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School Governance Team

Cambridgeshire Learning

	Governor Guidance Notes

for school governors and clerks in Cambridgeshire Maintained Schools


Please note that legislation in this Governor Guidance Note applies to Cambridgeshire Maintained Schools but the principles 
may be useful for Academies and Free Schools

Guidance Note 36
SAFER RECRUITMENT Self-AUDIT TOOL
The following audit tool, had been designed to help headteachers and governors assess their safer recruitment processes.  It helps schools identify any gaps and prompts them to take appropriate action to address them.
For further information contact:
Sara Rogers, Education Safeguarding Manager, Education Child Protection Service

Tel: 01223 729045

Email: sara.rogers@cambridgeshire.gov.uk 

Or

Carol Peel, Governance Adviser

Tel: 01223 715320

Email: carol.peel@cambridgeshire.gov.uk  

	Safer Recruitment Self-Audit



	
	
	In  place

(Yes)
	Not in Place

(No)
	Working Towards
	Action Needed

	Safeguarding statement
	Does your safeguarding policy statement appear in your:
	
	
	
	

	
	Recruitment adverts


	
	
	
	

	
	Information to candidates


	
	
	
	

	
	Job description and person specification
	
	
	
	

	
	Staff handbook


	
	
	
	

	Training
	Have staff and governors involved in recruitment undertaken safer recruitment training?  
	
	
	
	

	
	Head Teacher


	
	
	
	

	
	Other staff members


	
	
	
	

	
	Governors


	
	
	
	

	Selection Panels
	Have all selection panels had at least one trained person?
	
	
	
	

	
	Have all selection panels:

Checked gaps in employment history on the application form?
	
	
	
	

	
	Have any questions about the reason for any gaps in employment history been recorded along with the response from the candidate?
	
	
	
	

	Shortlisting
	Do you shortlist for all vacancies?

                 
	
	
	
	

	
	Even if you only have one candidate?


	
	
	
	

	
	Is this recorded?


	
	
	
	

	References
	Do you have a minimum of two references?


	
	
	
	

	
	Is one of the references the current or last employer?


	
	
	
	

	
	If the reference shows a concern about safeguarding is it followed up with the candidate?


	
	
	
	

	
	Do you reject testimonials, open references, references from friends and CVs?


	
	
	
	

	Interviews
	All interview panels are at least two people?


	
	
	
	

	
	Contain at least one person trained in safer recruitment?


	
	
	
	

	
	Do you have agreed questions to explore:


	
	
	
	

	
	Attitudes to safeguarding?


	
	
	
	

	
	Safeguarding aspects of specific role?


	
	
	
	

	
	Anything the candidate would like to declare in light of requirement to have a DBS disclosure?


	
	
	
	

	
	Are all responses to the questions recorded?


	
	
	
	

	
	Are notes signed and dated by interviewers and kept


	
	
	
	

	Single Central Record (SCR)
	Covers the following people

All staff (including supply staff) who work at the school
	
	
	
	

	
	All others who work in regular contact with children in the school including volunteers

	
	
	
	

	
	For academies  -  in addition all members of the proprietor body


	
	
	
	

	
	Have the following checks been carried out, certificates obtained and date recorded on which checks were completed?
Identity

Name, address, date of birth 


	
	
	
	

	
	Evidenced by - name of staff who saw it recorded in SCR


	
	
	
	

	
	Date 


	
	
	
	

	
	Qualifications

Evidenced by - name of staff who saw it recorded in SCR


	
	
	
	

	
	Date 


	
	
	
	

	
	List 99 or Barred list check

Check evidenced by - name of staff who saw it recorded in SCR


	
	
	
	

	
	Date 


	
	
	
	

	
	CRB or DBS disclosures

Check evidenced by - name of staff who saw them, recorded in SCR


	
	
	
	

	
	Date


	
	
	
	

	
	Prohibition from teaching check

Check evidenced by - name of staff who saw it recorded in SCR


	
	
	
	

	
	Date 


	
	
	
	

	
	Right to work in the UK

Check evidenced -  name of staff who saw them, recorded in SCR


	
	
	
	

	
	Date


	
	
	
	

	
	Overseas criminal records check

Check required? Yes/no


	
	
	
	

	
	Recorded in SCR


	
	
	
	

	
	Disqualification by association

Declarations received from relevant staff? (Early years staff and staff providing child care to under 8 year olds)


	
	
	
	

	
	Risk assessment and waiver application to Ofsted for staff with positive declarations


	
	
	
	

	
	Waiver from Ofsted received  


	
	
	
	

	
	Date waiver  effective from


	
	
	
	

	Induction
	Are staff only appointed after satisfactory references received?
	
	
	
	

	
	Is there an induction programme for all staff and volunteers covering:
	
	
	
	

	
	Keeping Children Safe in Education 2014
	
	
	
	

	
	Child protection policy and procedures
	
	
	
	

	
	Acceptable use policy


	
	
	
	

	
	Whistle blowing policy


	
	
	
	

	
	Guidance for Safer Working Practice


	
	
	
	

	Governance
	The governing body monitors the school’s compliance with safer recruitment and safeguarding by:

Receiving reports on staff training?
	
	
	
	

	
	Receiving a copy of the school’s completed Annual Child Protection Monitoring Report?
	
	
	
	

	
	Having a Named Safeguarding Governor?
	
	
	
	

	
	Monitoring by a committee?


	
	
	
	

	
	If any deficiency is found action is taken to rectify it?
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