PROCEDURE FOR SAFER RECRUITMENT
 Position becomes available
(
Person specification/job description is written incorporating the phrase

“We are committed to safeguarding and promoting the welfare of children”.
(
Advertisement prepared incorporating the phrase

“We are committed to safeguarding and promoting the welfare of children”.

For teaching staff the advert will be placed in the Times Educational Supplement.  For support staff the advert will be placed in the local paper, 

on the school’s and Hert’s websites.

(
Agree closing date for applications.  Closing date included in pack along 

with date of interviews.

(
Application pack is prepared which includes:-

· application form person specification

· job description

· letter from Headteacher

· further information/prospectus.

All the above must include ‘we are committed to safeguarding and 

promoting the welfare of children’

(
Applicants can ring in or email for information packs.
(
Interview panel set up including one of the following Phil Jakszta, 
Angela Chisholm, Bernie Whittle, Linda Graham (Governor), James Dent,
Sue Johnson, Michaela Keohane, Jane Dickie and 
Sandra Lynch (Governor).
(
Structure of interview agreed by panel which includes questions to be asked, tasks they will perform, how candidates will be scored.
(
Once applications have been received, the panel will scrutinise the applications and agree a short list of candidates.  They also agree on any additional questions to be asked at interview arising from the scrutiny of the application forms, including their motivation for working with children.
(
Two references will be requested for those candidates who have

been short listed.  These will be given to panel to scrutinise prior to interviews taking place.
(
Candidates will be telephoned and invited for interview.  This will be followed

up with formal letter of invitation.  Candidates will be informed that they must bring with them any professional qualification certificates and also CRB

disclosure if they have one (for Hertfordshire).

(
Candidates will have a tour of the school led by a student but accompanied by an adult (preferably the Governor who is to be on the

interview panel).

(
The interview takes place in accordance with the structure agreed by the

panel previously.  Score sheets will be used but these will only inform the

decision making and will not necessarily be the deciding factor.  If any
concerns arise from interview, these must be addressed.

(
 Agreed task to be completed.
(
Once all interviews and tasks are completed, the Panel will then discuss their thoughts/scores and agree an appropriate candidate for the position.  The Chairperson of the Panel will delegate responsibility regarding who will phone and inform candidates of their decision.

(
 All paperwork and score sheets must be kept for three months.
(
A telephone call will be made to the successful candidate followed up with a formal letter offering the post but stating “subject to necessary references, CRB checks, qualifications etc”.  If the candidate does not hold an appropriate CRB disclosure, then the appropriate forms will be sent out at this stage, making it clear that they must return the form together with the appropriate forms of identification, as soon as possible.
(
 A personnel file is set up.

(
Telephone calls and follow up letters will then be made to the unsuccessful candidates.
(
All necessary paperwork must be received by the school before a contract

of employment is sent out and before the candidate takes up the posts. (This includes CRB disclosures, qualification certificates and references if not already received).
(
 Contract of employment is sent to the successful candidate to be signed.
(
Chair of Governors then signs the contract of employment.  The original to be kept on file and a copy to be given to the successful candidate.

(
The successful candidate starts work.  There will be a robust induction system in place, again mentioning the ‘safeguarding children’.  Guidance will also be given in the staff handbook and a clear explanation of line management will take place.  The whistleblowing policy is also discussed with candidate.   This will then be reviewed each year with staff.
