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INTRODUCTION  
 
The safe recruitment of staff in schools is the first step to safeguarding and promoting the 
welfare of children in education. Assunnah Primary School is committed to safeguarding 
and promoting the welfare of all pupils in its care. The school expects all staff, including 
volunteers and supply agencies to share this commitment as an employer. 
 
 
1. SCOPE  
2.1 The Safer Recruitment policy aims to help deter, reject, or identify people who might 
be unsuitable to work with children by having appropriate procedures for recruiting and 
appointing staff. 

2.2 This policy requires high standards that all staff involved in the recruitment process 
must adhere to so that candidates for both paid and unpaid (i.e. volunteer) roles are the 
right people and are suitably checked to ensure the risks for employing them to work with 
pupils are deterred. This policy also provides guidance on procedures for reporting any 
concerns.  

2.3 Recruitment agencies must also meet the Assunnah School standard for safer 
recruitment as outlined in this policy.  

1.4 This policy should be read with the Safeguarding Policies.  

2. AIM  
The Safer Recruitment policy aims to help deter, reject, or identify people who might abuse 
pupils or are otherwise unsuited to working with them by having appropriate procedures 
for appointing staff. 
 

• increasing the awareness of safeguarding issues  
• training and educating colleagues  
• highlighting the safeguarding policies and procedures in place  
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• taking concerns seriously and providing a method of reporting them  
  
3. ROLES AND RESPONSIBILITIES   
4.1 The School Manager and Headteacher is responsible for undertaking all recruitment 
activity in line with this policy through all stages of the recruitment process, including 
supporting recruitment panels.  

4.2 All individuals involved in recruiting, selecting and managing staff are responsible for 
following the procedures outlined. Individuals making separate arrangements for 
candidates outside of this policy will not be accepted and this will compromise the 
school’s safeguarding obligations and could result in disciplinary action.  
4.3 Candidates are expected to follow the procedures set out in this policy, after short 
listing exercise,  the vetting procedure will follow including the DBS Procedure. Failure to 
meet the standards set out in these policies may impact on their employment at the 
school.  

4. PROCEDURE  
  

4.1 Vacancies  

5.1.1 The recruiting manager is responsible for ensuring that all vacancies are accurately 
and realistically defined when it is advertised. The criteria for shortlisting and interviewing 
will be based on the job description, person specification/role profile and competencies.   

5.1.2 Job adverts should include the following:  

• The skills, abilities, experience, attitude and behaviours required for the post  

• The safeguarding requirements, i.e. to what extent the role will involve contact with 
children and if they will be engaging in regulated activity relevant to children or 
vulnerable adults.  

• The school’s commitment to safeguarding and that safeguarding checks with be 
undertaken including a DBS check  

• The safeguarding responsibilities of the post as per the job description and person 
specification  

• The post is exempt from the Rehabilitation of Offenders Act 1974 and the 
Exceptions Order 1975, 2013 and 2020 amendments.  

4.2 Job Applications  

5.2.1 Applications will require the following information:  
• Personal details including current and former names, current address and national 

insurance number  
• Relevant academic/professional/vocational qualifications, date and awarding body  
• Full chronological history of full or part time employment since leaving secondary 

school, including:  
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– voluntary work, education and training.  

– reasons for leaving jobs  

– reasons for any gaps in employment   

• Two referees, one of which must be the current or most recent job, If references 
are not available (I.e. school leavers in first employment), education and voluntary 
work references will be requested where possible   

5.2.2 The Rehabilitation of Offenders Act 1974 does not apply to posts which involve 
working with young people and/or vulnerable adults or their records. Therefore, some 
convictions, cautions or bind-overs that would normally be considered ‘spent’ must be 
declared when applying for this type of post using the following questions:   

• Do you have any unspent conditional cautions or convictions under the 
Rehabilitation of Offenders Act 1974?  

• Do you have any adult cautions (simple or conditional) or spent convictions that are 
not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) 
Order 1975 (Amendment) (England and Wales) Order 2020?  

5.2.3 Applicants with professional qualifications and registration to regulatory 
bodies must provide details of registration   

5.2.4 Applicants should be informed on the application form or elsewhere that it is 
an offence to apply for a regulated role at the School if they are barred from working 
with children   

5.2.5 Applicants should be sent a link referring them to the School Safeguarding and 
Child Protection policy and procedure Shortlisting  

5.3.1 The Headteacher and School Manager must shortlist candidates for job roles 
regarding the extent to which candidates meet the person’s specifications. Managers must 
scrutinise applications and identify any inconsistencies and gaps in employment history 
and concerns and follow upon any concerns with the candidate at the interview.  

5.3.2 Online checks will be completed on candidates by School Manager for all shortlisted 
candidates with any concerns followed up at interview (see Appendix 4 for process and 
form).  

  
4.3 Self-Disclosure  

5.4.1 The organisation's DBS Procedure encourages early disclosure by candidates. This 
allows candidates to share relevant information at an early stage and allows information 
to be discussed and considered as soon as possible. Offences that are declared will be 
individually explored confidentially via the Headteacher, School Manager and Early Years 
Manager. 
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4.4 Interviews  

5.5.1 The interview panel should consist of at least two people who are directly employed 
by the organisation and at least one should be safer recruitment trained (renewed every 
3 years).  
  
5.5.2 The assessment criteria and method of assessment (including presentations, 
activities, lesson observations should be considered based on the requirements of the 
person specification and taking into account any adjustment needs of the applicant. 
Advice must always be sought from Headteacher regarding the use of tests.  

5.5.3 Structured interview questions should be asked, to find out what attracted the 
candidate to the role and their motivation for working with students, exploring their skills 
and asking for examples of experience of working with students relevant to the role. A 
safeguarding question must also be asked to determine the applicant’s suitability to work 
with children.    
  
5.5.4 Interview good practise should always be followed:  

• Welcome and introduction by the recruiting manager  
•   Responses to interview questions should be recorded and scored.   
• The panel should probe gaps/frequent changes in employment/vagueness/areas 

of concern  
• Any concerns that have arisen from social media checks should be discussed  
• The candidate should be given the opportunity to ask questions about the role and 

the school. 
• Candidates’ knowledge, understanding and commitment of British Values  
• At the end of the interview the next stage in the process should be outlined i.e.  

informing the candidate of the outcome and timescales.  
• All information considered and decisions made should be clearly recorded.   

  
4.5 Pre-employment checks  

For every appointee, the School Manager will complete the following pre-employment 
checks:  

  5.6.1 Identity  

• Verification of the candidate’s identity using photo ID such as a passport or 
driving license   

5.6.2 Right to Work   

• Verification of the person’s Right to Work in the UK in line with the Home Office 
Right to work checklist  

• If the individual has a temporary right to work with an end date, they will be 
notified in writing that the continuation of their contract will be dependent on 
their right to work in the UK.  
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5.6.3 DBS/Barred List check  

• An enhanced DBS check including child barred list check (and adult barred list 
check for those working in regulated roles with vulnerable adults) will be 
obtained.  If undertaking a DBS Update Service check the DBS certificate on 
which the check is based must be viewed and consent to do the check obtained.  

• Where a DBS check or an applicant’s declaration reveals they have ‘spent’ or 
‘unspent’ criminal convictions, cautions and reprimands or prosecutions 
pending in line with the Rehabilitation of Offenders Act 1974 and subsequent 
amendments, the school DBS positive disclosure procedure must be followed.   

• A separate Child barred list check will be obtained prior to the DBS check  

5.6.4 References  

When the offer of appointment is made, at least two satisfactory references are 
required, these must be obtained directly from the previous employer. At least one 
reference must be from the candidate's current or most recent employer, plus an 
additional one for the last time the applicant worked with children (if not currently 
working in education). Requests are made by School Manager using a standard 
reference request form and include questions on:  
• the candidate’s suitability for the post  
• details of any disciplinary offences against children or if there have been any 

safeguarding concerns and their outcomes  
• reason for leaving  
• the referee’s relationship to the candidate  
• whether the referee is satisfied that the candidate is suitable to work with 

childrren.  
• Whether the referee is willing to re-employ the candidate. 

  
Any information about past disciplinary action or allegations must be considered 
in the circumstances of the individual case and the ‘Less than Satisfactory 
Reference’ form completed (see appendix 3).  
  
See Appendix 1 for Reference Checking Guidance and Appendix 2 for Risk 
Assessment where references are missing  

5.6.5 Health declaration  

• The candidate is required to complete a health declaration form indicating their 
ability to carry out their work responsibilities  

• Anyone declaring that they have a condition that may affect their ability to do 
their role will be referred to Occupational Health for a further assessment. The 
Headteacher and the school manager will be informed of any recommended 
adjustments by the Occupational Health Adviser.  

5.6.6 Overseas Checks  
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• Individuals who have lived or worked outside the UK must undergo the same 
checks as all other staff including an enhanced DBS with barred list check (even 
if they have not lived in the UK before). An overseas check should also be 
considered for any countries where they have lived in recent years (see DBS 
Procedure for how to do this).  

5.6.7 Prohibition from Teaching checks  

• Prohibition from teaching checks will be done for all staff in teaching roles   
• For staff who have lived overseas going into teaching roles, a letter from the 

professional regulating authority in the country/countries where they have 
worked should be sought to confirm that they have not imposed any sanctions 
or restrictions or are aware of any reason why they are unsuitable to teach.  

  
5.6.8 Qualification checks  
• Where required by the role, qualification certificates will also be verified and a 

copy saved on file  

4.6 Offer and new starter process  

5.7.1 The appointment of all new starters is subject to the receipt of satisfactory DBS (in 
line with the School DBS Procedure), references and other employment checks; this 
should be clear in the offer letter.  
  
5.7.2 New starters are not permitted to commence employment until the necessary 
background checks are completed by the School Manager.  

  
4.7 Temporary worker provided by a recruitment agency  

If the organisation needs to use a temporary colleague provided by a recruitment agency, 
prospective workers must undergo the necessary background checks including reference 
and DBS checks, however, this will be taken up by the recruitment agency and details will 
be provided to the School Manager. Photo ID should be viewed to check identity on arrival.    

  
4.8 Withdrawing the offer  

Once an offer of employment has been made, it can be withdrawn if outstanding checks 
outlined in the offer letter once completed are not satisfactory. Offers can only be 
withdrawn.   
   
Where relevant, any concerns must be reported to a Designated Safeguarding Officer 
within the organisation and the designated Local Authority Designated Officer (LADO).   
  
4.9 Staff Inductions  

The induction process:   
• provides training and information about policies and procedures   
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• supports individuals in a way that is appropriate for the role for which they have 
been engaged   

• confirms the conduct of colleague and standards of behaviour the organisation 
expects and the methods in which issues can be reported   

• provides opportunities for a new colleague or volunteer to discuss any worries or 
concerns about their role or responsibilities; and   

• enables the person’s line manager or mentor to recognise any concerns or issues 
about the person’s ability or suitability at the outset and address them immediately.  

  
4.10 Safer Recruitment Training  

All managers will be required to undertake Safer Recruitment training as part of their 
general management responsibilities and all interview panels must have at least one 
member of staff who have undertaken the training. The training should be renewed every 
3 years and records will be kept by the Headteacher. The following staff have undertaken 
safer recruitment training:  
 

Staff Member  Role  Date  Provider  

Hodan Yussuf Headteacher  September 2023 The Key  

Mohamed Yusuf School Manager September 2023 The Key  

Asiya Kigozi School Admin September 2023 The Key 

Manal Mohamed  Early Year 
Coordinator September 2023 The Key  

Hafsa Shegow  
Early Years and  
Govenor 
Safeguarding lead  

November 2023 The Key 

 
  
4.11 Probation/managing new starter performance and conduct  

All new employees are covered by the probation policy in their first few months of 
employment. Specific support and monitoring is put in place during this period to ensure 
they receive the required standard within their probationary period.   
  
4.12 Managing allegations  

If an allegation of abuse is reported, the Schools’s Safeguarding Policy should be referred 
to.  
  
4.13 Single Central Record (SCR)  

The SCR provides details of all colleagues employed at the school, agency staff, voluntary 
workers, contractors and Governors and is maintained by the School Manager. The SCR 
contains information on the following checks with dates when each check has been 
completed:  
• Identity check  
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• An enhanced DBS check  

• Separate barred list check if required  

• Prohibition from Teaching check (for teaching roles)  

• Checks if lived or worked outside the UK  

• Professional qualifications (if required by role)  

• Right to work  

• Whether the person’s position involves ‘relevant activity’ i.e. regularly caring for, training, 
supervising or being solely in charge of persons under 18.  

Agencies supplying staff to Assunnah Primary School must confirm in writing that the 
required checks have been carried out and appropriate certificates seen.   

Copies of DBS certificates are not retained once the DBS certificate has been seen and 
the DBS certificate number added to the Single Central Record. Copies of all other 
preemployment check information is retained on the individual’s electronic personal file.  
  

5. MONITORING AND EVALUATION   
Updates to this policy will align with new Keeping Children Safe in Education issues 
and other Safer Recruitment good practice advice.  

6. DOCUMENTS ASSOCIATED WITH THIS POLICY  
Keeping Children Safe in Education  

        Safeguarding policy  
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  8. APPENDIX   
  Appendix 1  

Reference checking guidance  
Guidance taken from Keeping Children Safe in Educa;on (p44), Assunnah Primary School  Safer 
recruitment policy (sec;on 15.0) and Safer Recruitment training course.  

  

We must obtain:  

• WriHen references using the Assunnah Primary School reference request form  

• At least 2 references with 1 from the most recent employer  

• If the candidate is not currently working with children but has in past an addi;onal reference 
from the last ;me they worked with children should be requested.  

We cannot accept:  

• Oral references  

• ‘Open’ or ‘to whom it may concern’ references  

References must be from:  

• A senior person with appropriate authority  

References must not be from:  

• A colleague  

• Family or friends  

Check that:  

• All ques;ons have been answered sa;sfactorily  

• The informa;on provided is consistent with the applica;on form (I.e. the role, dates employed 
and leave reason match)  

• The email address used is legi;mate and from the expected source   

Ac7ons:  

• Keep a copy of the reference and save in staff file  

• Follow up on any discrepancies  

• Contact referee if there is anything missing or you need to clarify something  

• If the reference contains any informa;on about past disciplinaries or allega;ons or safeguarding 
concerns consider carefully, obtaining advice where necessary and discussing further with referee 
and/or candidate as appropriate.  

• Forward on to recrui;ng manager  
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Appendix 2  

Star=ng without required references  
All employees are required to have reference checks completed prior to commencing employment in line 
with the Assunnah Safer Recruitment policy.  It is recognised that in some instances it is not possible to 
obtain all the necessary references if these are not provided by previous employers, or there is no or 
liHle previous employment (I.e. in the case of school or college leavers).  In these circumstances, the 
school will request two references from professional bodies  to determine  whether it is appropriate for a 
new member of staff to start and if any further ac;ons should be taken. Employees should not start 
where referees are available but have not been requested.  

Name    

  

Start date  

  

  

Role    

  

   

Recrui;ng 
manager  

  

Detail the nature of contact with children/vulnerable adults in role  

  

Details of references already received including whether they were sa;sfactory  

  

Professional Bodies References  

References missing and ac;on taken so far  

  

Other reason for lack of references (I.e. school leaver)  

  

Has the DBS been completed?  

(if no – do not proceed)  

Yes/No  

Is the DBS clear?  

(If no the non-clear DBS process should be followed)  

Yes/No  
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Have all other pre-employment checks been completed and sa;sfactory?  

  

Yes/No  

Ac=ons  
Any further ac;on to be taken  

Approval  
To be signed off by School Manager.  I confirm that this employee is allowed to commence employment  

Name  Signed  Date  

  

A copy of this form must be sent to the line manager and also saved on the employee’s HR file.  
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Appendix 3  

 
 
 
 

Assunnah Primary School 
565A High Road | London | N17 6SB  

T: 0208 350 0592 | E: Jobs@assunnahschool.co.uk |W: www.assunnahschool.co.uk 
 

EMPLOYMENT REFERENCE FORM 
 

Applicant’s Name  Post Applied For  

 
Assunnah School is committed to the continual professional development (CPD) of all its staff members. As a previous or current 
employer/educator to the above applicant we request you to complete this short assessment. Your contribution will allow us to 
further support the applicant’s future development.  
 
Please complete all sections as best as you can and return this form back to us ASAP. If you are unable to give details on the 
following questions, please state clearly “unable” or “unwilling”.   
 

Relationship to you  Employee   Student   Patient   Volunteer  Other [       ] 

 

 Personal Skills | Attitudes | Habits 

Performance 
Rating 

1 – Poor | 2 Adequate 
3-Good | 4-Excellent 

Time keeping  
Professional knowledge & theoretical skills   
Professional competency & practise  
Attitude to work & enthusiasm for the job  
Rapport with students  
Rapport with staff and Teamwork  
Management of discipline of children       
Acceptance of responsibility  
Quality of work  
Loyalty  
Honesty/Integrity  
Sickness/absence  
Ability to cope  
Using initiative  

 

Suitability for the Post 
Suitability Rating 
1 – Poor | 2 Adequate 
3-Good | 4-Excellent 

Working under pressure  
Planning lessons  
Delivering CPD training sessions  
Contributing to meetings  
Contributing to curriculum development  
Being a role model to children  
Taking on extra responsibilities  
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Always looking to improve themselves and others  
 

Attendance and Lateness 
Please Give 

Details 
How many sick days have been taken within the last 12 months:       
How many times has the applicant been late in the last 12 months       

 
 

ROLES PERFORMED   *Type: FT-Full-time | PT-Part-time | V-Voluntary 

Job Title(s) 

Ty
pe

* From 
MM/YY 

To 
MM/YY 

Main Duties | Responsibilities 
 

Performance Rating 
1 – Poor | 2 Adequate 
3-Good | 4-Excellent 

Reason for 
Leaving 

       

       

       

 
 

SUITABILITY ASSESSMENT 
Please answer the following: Please give details 

1. Are you completely satisfied that the applicant 
is suitable to work with children  Yes  No  

2. To the best of your knowledge has the 
applicant ever had an allegation made against 
them, or been under investigation, in regard to 
his/her behaviour towards children? 

 Yes  No  

3. Has the applicant been the subject of a 
disciplinary action in respect of which penalties 
or sanctions remain in force? 

 Yes  No  

4. Has the applicant been the subject of any 
disciplinary action relating to his/her suitability 
to work with children in which penalties or 
sanctions were imposed but have since 
expired? 

 Yes  No  

5. Would you re-employ the applicant?  Yes  No  
 

Any further comments 
 

 
 

Your Name  Official Stamp 
Position  

 
Company | Organisation  
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Address   

 

Signed  Date  

 

 
Thank you for your Qme and effort, please return the completed form to either of the following contacts 
admin@assunnahschool.co.uk   and     myusuf@assunnahschool.co.uk 
 

 

If no please give details  
  
  
  
  
  

 

Decision & Ac=ons  
If deciding to appoint, on what basis (this should be a joint decision between Headteacher and School 
Manager)  
  
  
  
Any further ac;ons?  
  
  

Approval  
To be signed off by School Manager.  I confirm that this employee is allowed to commence employment  

Name  Signed  Date  
  

A copy of this form must be sent to the line manager and also saved on the employee’s HR file.  

  

    
Appendix 4  

Online Candidate checks  
  
In line with Keeping Children Safe in Education 2022, the school will undertake online 
searches of all shortlisted candidates as part of Safer Recruitment checks. These 
checks may help to identify any incidents or issues that have happened, and are publicly 
available online, which the school might want to explore with the applicant at the 
interview.  

Process  
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• Candidates will be informed on the job advert that online checks will be undertaken  
• Online checks will be conducted by the School Manager and Admin by doing a general 

search using the candidate’s name (and any previous names they have provided).  
• Any potential matches should be verified as much as possible by cross-referencing with 

location, employment history etc. mindful that it may be someone else with the same 
name.   

• If anything of concern is found, the details should be documented on the following form 
and only relevant information should be discussed with the recruiting manager prior to 
interview  

• Concerns should be discussed sensitively at interview giving the candidate the opportunity 
to respond and discuss context  

• Following the interview, the decision to appoint should be taken with School Manager 
support who will help to determine if any adjustments or a risk assessment is needed to 
mitigate risk  
  

Potential concerns  

• Extreme views or opinions  
• Hate or discriminatory behavior  
• Negative behaviours such as bullying or excessive bad language  
• Inappropriate or undesirable content  
• Illegal activities  
• Addiction/substance abuse  
• Violent content or affiliations with organisations linked to violence or extremism  
• Sexually explicit content  
• Behaviour that may lead to reputational damage of the School, such as leaking company 

information or content  
• Anything else deemed out of line with Assunnah School values  

  

Other things to consider  

• Need to be mindful of how old the information is  
• The details found may relate to someone else with the same name so great care should 

be taken when discussing with the candidate  
• Checks should be done consistently for all candidates and over the same time period  
• Other information that does not relate to their suitability to work at the school should not 

be considered (i.e. social life, political or other opinions or affiliations unless they fall within 
the concern category as detailed above).  
    

Online checks  
Candidate name    

  
Role  
  

  

Recrui1ng manager  
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Date of check  
  

  

Details found  
  

  
  
  
  
  
  
  

Details of discussion 
with candidate (i.e. 
context)  

  
  
  
  
  
  
  
  

Further ac1ons (i.e.  
risk assessment)  

  
  
  
  
  
  
  
  

  


