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Note that the title of Headteacher applies equally to that of the Principal for the purposes of this policy  
1
INTRODUCTION



The purpose of this policy is to set out the minimum requirements of a 


recruitment process that aims to:

· attract the best possible applicants to vacancies;

· deter prospective applicants who are unsuitable for work with children or young people;

· identify and reject applicants who are unsuitable for work with children and young people.

2
STATUTORY REQUIREMENTS

There are some statutory requirements for the appointment of some staff – notably headteachers and deputy headteachers.  These requirements change from time-to-time and must be met.

3
IDENTIFICATION OF RECRUITERS

For every interview, the school will have at least one interviewer who has successfully received accredited training in safe recruitment procedures.

4
INVITING APPLICATIONS

4.1
Advertisements for posts – whether in newspapers, journals or on-line – will 

include the statement:

“The school/academy is committed to safeguarding children and young people.  All 
post holders are subject to a satisfactory enhanced Criminal Records Bureau (DBS) 
disclosure.”


4.2
Prospective applicants will be supplied, as a minimum, with the following:

· job description/person specification;

· the  child protection policy;

· the  safer recruitment policy (this document);

· an application form.

4.3 All prospective applicants must complete, in full, an application form.

5
SHORT-LISTING AND REFERENCES
5.1 Short-listing of candidates will be against agreed criteria for the post

5.2
Where possible, references will be taken up before the selection stage, so that any discrepancies can be probed during the selection stage.


5.3
References will be sought directly from the referee.  References or testimonials 

provided by the candidate will never be accepted.


5.4
Where necessary, referees will be contacted by telephone or e mail in order to  

clarify any anomalies or discrepancies.  A detailed written note will be kept of such exchanges.


5.5
Where necessary, previous employers who have not been named as referees 

will be contacted in order to clarify any anomalies or discrepancies.  A detailed 

written note will be kept of such exchanges.


5.6
Referees will always be asked specific questions about:

· the candidate’s suitability for working with children and young people;

· any disciplinary warnings, including time-expired warnings, that relate to the safeguarding of children;

· the candidate’s suitability for this post.

5.7      Employees are entitled to see and receive, if requested, copies of their     



employment references.

6
THE SELECTION PROCESS
6.1
Selection techniques will be determined by the nature and duties of the vacant post, but all vacancies will require an interview of short-listed candidates.

6.2
Interviews will always be face-to-face. Telephone interviews may be used at the short-listing stage but will not be a substitute for a face-to-face interview (which may be via visual electronic link).

6.3
Candidates will always be required:

· to explain satisfactorily any gaps in employment;

· to explain satisfactorily any anomalies or discrepancies in the information available to recruiters;

· to declare any information that is likely to appear on a DBS disclosure;

· to demonstrate their capacity to safeguard and protect the welfare of children and young people.

7
EMPLOYMENT CHECKS
7.1 All successful applicants are required:

· to provide proof of identity

· to complete a DBS disclosure application and receive satisfactory clearance

· to provide actual certificates of qualifications

· to complete a confidential health questionnaire

· to provide proof of eligibility to live and work in the UK 

8
INDUCTION
8.1
All staff who are new to the school/academy will receive induction training that will include the safeguarding policies and guidance on safe working practices.

8.2     Regular meetings will be held during the first 3 months of employment between the new employee(s) and the appropriate manager(s).

Induction Checklist 

Name:



__________________________________________

Post:



__________________________________________

Section/Department:

__________________________________________

Line Manager:

__________________________________________

 ‘Buddy’:


__________________________________________

Start Date:


__________________________________________

Items in checklist have been divided as follows:

Section 1
to be completed by line manager before the new member of staff begins 



work.

Section 2
to be completed on day one by the line manager

Section 3
to be completed by end of the first week by the responsible person/buddy.

Section 4
to be completed within the first two weeks by the line manager

Section 5
to be completed within the first three months by the line manager at the 



time of the probationary interview.

Section 6
H&S checklist to be completed by line manager in first week.

Section 1 – line manager to complete before new member of staff arrives

	
	( or n/a
	Date

	Plan the new employees induction and organise:

· The entire plan for the first day

· A date for ‘corporate’ welcome – morning briefing

· Date and time for meeting head of department/faculty as appropriate

If possible, write to new employee advising them of induction arrangements. Include:

· Site map

· Holiday dates

· Timetable

· Details of any social events they may attend prior to their start date.


	
	

	Ensure relevant information about team/department is available


	
	

	Ensure office/desk/work area is available, equipped, clean and tidy


	
	

	Arrange for laptop/email/logins/passwords etc to set up and ready for use.


	
	

	Appoint a nominated colleague/’buddy’ for new employee.

· Fully brief them on expectations of the ‘buddy’ role

· Provide them with a copy of the induction plan.


	
	

	Inform colleagues of when the new employee will join the team.


	
	

	Comments and signature:

Manager:

Signed:

Date:
	
	


Section 2 – line manager to complete on day 1

	
	( or n/a
	Date

	Welcome to the department.

Check new employee has received:

· Letter of appointment

· Contract of employment

Refer any points for clarification to Business/Office Manager


	
	

	Briefly discuss:

· Vision and values of the school/academy

· Priorities for the department

· Commitment to continuous improvement principles
· How the department fits into the overall school/academy vision/values/priorities


	
	

	Explain job role and responsibilities:

· Structure of the department

· Key task areas of team

· Key roles and responsibilities of the post

· How the role contributes to the achievement of the department

· Appraisal

· Probationary period


	
	

	Policy, procedures relating to employment:

· Employee code of conduct

· Equality and diversity policy

· Working hours

· Sick leave policy and reporting arrangements

· Reporting of absence due to lateness or delay

· Annual leave, if applicable

· Other leave e.g. Special leave of Absence Policy


	
	

	Training and development

· Training and development opportunities

· Induction plan – check any dates of induction meetings/courses are still suitable

· Training needs


	
	

	School/Academy rules:

· No smoking policy

· Personal phone calls/use of mobile phones

· Use of internet and email (ICT policy)


	
	

	Introduce to immediate colleagues


	
	

	Introduce to ‘buddy’ and explain their role


	
	

	Comments and signatures:

Manager:

Name:                                                                            Date:

New member of staff:

Name:                                                                            Date:


	
	

	
	
	


Section 3 – 
* nominated colleague to complete on day 1



** nominated colleague to complete within 1st week

	
	( or n/a
	Date

	Introduce to immediate colleagues


	
	

	Tour of building and office facilities (*)

· Tea and coffee facilities/catering department (finger print recognition)

· Toilets/rest rooms

· ID card

· Door entry system

· Security of belongings

· Fax and photocopying facilities


	
	

	IT arrangements and work station (**)

· Ensure new employee’s PC/laptop is set up and working properly

· Introduce to IT systems – local network, team specific requirements, helpdesk


	
	

	Introduce to telephone system (*)

· Instructions on making/receiving/transferring calls

· Other telephone procedures e.g. fax


	
	

	Introduction to office systems and procedures (**)

· Internal communications, team briefings/arrangements

· External communications, postal procedures

· Office standards, templates and procedures (presentation/image/format)


	
	

	Arrange for instruction in administrative procedures (**):

· Photocopying/printing

· Stationery ordering and office equipment

· Filing

· Circulars/daily bulletin

· Policy for signing letters/authorisation


	
	

	Comments and signatures:

Responsible person/buddy:

Signed:

Date:

New member of staff:

Signed:

Date:
	
	


Section 4 – line manager to complete within the first two weeks.

	
	( or n/a
	Date

	Job role and responsibilities:

· Key areas of responsibility

· Key objectives – short and long term

· Any difficulties or problems settling in

· Any training/development needs relevant to new employees post, including child protection training.

Set diary dates for probationary reviews


	
	

	Team roles and responsibilities:

· Brief outline of team roles

· Expected working relationship with team colleagues

· Working relationships with other key teams


	
	

	Arrangements for communication within team:

· Team briefings

· Reviews/appraisals


	
	

	Policies and procedures – reading materials:

· Equality and Diversity policy

· Annual leave/special leave of absence

· Appraisal/probationary review

· Dealing with complaints – good practice guide for staff

· Confidentiality code

· Disciplinary, grievance, capability

· Recruitment and selection

· Training and development

· Whistle blowing

· Child protection policy

· ICT policy


	
	

	Manager:

Signed:                                                  Date:

New member of staff

Signed:                                                  Date:
	
	


Section 5 – line manager to complete within the first three months (could be completed as part of 1st or 2nd probationary review)

	
	( or n/a
	Date

	Identify and discuss progress/development of key tasks and objectives within the new employees post during probationary review.


	
	

	Review training and development needs


	
	

	Comments and signature:

Manager:

Signed:

Date:

New member of staff:

Signed:

Date:
	
	


Section 6 – completion is responsibility of line manager and new employee 

	Health and Safety Induction Checklist

When induction health and safety training is completed, the relevant box (es) should be ticked. For Items not covered, comments should be recorded giving reasons and date for completion.

The new starter and person providing the induction should both sign the form and keep a copy

	Name:
	
	Job Title:
	

	Department:
	
	

	Start Date:
	

	Accident and Hazard Reporting
	Yes
	No
	Comments

	Explain: -

· Procedure for the reporting of an accident/incident, including incidents occurring off-site/away from usual workplace

· Location and use of local accident book
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	Asbestos Log
	
	
	

	Explain:-

· Location and use of site Asbestos Log, including the standing instruction not to undertake any work that will interfere with the fabric of the building, unless authorised.

· Location of any known asbestos
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	COSHH
	
	
	

	Identify nominated person responsible for risk assessment

Explain the importance and use of personal protective equipment and ensure safe means of handling and storing items and substance
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	Communication & Consultation on Health & Safety
	
	
	

	Explain:-

How staff can locate H&S information on 

the Education Portal (Resource id 3904)

Formal channels of communication 

within the school, e.g. meetings, safety 

Committees or other forum where Management 

meet with employee reps (union or otherwise)

Identify Union / non-union appointed Safety Representative explain who they are and how they can be contacted
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	Display Screen Equipment (DSE) 
	
	
	

	If a new starter is to use DSE as a significant and essential part of daily work (> 1hr continuously) perform a workstation assessment and provide suitable equipment/furniture as appropriate 

Provide new starter with leaflet ‘Working with VDU’s’

Explain eyesight test provision entitlement
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	Fire & Emergency Procedures
	
	
	

	Explain:-

· Frequency of fire drills (termly)

· How to raise the alarm in the event of an emergency

· Evacuation procedure

Show:-

· Emergency exit routes, alarm call points

· Location of extinguishers

· Assembly point

If new starter has a disability, is a Personal Emergency Evacuation Plan (PEEP) required?
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	First Aid Provision
	
	
	

	Explain:-

· Names and locations of First Aiders ( 4 day 1st aid at work, paediatric first aid, emergency first aid)

Show:-

· Where to go for first aid assistance

· Location of first aid boxes/equipment 

· Issue of ‘Travelling First Aid Kits’ 
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	Health and Safety Policy Statement
	
	
	

	Provide new starter with copy of H&S policy and summarise its contents, particularly:-

· Responsibility of governing body, principal, managers

· Employers & Employees Duties under health & safety legislation

· Participation of employees 
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	Housekeeping Arrangements & Defect Reporting
	
	
	

	Explain:-

Principles of good housekeeping, particularly

Fire safety

· Storage of combustibles

· Signing in & out system

· Keeping corridors & exit routes clear of obstructions

Electrical safety

· Regularly checking for obvious faults such as loose wires

· Not using obviously defective

             equipment and procedures for taking  

             out of service

· How to identify an appliance that has 

      been PAT tested and the frequency of  

      testing.

· Note that staff must not bring any electrical item of equipment to the workplace unless authorised by Site manager

General workplace safety

· Avoiding trip-hazards, e.g. cables, wires, boxes in main foot-traffic routes

· Keeping workplace clean & tidy as far as possible

· Procedure for reporting any building /maintenance defects and concerns relating to health & safety.
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	Infection Control
	
	
	

	Explain:-

· Principles of good hygiene.

· Any specific risks of infection due to nature of work and provision of immunisation e.g. Hepatitis B
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	Job Specific Training Needs
	
	
	

	Discuss specific training needs with new starter to identify additional training or instruction s/he may need e.g.:-

· Manual handling

· Use of specific machinery

· Specialised work activities

· Risk assessments

Familiarise new starter with equipment and machinery that s/he will commonly use

Determine whether any specialised training or instruction is necessary and arrange as necessary e.g. curriculum specific such as trampolining, DATA for staff in DT etc.
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	Lone Working/Personal Safety
	
	
	Lone working means work carried out unaccompanied or without immediate access to assistance.

	Explain school procedures for lone working 

Work involving significant risks (e.g. work at height) not to be undertaken whilst working alone.
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	Medicines
	
	
	

	Explain:-

· School policy and DCSF requirements in       ‘Managing Medicines in Schools and Early     

Years Settings’

No member of staff should administer any medicines unless a request form has been completed by the parent / guardian.
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	Include any other special staff training requirements, such as staff who are trained in the use of Epi-pens, storage arrangements etc.

	Mobile Phone Use
	
	
	

	· Using a hand-held mobile phone whilst driving is against college policy and will be breaking the Law. 
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	You are not required to use any type of mobile phone whilst driving on college business

	Offsite visits
	
	
	

	Explain: -

School procedures and EVC’s role.

All Offsite Visit activities must be risk assessed using relevant forms, these assessments are monitored and reviewed by the Principal.
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	Personal Protective Equipment
	
	
	

	· Arrange for necessary clothing/equipment to be ordered

· Explain:-

· Why clothing/equipment needed

· How to request replacement    

             equipment/clothing

· How to wear properly (if necessary)

· How to store properly

· How to check for and report defects
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	Risk Assessments
	
	
	

	Explain and/or show as appropriate:

· Principles and location of school risk assessments

· Site/premises hazards

· Procedures for safe systems of work

· Lone working – reporting/buddy systems

· New & expectant mothers risk assessment (if applicable)

· Determine whether new starter has any health, medical or mobility issues that could affect his/her safety at work or safety of others

       If so, record a ‘special’ risk assessment  

       detailing how these needs will be catered for  

       on a daily basis and also in an emergency  

       evacuation situation
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	Specific Hazards
	
	
	

	Local Manager to explain

(See site Hazard Register)
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	Wellbeing 
	
	
	

	Explain systems in place within school for responding to individual concerns ( e.g. performance management, use of Employee Assistance Programme, membership of Wellbeing programme etc.
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	Work at Height
	
	
	

	Detail restrictions on staff using steps and ladders, rules on using access equipment, arrangements for inspecting and recording checks on access equipment, restrictions on use by pupils, contractors etc.
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	Workplace Facilities
	
	
	

	Show: -

· Tour of workplace, including all common areas if workplace is shared with other occupiers

· Toilets

· Kitchen

· Tea/Coffee/Drinking Facilities

· Staff/rest room
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	I confirm that the above health and safety induction information has been provided and explained to me and I fully understand my responsibilities towards health and safety.



	Name of Employee:


	

	Job Title:


	

	Employees Signature:


	

	
	

	Managers Name:


	

	Position:


	

	Managers Signature:


	

	Once the employee and manager have signed the form to say that the induction process has been completed the form must be placed upon the employees personnel file.


Reviewed:
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