust policy that 
every member of staff, volunteers, governors, supply staff, music peripatetic teachers etc. should have 
their DBS Disclosure renewed every three years. In addition, at the beginning of each academic year 
the HR Manager will send out to all staff an annual declaration for them to sign to confirm that the 
personal details held on record are up to date, including a declaration that there have been no changes 
to their criminal record since their DBS was carried out.  

4.26 Other Contacts with the Trust 

 
Peripatetic Tutors (including students and staff from other agencies or educational institutions) 
As with outside contracted staff, providing services such as music tuition, specialist sports coaching, 
supply teaching or specific courses that requires staff to work on Trust premises whilst children are 
present, it is important that Academies have evidence of the necessary checks in relation to these 
staff.  
 
In the Trust it is essential to carry out or have evidence of the same standard of checks for all staff and 
the extended provision even if they are not employed directly by the Trust. It will be our responsibility 

https://www.gov.uk/guidance/check-a-teachers-record
https://www.gov.uk/guidance/check-a-teachers-record
https://www.gov.uk/government/collections/individuals-prohibited-from-managing-or-governing-schools
https://www.gov.uk/government/collections/individuals-prohibited-from-managing-or-governing-schools
https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/check-job-applicant-right-to-work
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to ensure that these checks are being carried out. With this in mind, all outside providers will be 
requested to provide a letter of assurance to confirm that pre-employment checks that the Trust 
would complete if they were directly employing the staff themselves have been carried out 
satisfactorily. This should be given in writing and in advance of the provider starting work at the Trust 
and should be agreed as part of any contract between the Trust and provider.  
 
The Trust has the right to view the original copy of the disclosure from the agency if it contains 
additional information and request evidence that a risk assessment has been carried out to be satisfied 
that the person is suitable to work with children.  
 
Evidence of checks from external providers will be recorded on the Single Central Record. If evidence 
is not provided, then the Trust will not allow the peripatetic tutors or agency staff to have 
unsupervised access to children.   
 
Contracted Staff (Agency staff) The Trust must make sure that any agency they use follows the same 
standard of safer recruitment checks as the Trust does itself.  This should be evidenced in writing by 
the agency via letter of assurance.  The Principal should ensure that the recruitment checks have been 
completed prior to their start day in the same way as they would their own staff and that the agency 
staff bring in their ID and a copy of their DBS Certificate on their first day. Failure to do so will result 
in them being unable to work. 
 
Emergency Call-Out Contractors (not previously checked by the school) 
Contractors that are called out in an emergency may not be a contractor that is checked and known 
to the Trust prior to the ‘call-out’.  It is not necessary to obtain a DBS Disclosure for such staff, as they 
should not have contact with children on an ad hoc or irregular basis and will not be left unsupervised 
with children.  It is best practice to monitor these staff in the building by getting them to sign in and 
out in a visitor log and they will be escorted by a DBS cleared member of staff at all times. 
 
As with any external provider coming on to Trust premises the Trust will verify their identity, the 
provider should be asked to show documents such as a passport or driver’s licence along with 
company ID. The Trust will be given the names of expected guests or outside providers in advance 
of their arrival on site via a letter of assurance.  The Trust will be very clear that the named individual 
is who they say they are. 

4.27 Work Related Placements at our Trust and Placement of our Pupils Outside of our Trust 

 
Secondary or College Students placed in a School, College or Nursery 
These students will be supervised at all times during their placement and will not need an Enhanced 
DBS Disclosure.  The school organising the placement should ensure that the pupil is suitable for the 
placement environment. Once again, an ID check should be carried out to establish that the student 
who has arrived for the placement is who they say they are. 
 
Teacher or Teaching Assistant Training Students 
The Universities or FE Colleges should provide evidence in writing to the Trust in which they are placed 
(in the same way as a Supply Agency would do) that they have carried out all the same checks that the 
Academies would have done if they were their own staff (including DBS Disclosure, Identity check etc). 

5. Single Central Record 

Each school must keep a Single Central Record (SCR) of all staff who work at the school that provides 
confirmation that all of the relevant checks have been made. The Trust also keeps a single Central 
record for the Central Services Team. 
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The information that must be recorded in respect of all staff members, including teacher trainees on 
salaried routes, is whether the following checks have been carried out or certificates obtained, and 
the date on which each check was completed/certificate obtained: 

• An identity check; 

• A barred list check; 

• An enhanced DBS check/certificate; 

• A prohibition from teaching check for staff carrying out timetabled teaching*; 

• A section 128 check for those in management positions; 

• Further checks on people who have lived or worked outside the UK; 

• A check of professional qualifications; 

• A check to establish the person’s right to work in the UK. 

*The Teachers’ Disciplinary (England) Regulations 2012 define teaching work as: planning and 
preparing lessons and courses for pupils; delivering lessons to pupils; assessing the development, 
progress and attainment of pupils; and reporting on the development, progress and attainment of 
pupils. 
 
For supply staff and contractors, the SCR must include whether written confirmation that the 
employment business supplying the member of supply staff has carried out the relevant checks and 
obtained the appropriate certificates, whether any enhanced DBS check certificate has been provided 
in respect of the member of supply staff/contractor, and the date that communication was received. 
 
Volunteer checks must be recorded on the SCR. 
 
For members, trustees, governors and central services staff, the SCR must include written 
confirmation that Stephenson MK Trust has carried out the relevant checks and obtained the 
appropriate certificates. 
 
The individual school SCR will be kept by the School Business Manager, overseen by the Trust HR 
Manager and the Principal, and must be securely stored and easily accessible to those who are 
required to see it. The Trust SCR will be kept by the HR Manager overseen by the CEO. 

 
The SCR will be monitored to ensure that it is accurate and up to date as follows: 

• The Principal and the Designated Safeguarding Lead will have access to undertake spot checks 

to assure themselves that the appropriate processes are being followed, or to verify 

information that may be connected to a safeguarding concern; 

• The Link Governor/Trustee with responsibility for Safeguarding will, as part of their routine 

safeguarding visits and report to the Board, ensure that the SCR is in place and that robust 

processes are in place for safer recruitment; 

• An annual review will be undertaken by the Trust HR Manager to ensure that the required 

safeguarding standards are in place and the SCR is complaint. 

 
Safer Recruitment Training  
All members of the Extended Senior Leadership Team and other staff members involved in the 
recruitment process undergo Safer Recruitment training. 
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Appendix 1 – Template Shortlisting Grid 

 
Use this template to help you decide which candidates to shortlist for interview. The template includes some explanatory notes, and examples of criteria you 
might use for a class teacher role in highlighted text. Adapt and add criteria to suit the specific role you’re recruiting to. 
 
The criteria you use will depend on the particular role and you should list the essential criteria from the relevant person specification for the role. 
 
You should use the below system to help you decide the extent to which a candidate meets a particular criterion: 
 
 0 – No evidence to meet the criteria 
 1 – Evidence does not fully meet the criteria  
 2 – Evidence meets the criteria 
 3 – Evidence exceeds the criteria   
 
Total up the points awarded and set a points threshold for candidates to progress to the next round. Your threshold might be the score you’d get if a candidate 
met the criteria (and so scored 2) for each item on the person specification. You could revise this up or down depending on whether you’re looking for a staff 
member with more or less experience.   

 

Criteria  [Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

Initial screening checklist (tick where candidate meets the criteria) 

Right to work in the UK       

Candidate meets the minimum experience 
requirements (e.g. qualified teacher status, X 
years of teaching experience in schools) 
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Criteria  [Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

All required documents have been provided 
(e.g. if you asked for a cover letter, is it 
attached?) 

     

Candidate shows a clear understanding of our 
school, and has tailored the application 
accordingly? 

     

Candidate is available to start when needed 
(this may or may not be a deal breaker – you 
may be flexible) 

     

Areas of concern (tick if candidate shows any of these. Bear in mind that these shouldn’t automatically exclude a candidate from consideration, but 
might just be points to probe at the next stage of the process) 

Gaps in employment with no explanation      

No referees provided      

Candidate has had multiple jobs in a short 
space of time 

     

Generic application, showing no 
understanding of, or interest in our school  

     

Salary expectations that differ significantly 
from the one advertised  

     

Add any others specific to your school      
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Criteria  [Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

Essential criteria from the person specification (Use the 0 to 3 scoring system here as outlined above) 

Remember to tailor the criteria to the person 
specification. 
Add and delete rows as appropriate  

     

For example: Experience of teaching at Key 
Stage 2 

     

For example: Experience of working with pupils 
with special educational needs (SEN) 

     

For example: Evidence of raising attainment       

Desirable criteria from the person specification (you could use a 0 to 3 scoring system here) 

For example: Experience of mentoring early 
career teachers (ECTs) 

     

For example: Experience of the specific 
challenges your school faces, e.g. raising 
achievement in a disadvantaged area 

     

For example: Evidence of previous 
contributions to the wider life of the school 
 

     

Decision and next steps 
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Criteria  [Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

[Candidate 
name/number] 

Total score 
Add up points awarded and set a threshold for 
when you’ll progress an application to the next 
round 

     

Progress to next round?  Yes   /   No Yes   /   No Yes   /   No Yes   /   No Yes   /   No 

Points to probe further at interview/any other 
comments?  
This may include questions about any areas of 
concern identified, instances where the level of 
experience was unclear, or points where you’d 
like to know more about specific projects or 
achievements mentioned   
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Appendix 2 - Positive DBS Disclosure Decision Form (Risk Assessment)  

 
 

Name of Individual  Date of Birth:  

Post Applied for:  

Date of Meeting:  

 
Questions to consider Comments 

Is the conviction or other matter revealed relevant 
to the position in question? 

 

Are you satisfied with the candidates/employee’s 
explanation of the circumstances of the event? 

 

How serious do you consider the offence to be? 
 

Did the offence occur recently and at what age? 
 

Does the disclosure show a pattern of behaviour or 
was it a one-off incident?  

 

Have the circumstances that contributed to the 
applicant committing the offence or behave in such a 
manner changed for the better? Look at all the 
circumstances, including the employment pattern and 
the individual’s own explanation. 

 

Did the applicant disclose any convictions, cautions, 
reprimands or final warnings which would not be 
filtered in line with current guidance, as part of the 
application process/at interview/or during their 
employment? 

  

Are there any concerns in regard to the employee’s 
motivations for working with children?    

 

Is there any evidence in regard to any inability to 
manage conflict, cope with challenging behaviour? 

 

Were both employer references satisfactory? 
 

What level of management supervision will the 
person receive? What opportunity would there be to 
re-offend? Will supervision reduce the risk? How 
much responsibility does the post carry? 

 

 

Comments  
 
 
 

 
Signed:      Principal/CEO  
   
Signed:      HR Advisor/HR Manager  
      
Date: 
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Appendix 3 – DBS Risk Assessment Form 

 
Where a school or college allows an individual to start work in regulated activity relating to children 
before the DBS certificate is available, it should ensure that the individual is appropriately supervised 
and that they carry out all other checks, including a separate children’s barred list check. (Keeping 
Children Safe in Education) 
 

Academy Site  

Details of the person starting work 

Full Name   

Role  

Interview Date  

Proposed Start Date  

Date DBS Application Submitted  

Please provide the reason the person is starting before the new DBS certificate has been seen 

 
 
 
 
 

Essential Checks that must be completed prior to start date Checked By Date 

Identity check (including verification of current address)   

Standalone barred list check completed.   

Prohibition check (for those undertaking teaching work1)   

S128 check (for those who line manage or control a budget)   

Overseas checks (where relevant)   

Right to work in the UK checks   

Confirmation of qualifications (where applicable)   

Reference 1    

Reference 2   

 
 
1 The Teachers’ Disciplinary (England) Regulations 2012 define teaching work as: planning and preparing lessons 
and courses for pupils; delivering lessons to pupils; assessing the development, progress and attainment of 
pupils; and reporting on the development, progress and attainment of pupils. 
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Existing / Previous Enhanced DBS Check 

Hold Enhanced DBS from Most 
Recent Employer? 

Yes ☐ No ☐ 

Issue Date  

Date Left Previous Employment   

NB. It is Trust Policy that all new starters will have a new DBS check, however if the adult has worked during 
a period which ended not more than three months before the person’s appointment with Stephenson MK 
Trust, and the applicant has worked in a school in England, in a post which brought the person regularly into 
contact with children, there is no requirement for them to be supervised; as there is no statutory requirement 
for a new DBS check to be completed.   

 

Decision 

High 
Risk 

The person must not start. 

☐ 
• Not all other checks have been satisfactorily completed. 

Medium 
Risk 

The person may start but must be supervised.  

☐ 

• All other checks have been satisfactorily completed. 

• The person has not, within the past 12 weeks, worked in a post in a school in 
England which brought the person regularly into contact with children 

• A standalone barred list check has been completed. 

Low Risk 

The person may start without additional supervision. 

☐ 

• Person holds an existing Enhanced DBS from a previous school in England, and 
there has been less than a 12-week break in service; and 

• All other checks have been satisfactorily completed. 

• A standalone barred list check has been completed. 

 

Supervision arrangements (if required) 
  

Supervision measure Monitoring How will this be communicated? 

   

   

   

   

 

Authorisation 

Person completing RA (name and signed)  

Principal/CEO (name and Signed)  

HR Manager (name and signed)  

Date  

Next Review Date  
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Appendix 4 – DBS Capture Proforma 

 
 
 
 

DBS Certificate Record Sheet 
 

 
Surname 
 

 

 
Forename(s) 
 

 

 
Date of Birth 
 

 

 
DBS Certificate Number 
 

 

 
Date of Issue 
 

 

 
Registered Body 
 

 

 
Countersignatory 
 

 

 
Date original certificate seen 
 

 

 
Original certificate seen by 
 

 

 


