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1. Introduction 
 
Burlington House School is owned and operated by Cavendish Education. 
 
This policy is one of a series of school policies that, taken together, are designed to form a comprehensive 
statement of the school’s aspiration to provide an outstanding education for each of its students and of the 
mechanisms and procedures in place to achieve this. Accordingly, this policy should be read alongside these 
policies. In particular, it should be read in conjunction with the policies covering equality and diversity, 
Health and Safety, safeguarding and child protection.   
 
All of these policies have been written, not simply to meet statutory and other requirements, but to enable 
and evidence the work that the whole school is undertaking to ensure the implementation of its core values: 
Confidence | Competence | Creativity | Character  
 
While this current policy document may be referred to elsewhere, including particulars of employment, it is 
non-contractual. 
 
In the school’s policies, unless the specific context requires otherwise, the word “parent” is used in terms of  
Section 576 of the Education Act 1996, which states that a ‘parent’, in relation to a child or young person, 
includes any person who is not a biological parent but who has parental responsibility, or who has care of the 
child. Department for Education guidance, Understanding and dealing with issues relating to parental 
responsibility updated August 2023, considers a ‘parent’ to include: 
 

●​ all biological parents, whether they are married or not 
●​ any person who, although not a biological parent, has parental responsibility for a child or young 

person - this could be an adoptive parent, a step-parent, guardian or other relative 
●​ any person who, although not a biological parent and does not have parental responsibility, has care 

of a child or young person 
 
A person typically has care of a child or young person if they are the person with whom the child lives, either 
full or part-time, and who looks after the child, irrespective of what their biological or legal relationship is 
with the child. 
 
The school contracts the services of third-party organisations to ensure regulatory compliance and 
implement best practices for: 

●​ HR and Employment Law 
●​ Health & Safety Guidance 
●​ DBS Check processing 
●​ Mandatory Safeguarding, Health & Safety, and other relevant training 
●​ Data protection and GDPR guidance 
●​ Specialist insurance cover 

Where this policy refers to ‘employees’, the term refers to any individual who is classified as an employee or a 
worker, working with and on behalf of the school (including volunteers and contractors). 
 
The school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff, volunteers, pupils and visitors to share this commitment.  
 
All outcomes generated by this document must take account of and seek to contribute to safeguarding and 
promoting the welfare of children and young people at Burlington House School. 
 
The policy documents of Burlington House School are revised and published periodically in good faith. They 
are inevitably subject to revision. On occasion, a significant revision, although promulgated in school 
separately, may have to take effect between the republication of a set of policy documents.  Care should 
therefore be taken to ensure, by consultation with the Senior Leadership Team, that the details of any policy 
document are still effectively current at a particular moment. 
 

https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility


 
 

 
2. Recruitment Principles 
 
The school is committed to safeguarding and promoting the welfare of children and expects all staff, 
volunteers and those working on behalf of the school to share this commitment. Safer recruitment is a vital 
part of creating and maintaining a strong safeguarding culture and is integral to ensuring that unsuitable 
individuals are prevented from working with children. 
 
The school recognises that safeguarding is everyone's responsibility and that effective recruitment practices 
contribute to protecting children from harm. Throughout every stage of the recruitment and selection 
process, safeguarding considerations will take precedence alongside the assessment of a candidate's skills, 
qualifications and experience. 
 
The school will ensure that: 

●​ all recruitment and selection procedures are conducted in accordance with Keeping Children Safe in 
Education (KCSIE) 2026, relevant employment legislation and equality legislation; 

●​ recruitment decisions are based on merit through a fair, transparent and consistent process while 
giving due regard to safeguarding responsibilities; 

●​ appropriate safeguarding and pre-employment checks are completed before any individual begins 
work with children; 

●​ all candidates are treated fairly and consistently, with any safeguarding concerns identified, explored 
and risk assessed before an appointment is confirmed; 

●​ online searches of shortlisted candidates are undertaken as part of the school's due diligence process 
in accordance with KCSIE 2026, with any relevant information considered objectively, recorded 
appropriately and discussed with the candidate where necessary; 

●​ all recruitment records are maintained securely in accordance with data protection legislation and 
the school's records retention schedule; 

●​ at least one member of every interview panel has completed recognised Safer Recruitment Training 
and is able to ensure safeguarding remains central throughout the recruitment process; 

●​ recruitment documentation, including interview records, references, pre-employment checks and 
decisions, provides a clear audit trail demonstrating compliance with statutory requirements; 

●​ governors and senior leaders monitor the effectiveness of safer recruitment arrangements through 
regular reviews of recruitment practice and periodic audits of the Single Central Record (SCR). 

 
The school will continually review its safer recruitment procedures to ensure they reflect current statutory 
guidance, emerging safeguarding risks and recognised best practice. Any deficiencies identified through 
monitoring or audit will be addressed promptly to maintain the highest standards of safeguarding. 
 
 
3. Advertising 
 
The school will ensure that all recruitment advertising reflects its commitment to safeguarding and 
promoting the welfare of children and young people. All recruitment materials will communicate the 
importance of safeguarding and the expectation that successful applicants will share this commitment. 
 
Every advertisement will include: 

●​ a statement that the school is committed to safeguarding and promoting the welfare of children and 
expects all staff and volunteers to share this commitment; 



 
 

●​ confirmation that the appointment is subject to satisfactory pre-employment safeguarding checks, 
including an Enhanced Disclosure and Barring Service (DBS) check with children's barred list 
information where the role constitutes regulated activity; 

●​ the safeguarding responsibilities associated with the role, including the extent of contact with 
children; 

●​ details of the school's commitment to equality, diversity and inclusion and to recruiting the best 
candidate through a fair and transparent process; 

●​ confirmation that online searches will be carried out on shortlisted candidates as part of the school's 
due diligence process in accordance with Keeping Children Safe in Education (KCSIE) 2026; 

●​ information that the successful candidate will be required to comply with the school's safeguarding, 
child protection and staff code of conduct policies; 

●​ where applicable, confirmation that additional statutory checks will be undertaken, including 
prohibition from teaching checks, Section 128 checks, childcare disqualification checks and overseas 
criminal record checks. 

 
The recruitment pack made available to prospective applicants will include, or provide links to: 

●​ the Child Protection and Safeguarding Policy; 
●​ the Staff Code of Conduct; 
●​ the school's Safer Recruitment Policy; 
●​ the school's policy on the employment of ex-offenders; 
●​ the job description and person specification; and 
●​ information explaining the school's recruitment process and pre-employment checks. 

 
The school will ensure that advertisements, job descriptions and person specifications accurately describe 
the safeguarding responsibilities of the role and clearly set out the skills, qualifications, experience and 
personal attributes required to safeguard and promote the welfare of children. 
 
All recruitment advertising will be approved by the Headteacher (or delegated senior leader) before 
publication to ensure compliance with statutory guidance and the school's safeguarding requirements. 
 
 
4. Application Forms 
 
The school will only accept applications submitted on its approved application form and will not accept 
curriculum vitae (CVs) in place of a completed application form. This ensures that sufficient information is 
obtained to assess an applicant's suitability to work with children and enables any anomalies or concerns to 
be identified and explored. 
 
Application forms will require applicants to provide: 

●​ full personal details, including any previous names; 
●​ a full chronological employment and education history, including explanations for any gaps in 

employment or training; 
●​ details of all relevant qualifications and professional memberships; 
●​ details of any voluntary work or other experience involving children; 
●​ a declaration of any relationships to existing employees, governors or directors where applicable; 
●​ details of referees, including the applicant's current or most recent employer; 
●​ information relating to any criminal convictions, cautions or other matters that are relevant to the 

post, in accordance with the Rehabilitation of Offenders Act 1974 (Exceptions) Order and current 
legislation. 



 
 

●​ 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) 

●​ Include a copy of, or link to, our child protection and safeguarding policy and our policy on the 
employment of ex-offenders 

 
The application form will also require applicants to confirm: 

●​ that they are not barred from engaging in regulated activity relating to children where the post 
involves regulated activity; 

●​ whether they are subject to a prohibition from teaching order, Section 128 direction or any other 
professional prohibition or restriction; 

●​ whether they have been disqualified from providing childcare where relevant; 
●​ whether they have lived or worked overseas and understand that additional overseas checks may be 

required; 
●​ that the information provided is true, complete and accurate. 

 
Applicants will be informed that: 

●​ providing false, misleading or incomplete information may result in the application being rejected, 
the withdrawal of an offer of employment, dismissal, and where appropriate, referral to the relevant 
statutory authorities; 

●​ online searches will be undertaken on shortlisted candidates as part of the school's due diligence 
process in accordance with Keeping Children Safe in Education (KCSIE) 2026; 

●​ the successful applicant will be required to complete all statutory pre-employment safeguarding 
checks before commencing employment. 

 
As part of the recruitment pack, applicants will be provided with, or directed to, the following documents: 

●​ the Child Protection and Safeguarding Policy; 
●​ the Staff Code of Conduct; 
●​ the school's policy on the employment of ex-offenders; 
●​ the Privacy Notice for Job Applicants explaining how personal data will be processed in accordance 

with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. 
 
The school will review all completed application forms carefully to identify any inconsistencies, 
discrepancies or omissions. Any concerns identified during this stage will be explored with the applicant 
during the recruitment process before an appointment decision is made. 
 
5. Shortlisting 
 
The shortlisting process forms a key part of the school's safer recruitment procedures and is designed to 
identify candidates who meet the requirements of the role while ensuring that any safeguarding concerns 
are identified and appropriately explored. 
 
Shortlisting will normally be undertaken by a minimum of two members of staff, one of whom will have 
completed recognised Safer Recruitment Training. Panel members will assess applications objectively 
against the published person specification using consistent selection criteria. 
 
During the shortlisting process, the panel will: 

●​ consider whether applicants meet the essential and desirable criteria for the role; 
●​ review the applicant's full employment and education history to identify any unexplained gaps, 

inconsistencies or anomalies; 



 
 

●​ consider patterns of repeated short-term employment or frequent changes in employment or 
location and determine whether further clarification is required; 

●​ review declarations relating to criminal convictions, safeguarding matters, professional conduct, 
childcare disqualification and overseas employment; 

●​ identify any discrepancies between the application form and supporting information that require 
further exploration; 

●​ determine any safeguarding-related issues that should be discussed during the interview. 
 
Following shortlisting, the school will: 

●​ obtain references wherever possible before interview to allow any concerns to be explored with the 
candidate; 

●​ require shortlisted candidates to complete a self-declaration of their criminal record and any 
information that may affect their suitability to work with children where this has not already been 
completed as part of the application process; 

●​ undertake an online search of all shortlisted candidates as part of the school's due diligence in 
accordance with Keeping Children Safe in Education (KCSIE) 2026. 

 
Online searches will: 

●​ only consider information that is publicly available; 
●​ be undertaken by an appropriately authorised member of staff who is not involved in making 

subjective recruitment decisions wherever practicable; 
●​ focus on identifying information relevant to a candidate's suitability to work with children; 
●​ avoid consideration of information that is irrelevant to the role or relates to protected characteristics 

under the Equality Act 2010; 
●​ be recorded appropriately, including confirmation that the search has been completed and details of 

any safeguarding concerns identified; 
●​ provide candidates with an opportunity to discuss any relevant issues identified before a final 

appointment decision is made. 
 
Where safeguarding concerns arise during the shortlisting process, the panel will ensure that these are 
investigated thoroughly and fairly before determining whether the candidate should proceed to interview or 
appointment. 
 
The school will maintain an appropriate audit trail of the shortlisting process, including the reasons for 
selection decisions, to demonstrate compliance with statutory safer recruitment requirements and the 
principles of fairness, transparency and safeguarding. 
 
6. Seeking References and Verifying Employment History 
 
The school recognises that obtaining and scrutinising references is an essential element of safer 
recruitment. References provide valuable information about an applicant's suitability to work with children 
and help verify information provided during the recruitment process. 
 
References will normally be obtained for all shortlisted candidates before interview wherever possible.  
 
Where this is not practicable, references will be obtained and scrutinised before any offer of employment is 
confirmed. 
 
 
 



 
 

The school will: 
●​ obtain a minimum of two professional references; 
●​ seek a reference from the applicant's current employer and, where applicable, from the most recent 

employer where they worked with children; 
●​ not accept open references or testimonials (for example, references addressed "To Whom It May 

Concern"); 
●​ not rely on applicants to provide references on behalf of referees; 
●​ verify that references have been received directly from the referee using an official organisational 

email address or other authenticated source; 
●​ ensure references are completed by a senior member of staff with appropriate authority to comment 

on the applicant's suitability for employment; 
●​ verify the applicant's most recent employment where they are not currently employed; 
●​ obtain confirmation of the applicant's conduct where they have previously worked with children. 

 
The school will ensure that references specifically seek information about: 

●​ the applicant's suitability to work with children; 
●​ the applicant's relationships with children and young people; 
●​ disciplinary action relating to the safety and welfare of children, including any in which the sanction 

has expired; 
●​ whether the referee is satisfied that the applicant is suitable to work with children; 
●​ any substantiated safeguarding concerns or allegations; 
●​ whether the applicant has been the subject of capability or disciplinary procedures where these are 

relevant to safeguarding; 
●​ the reason for leaving the current or previous employment. 

 
On receipt of references, the recruiting manager will: 

●​ compare the information provided with the application form and any other recruitment 
documentation; 

●​ identify and investigate any discrepancies, omissions, vague statements or inconsistencies; 
●​ contact referees directly to clarify any information that is unclear or raises safeguarding concerns; 
●​ ensure any concerns are explored fully with the candidate during the interview; 
●​ document all discussions and actions taken. 

 
Where an applicant has lived or worked overseas, the school will obtain additional evidence of conduct and 
professional standing where available. This may include overseas criminal record certificates, certificates of 
good conduct or confirmation from relevant professional regulatory authorities. 
 
The school will not confirm an appointment until: 

●​ all references have been received and considered satisfactory; 
●​ any safeguarding concerns have been fully investigated and resolved; 
●​ employment history has been verified and any gaps satisfactorily explained; and 
●​ the recruiting manager is satisfied that there are no outstanding safeguarding concerns. 

 
All references and associated correspondence will be retained securely as part of the recruitment record in 
accordance with the school's data retention schedule and UK General Data Protection Regulation (UK GDPR) 
requirements. 
 
7. Interview and Selection 
 



 
 

The interview process is a critical stage of safer recruitment and provides an opportunity to assess each 
candidate's suitability to work with children, their values, attitudes towards safeguarding, and their ability to 
fulfil the responsibilities of the role. 
 
All interviews will be conducted by a panel of at least two members of staff. With, at least one member of the 
panel will have completed recognised Safer Recruitment Training. 
 
The interview panel will: 

●​ assess each candidate against the published person specification and job description; 
●​ explore the candidate's motivation for working with children and young people; 
●​ assess the candidate's understanding of safeguarding responsibilities and child protection; 
●​ evaluate whether the candidate demonstrates values and behaviours consistent with the school's 

safeguarding culture; 
●​ ask consistent core questions of all candidates while allowing supplementary questions where 

clarification is required; 
●​ maintain a written and signed record of questions asked, candidate responses, assessment outcomes 

and recruitment decisions. 
 
As part of the interview, the panel will explore: 

●​ any gaps in employment or education history; 
●​ frequent changes in employment or location; 
●​ discrepancies between the application form, references and other recruitment information; 
●​ any safeguarding concerns identified through references, self-declarations or online searches; 
●​ the reasons for leaving previous employment; 
●​ any previous disciplinary matters or professional conduct issues relevant to the role; 
●​ the candidate's understanding of professional boundaries and the Staff Code of Conduct. 

 
Candidates will be given the opportunity to explain any information identified during the recruitment 
process that may be relevant to their suitability for employment. Recruitment decisions will not be based 
solely on information obtained through online searches or self-declarations without providing the candidate 
with an opportunity to respond. 
 
Interview questions will include safeguarding-focused scenarios designed to assess the candidate's ability to: 

●​ recognise indicators of abuse, neglect and exploitation; 
●​ respond appropriately to safeguarding concerns; 
●​ understand the importance of reporting concerns promptly; 
●​ maintain professional boundaries with children; 
●​ contribute to creating a safe and inclusive environment for pupils. 

 
Following the interview, the panel will evaluate all available evidence, including: 

●​ the application form; 
●​ interview performance; 
●​ references; 
●​ self-declaration; 
●​ online search findings; 
●​ qualifications and experience; 
●​ safeguarding knowledge and attitudes. 

 



 
 

Appointment decisions will be based on the candidate's overall suitability for the role, taking account of 
their qualifications, experience, competencies and commitment to safeguarding and promoting the welfare 
of children. 
 
All offers of employment are conditional, subject to the satisfactory completion of all required 
pre-employment checks. Where safeguarding concerns remain unresolved, the school will not proceed with 
the appointment. 
 
The school will retain signed interview notes, scoring records and recruitment decisions in accordance with 
its records management and data protection policies to provide a clear audit trail of the recruitment process. 
 
8. Pre-Appointment Vetting Checks 
 
The school will ensure that no applicant is permitted to commence employment until all statutory 
pre-employment safeguarding checks have been completed satisfactorily or, in exceptional circumstances, 
an appropriate written risk assessment has been completed and approved by the Headteacher. 
 
All offers of employment are conditional upon the satisfactory completion of all relevant pre-appointment 
checks. 
 
The school will record all required checks on the Single Central Record (SCR) in accordance with Keeping 
Children Safe in Education (KCSIE) 2026. Copies of documentation will be retained securely within 
personnel files in accordance with the school's records retention schedule and UK General Data Protection 
Regulation (UK GDPR). 
 
8.1 Mandatory Pre-Appointment Checks 
 
Before confirming an appointment, the school will verify: 

●​ the applicant's identity from original documentation; 
●​ the applicant's right to work in the United Kingdom; 
●​ the applicant's address and proof of identity where required; 
●​ the applicant's professional qualifications relevant to the role; 
●​ any professional registration required for the post; 
●​ the applicant's employment history and explanations for any gaps; 
●​ the applicant's medical fitness to carry out the responsibilities of the role, where appropriate, in 

accordance with the Equality Act 2010; 
●​ satisfactory references; 
●​ the outcome of all safeguarding declarations completed during the recruitment process. 

 
8.2 Disclosure and Barring Service (DBS) Checks 
 
The school will obtain: 

●​ an Enhanced DBS certificate for all relevant appointments; 
●​ an Enhanced DBS certificate including children's barred list information where the role constitutes 

regulated activity; 
●​ a separate children's barred list check where an individual is permitted to begin regulated activity 

before the DBS certificate has been received, in exceptional circumstances. 
 
The school utilises the services of the DBS online update service for all staff, volunteers, governors, directors 
or contractors who are in regulated activity. 



 
 

 
The school will not retain copies of DBS certificates for longer than six months but will retain an appropriate 
record of: 

●​ the date of the check; 
●​ the certificate number where appropriate; 
●​ the level of check undertaken; 
●​ the recruitment decision. 

 
8.3 Prohibition and Additional Statutory Checks 
 
Where applicable, the school will undertake: 

●​ a Prohibition from Teaching check through the Teaching Regulation Agency (TRA); 
●​ a Section 128 Direction check for individuals appointed to relevant management positions; 
●​ Childcare Disqualification checks where required under the Childcare Act 2006 and associated 

regulations; 
●​ checks of professional sanctions or restrictions where relevant to the role. 

 
8.4 Overseas Applicants 
 
Where an applicant has lived or worked outside the United Kingdom, the school will undertake additional 
checks covering at least the previous 10 years, as appropriate. These may include: 

●​ overseas criminal record certificates; 
●​ certificates of good conduct; 
●​ letters of professional standing from relevant regulatory authorities; 
●​ verification of overseas teaching status where applicable; 
●​ any other checks considered necessary following an assessment of risk. 

 
Where overseas information cannot reasonably be obtained, the school will complete and retain a 
documented risk assessment explaining the decision to appoint and any additional safeguarding measures 
implemented. 
 
8.5 Delayed Checks 
 
In exceptional circumstances where an individual is required to commence employment before every check 
has been completed, the Headteacher must authorise this arrangement following a documented 
safeguarding risk assessment. 
 
The risk assessment will consider: 

●​ the reason for the delay; 
●​ the duties to be undertaken; 
●​ the level of supervision required; 
●​ whether regulated activity will be undertaken; 
●​ any mitigating safeguarding measures. 

 
Such arrangements will only be used where legally permissible and will be reviewed until all outstanding 
checks have been completed. 
 
8.6 Single Central Record 
 



 
 

The school will maintain an accurate and up-to-date Single Central Record (SCR) containing all information 
required by KCSIE 2026. 
 
The SCR will be: 

●​ updated promptly following each recruitment process; 
●​ reviewed regularly by the Headteacher or nominated senior leader; 
●​ formally audited at least once each term, with findings reported to the Governing Body or 

appropriate committee; 
●​ used as part of the school's safeguarding quality assurance arrangements. 

 
Any discrepancies identified during an audit will be rectified without delay. 
 
No appointment will be confirmed until the Headteacher (or delegated senior leader) is satisfied that all 
required safeguarding checks have been completed and there are no outstanding safeguarding concerns. 
 
 
9. Existing Staff 
 
The school recognises that safeguarding is an ongoing responsibility and that safer recruitment extends 
beyond the point of appointment. The school will maintain a culture of vigilance and take appropriate action 
where concerns arise regarding the suitability of any member of staff, volunteer, governor, director or 
contractor to work with children. 
 
The school will ensure that all staff continue to meet the required standards of conduct, behaviour and 
professional practice throughout their employment. 
 
9.1 Ongoing Suitability 
 
The school will review the suitability of existing staff where: 

●​ safeguarding concerns arise regarding an individual's conduct or behaviour; 
●​ new information becomes available that may affect an individual's suitability to work with children; 
●​ an individual changes role and begins undertaking regulated activity where they were not previously 

doing so; 
●​ an individual returns to work following a significant break in service, where additional checks are 

considered necessary; 
●​ required by changes in legislation or statutory guidance. 

 
Where appropriate, the school will carry out the relevant pre-employment checks again, including obtaining 
a new Enhanced DBS check or other statutory checks where there is a legitimate safeguarding reason to do 
so. 
 
9.2 Managing Safeguarding Concerns 

 
Any safeguarding concerns relating to an existing member of staff will be managed in accordance with: 

●​ the Child Protection and Safeguarding Policy; 
●​ the Staff Code of Conduct; 
●​ the Managing Allegations Against Staff Policy; 
●​ the Low-Level Concerns Policy; 
●​ the school's disciplinary procedures. 

 



 
 

Concerns will be assessed promptly and proportionately, with advice sought from the Local Authority  
 
Designated Officer (LADO), police or other relevant agencies where appropriate. 
 
9.3 Ongoing Safeguarding Responsibilities 
 
All staff are expected to: 

●​ maintain high standards of professional conduct; 
●​ comply with safeguarding policies and procedures at all times; 
●​ undertake mandatory safeguarding training and updates; 
●​ report any safeguarding concerns immediately in accordance with school procedures; 
●​ disclose any circumstances that may affect their suitability to work with children, including relevant 

criminal investigations, cautions, convictions, professional sanctions or restrictions. 
 
Failure to disclose relevant information may result in disciplinary action. 
 
9.4 Referrals to the Disclosure and Barring Service 
 
The school has a legal duty to make a referral to the Disclosure and Barring Service (DBS) where the criteria 
for referral are met. 
 
A referral will be made where the school removes an individual from regulated activity (or would have done 
so had they not resigned, retired or otherwise left employment) because they have: 

●​ harmed, or posed a risk of harm to, a child; 
●​ engaged in relevant conduct; 
●​ satisfied the harm test; 
●​ received a caution or conviction for a relevant offence. 

 
Where appropriate, referrals will also be made to: 

●​ the Teaching Regulation Agency (TRA); 
●​ the Local Authority Designated Officer (LADO); 
●​ the Police; 
●​ Social Care; or 
●​ any relevant professional or regulatory body. 

 
9.5 Monitoring 
 
The Headteacher, Designated Safeguarding Lead (DSL) and Governing Body will monitor compliance with 
safer recruitment and ongoing suitability arrangements through: 

●​ safeguarding audits; 
●​ Single Central Record audits; 
●​ safeguarding supervision and monitoring; 
●​ regular review of training compliance; 
●​ review of safeguarding incidents, low-level concerns and allegations to identify themes, trends and 

lessons learned. 
 
The school will take prompt action to address any concerns identified through monitoring to ensure that 
safeguarding arrangements remain effective and compliant with Keeping Children Safe in Education 
(KCSIE) 2026. 
 



 
 

 
10. Agency and Third-Party Staff 
 
The school recognises that agency, supply and third-party staff have the same responsibility as directly 
employed staff to safeguard and promote the welfare of children. Before any agency or third-party worker 
begins work, the school will obtain written confirmation that all relevant safer recruitment and 
pre-employment checks have been completed in accordance with Keeping Children Safe in Education 
(KCSIE) 2026. 
 
Before an individual commences work, the school will: 

●​ obtain written confirmation from the supplying agency or organisation that all statutory 
pre-employment checks have been completed; 

●​ confirm that an Enhanced DBS check has been undertaken and, where appropriate, includes 
children's barred list information for those engaged in regulated activity; 

●​ verify that identity, right to work, qualifications and any required professional registrations have 
been checked; 

●​ confirm that any required prohibition from teaching, Section 128, childcare disqualification or 
overseas checks have been completed where applicable; 

●​ ensure that the individual is suitable to undertake the duties for which they have been engaged. 
 
On the individual's first day at the school, an authorised member of staff will: 

●​ verify the individual's identity against photographic identification and verify their original DBS 
certificate; 

●​ confirm that the individual presenting for work matches the details provided by the agency; 
●​ ensure the individual has received an appropriate safeguarding induction before working with 

children. 
 
The safeguarding induction will include: 

●​ the identity and contact details of the Designated Safeguarding Lead (DSL) and Deputy DSL(s); 
●​ the school's Child Protection and Safeguarding Policy; 
●​ the Staff Code of Conduct; 
●​ procedures for reporting safeguarding concerns; 
●​ emergency procedures and site-specific safeguarding arrangements; 
●​ acceptable use of technology and confidentiality expectations where relevant. 

 
Agency and third-party staff will be expected to: 

●​ comply with all school safeguarding and child protection policies; 
●​ adhere to the Staff Code of Conduct; 
●​ report safeguarding concerns immediately using the school's procedures; 
●​ participate in safeguarding briefings where appropriate during longer-term placements. 

 
The school will maintain records of agency confirmations and identity verification in accordance with its 
safer recruitment procedures. 
 
Where concerns arise regarding the conduct or suitability of an agency or third-party worker, the school 
will: 

●​ take immediate action to safeguard children; 
●​ notify the supplying agency without delay; 
●​ consider whether referral to the Local Authority Designated Officer (LADO), Disclosure and Barring 

Service (DBS), Teaching Regulation Agency (TRA), police or other relevant authority is required; 



 
 

●​ review whether the individual should continue working within the school. 
 
The Headteacher and Designated Safeguarding Lead will monitor the use of agency and third-party staff to 
ensure ongoing compliance with statutory safeguarding requirements and the school's safer recruitment 
procedures. 
 
 
11. Contractors 
 
The school recognises that contractors and their employees may have access to the school site and, in some 
circumstances, have contact with children. The school will ensure that appropriate safeguarding 
arrangements are in place before any contractor commences work. 
 
The level of safeguarding checks required will be determined through a risk assessment, taking account of: 

●​ the nature of the work being undertaken; 
●​ whether the work constitutes regulated activity; 
●​ the frequency and duration of contact with children; 
●​ whether the contractor will be supervised at all times; 
●​ the areas of the school to which the contractor will have access. 

 
11.1 Pre-Engagement Checks 
 
Before work begins, the school will ensure that: 

●​ contractors engaging in regulated activity have an Enhanced Disclosure and Barring Service (DBS) 
check with children's barred list information; 

●​ contractors who are not undertaking regulated activity, but whose work provides the opportunity for 
regular contact with children, have an appropriate Enhanced DBS check where required; 

●​ self-employed contractors obtain the appropriate DBS check where the school is responsible for 
doing so; 

●​ identity is verified using original photographic identification; 
●​ written assurance is obtained from contracting organisations confirming that appropriate safer 

recruitment and pre-employment checks have been completed where responsibility rests with the 
employer. 

 
The school will maintain records of the checks undertaken or assurances received. 
 
11.2 Safeguarding Arrangements 
 
All contractors will: 

●​ sign in and out using the school's visitor procedures; 
●​ wear an appropriate visitor or contractor identification badge at all times; 
●​ comply with the school's safeguarding and health and safety procedures; 
●​ remain within authorised areas of the school site; 
●​ report any safeguarding concerns immediately to the Designated Safeguarding Lead (DSL) or 

another member of the safeguarding team. 
 
Where contractors are expected to have contact with children, they will receive an appropriate safeguarding 
briefing, including: 

●​ the identity and contact details of the Designated Safeguarding Lead (DSL) and Deputy DSL(s); 
●​ how to report safeguarding concerns; 



 
 

●​ expected standards of professional conduct; 
●​ emergency procedures relevant to their work. 

 
11.3 Supervision 
 
Contractors who have not completed the required safeguarding checks, or where appropriate assurances 
have not been received, will: 

●​ be supervised at all times by an authorised member of staff; 
●​ not undertake regulated activity; 
●​ not be permitted unsupervised access to children; 
●​ only access areas necessary for the completion of their work. 

 
Where safeguarding risks cannot be adequately mitigated, contractors will not be permitted to commence 
work. 
 
11.4 Childcare Disqualification 
 
Where contractors undertake work within the scope of the Childcare Act 2006 and associated regulations, 
the school will ensure that appropriate childcare disqualification checks or risk assessments are completed 
where required. 
 
11.5 Monitoring 
 
The Site Manager, The HR Manager and Designated Safeguarding Lead will work together to ensure that 
contractor safeguarding arrangements are implemented effectively. 
 
Compliance will be monitored through: 

●​ contractor records; 
●​ visitor signing-in procedures; 
●​ safeguarding audits; 
●​ periodic reviews of contractor risk assessments; and 
●​ monitoring of contractor conduct while on site. 

 
Any concerns regarding the suitability or conduct of a contractor will be managed immediately in 
accordance with the school's safeguarding procedures and, where appropriate, referred to the contractor's 
employer, the Local Authority Designated Officer (LADO), the Disclosure and Barring Service (DBS), the 
police or any other relevant authority. 
 
 
12. Trainee Teachers and Student Teachers 
 
The school is committed to ensuring that trainee teachers and student teachers are subject to the same 
robust safeguarding arrangements as all other adults working with children. 
 
Before any trainee or student teacher begins their placement, the school will ensure that all appropriate 
safeguarding and pre-placement checks have been completed in accordance with Keeping Children Safe in 
Education (KCSIE) 2026. 
 

 
 



 
 

12.1 Salaried Trainee Teachers 
 
Where trainee teachers are employed directly by the school, they will be subject to the same safer 
recruitment and pre-employment checks as any other employee. 
 
This includes, where applicable: 

●​ verification of identity; 
●​ verification of the right to work in the United Kingdom; 
●​ verification of qualifications and professional status; 
●​ an Enhanced Disclosure and Barring Service (DBS) check, including children's barred list 

information where the role constitutes regulated activity; 
●​ prohibition from teaching checks; 
●​ overseas checks where required; 
●​ any additional statutory checks applicable to the role. 

 
12.2 Fee-Funded Trainee Teachers 
 
Where trainee teachers are undertaking a placement through an Initial Teacher Training (ITT) provider and 
are not employed by the school, the school will obtain written confirmation from the provider that: 

●​ all relevant pre-placement safeguarding checks have been completed; 
●​ the trainee has been assessed as suitable to work with children; 
●​ any required Enhanced DBS check has been completed; 
●​ any additional statutory checks have been undertaken where applicable. 

 
The school will verify the trainee's identity on arrival before they commence their placement. 
 
12.3 Student Placements 
 
Students undertaking placements as part of further or higher education programmes will be subject to a risk 
assessment to determine the appropriate safeguarding arrangements, taking account of: 

●​ the nature of the placement; 
●​ the activities to be undertaken; 
●​ the level of supervision; 
●​ whether the placement involves regulated activity; 
●​ confirmation received from the education provider regarding safeguarding checks already 

completed. 
 
Where responsibility for safeguarding checks rests with the education provider, the school will obtain 
written assurance that these have been completed before the placement begins. 
 
12.4 Induction and Supervision 
 
All trainee teachers and student teachers will receive an appropriate induction before working with pupils. 
 
This will include: 

●​ the Child Protection and Safeguarding Policy; 
●​ the Staff Code of Conduct; 
●​ the identity and contact details of the Designated Safeguarding Lead (DSL) and Deputy DSL(s); 
●​ procedures for reporting safeguarding concerns; 
●​ emergency procedures; 



 
 

●​ professional boundaries and expected standards of behaviour. 
 
Each trainee or student teacher will be allocated an appropriately experienced member of staff to provide 
supervision, support and oversight throughout the placement. 
 
12.5 Monitoring 
 
The member of staff responsible for supervising the trainee or student teacher will monitor their 
professional conduct and safeguarding practice throughout the placement. 
 
Any safeguarding concerns regarding a trainee or student teacher will be managed immediately in 
accordance with the school's safeguarding procedures and, where appropriate, reported to: 

●​ the Initial Teacher Training provider or education provider; 
●​ the Local Authority Designated Officer (LADO); 
●​ the Disclosure and Barring Service (DBS); 
●​ the Teaching Regulation Agency (TRA); or 
●​ any other relevant authority. 

 
The school will maintain appropriate records of safeguarding assurances, induction and supervision 
arrangements for all trainee teachers and student placements. 
 
 
13. Volunteers 
 
The school recognises the valuable contribution that volunteers make to the education and wellbeing of 
pupils. The school is committed to ensuring that all volunteers are recruited, vetted and supervised 
appropriately to safeguard and promote the welfare of children. 
 
Before any volunteer begins working with pupils, the school will undertake a risk assessment to determine: 

●​ the nature of the volunteer role; 
●​ the frequency and level of contact with children; 
●​ whether the role constitutes regulated activity; 
●​ the level of supervision that will be provided; 
●​ the safeguarding checks required. 

 
The level of safeguarding checks undertaken will be proportionate to the role and will be carried out in 
accordance with Keeping Children Safe in Education (KCSIE) 2026. 
 
13.1 Recruitment and Vetting 
 
The school will: 

●​ obtain an Enhanced Disclosure and Barring Service (DBS) check, including children's barred list 
information, for all volunteers undertaking regulated activity; 

●​ consider whether an Enhanced DBS check (without barred list information) is appropriate for 
volunteers who are not engaged in regulated activity, following a documented risk assessment; 

●​ verify the identity of all volunteers before they commence their role; 
●​ obtain suitable references where this is considered necessary following the school's risk assessment; 
●​ undertake childcare disqualification checks where required by legislation. 

 
The school will retain a record of all volunteer risk assessments and safeguarding checks undertaken. 



 
 

 
13.2 Supervision 
 
Volunteers who have not completed the appropriate safeguarding checks will: 

●​ not undertake regulated activity; 
●​ not work unsupervised with children; 
●​ always remain under the direct supervision of an appropriately vetted member of staff. 

 
The level of supervision will be reviewed periodically to ensure it remains appropriate to the volunteer's role 
and safeguarding risk. 
 
13.3 Induction 
 
Before commencing their duties, volunteers will receive an induction appropriate to their role, which will 
include: 

●​ the school's Child Protection and Safeguarding Policy; 
●​ the identity and contact details of the Designated Safeguarding Lead (DSL) and Deputy DSL(s); 
●​ procedures for reporting safeguarding concerns; 
●​ the Staff Code of Conduct or Volunteer Code of Conduct; 
●​ expectations regarding professional boundaries, confidentiality and appropriate behaviour; 
●​ emergency procedures and relevant site-specific safeguarding arrangements. 

 
Volunteers will be made aware that safeguarding is everyone's responsibility and that they are expected to 
report any concerns immediately in accordance with the school's safeguarding procedures. 
 
13.4 Ongoing Monitoring 
 
The member of staff responsible for supervising the volunteer will monitor their conduct and suitability 
throughout their period of service. 
 
Where safeguarding concerns arise regarding a volunteer, the school will take immediate action to protect 
children and will consider whether: 

●​ the volunteer should cease volunteering immediately; 
●​ advice should be sought from the Local Authority Designated Officer (LADO); 
●​ a referral should be made to the Disclosure and Barring Service (DBS); 
●​ the police or other relevant agencies should be informed. 

 
The school will maintain records of volunteer appointments, safeguarding checks, inductions and 
supervision arrangements as part of its safer recruitment and safeguarding quality assurance processes. 
 
The Governing Body will receive assurance through safeguarding monitoring that volunteer recruitment 
and supervision arrangements remain effective and compliant with statutory guidance. 
 
 
14. Governors and Directors  
 
The Governing Body and Directors have a strategic responsibility for ensuring that the school operates 
effective safer recruitment procedures and complies with statutory safeguarding requirements. 
 



 
 

All appointments to governance roles will be subject to the appropriate safeguarding and suitability checks 
in accordance with Keeping Children Safe in Education (KCSIE) 2026. 
 
14.1 Pre-Appointment Checks 
 
Before appointment, the school will ensure that the following checks are completed, as appropriate to the 
type of school and governance role: 

●​ verification of identity; 
●​ verification of the right to work in the United Kingdom, where applicable; 
●​ an Enhanced Disclosure and Barring Service (DBS) check; 
●​ an Enhanced DBS check including children's barred list information where the individual will 

undertake regulated activity; 
●​ a Section 128 direction check where required; 
●​ overseas criminal record or other relevant checks where an individual has lived or worked outside 

the United Kingdom; 
●​ any additional statutory checks applicable to the role. 

 
The school will record the completion of all required checks on the Single Central Record (SCR). 
 
14.2 Safeguarding Responsibilities 
 
The Governing Body and Directors will ensure that: 

●​ safer recruitment procedures comply with current statutory guidance; 
●​ safeguarding remains a strategic priority across the school; 
●​ appropriate safer recruitment policies are reviewed and approved annually; 
●​ sufficient resources are available to implement effective safeguarding arrangements; 
●​ staff involved in recruitment receive appropriate safer recruitment training; 
●​ safeguarding concerns relating to recruitment are addressed promptly and appropriately. 

 
14.3 Monitoring and Quality Assurance 
 
The Governing Body and Directors will receive regular assurance regarding the effectiveness of safer 
recruitment arrangements. 
 
This will include oversight of: 

●​ the accuracy and completeness of the Single Central Record (SCR); 
●​ outcomes of termly SCR audits; 
●​ safer recruitment file audits; 
●​ safeguarding compliance reports; 
●​ training compliance for staff involved in recruitment; 
●​ any safeguarding themes or lessons learned arising from recruitment processes. 

 
Where deficiencies are identified, the Governing Body and Directors will ensure that appropriate remedial 
action is taken and monitored to completion. 
 
14.4 Induction 
 
Following appointment, governors and directors will receive safeguarding induction appropriate to their 
role, including: 

●​ the Child Protection and Safeguarding Policy; 



 
 

●​ Keeping Children Safe in Education (KCSIE) Part Two (or Part One where appropriate); 
●​ the Staff Code of Conduct where applicable; 
●​ the role of the Designated Safeguarding Lead (DSL); 
●​ safeguarding reporting arrangements; 
●​ governance responsibilities for safeguarding oversight. 

 
Governors and Directors will undertake safeguarding training at induction and receive regular updates to 
ensure they remain informed of changes to statutory guidance and emerging safeguarding risks. 
 
The Governing Body and Directors will review the effectiveness of safer recruitment arrangements annually 
as part of its safeguarding assurance programme and will ensure continuous improvement in response to 
legislative changes, inspection findings and lessons learned from safeguarding practice. 
 
 
15. Staff Working in Alternative Provision Settings 
 
Where the school commissions or places pupils with an Alternative Provision (AP) provider, it remains 
responsible for ensuring that appropriate safeguarding arrangements are in place and that the provider is 
suitable to meet pupils' educational and welfare needs. 
 
Before a placement begins, the school will obtain written assurance from the Alternative Provision provider 
confirming that: 

●​ all staff working with pupils have been subject to the appropriate safer recruitment and 
pre-employment checks in accordance with Keeping Children Safe in Education (KCSIE) 2026; 

●​ safeguarding and child protection policies are in place and are compliant with statutory guidance; 
●​ staff receive appropriate safeguarding training; 
●​ appropriate arrangements exist for reporting and responding to safeguarding concerns; 
●​ the provider maintains an accurate Single Central Record where required. 

 
The school will also satisfy itself that the provider has: 

●​ effective arrangements for safeguarding and promoting the welfare of children; 
●​ appropriate procedures for managing allegations against staff; 
●​ suitable behaviour, attendance and health and safety procedures; 
●​ appropriate arrangements for recording and reporting safeguarding incidents. 

 
15.1 Monitoring Placements 
 
The school will maintain oversight of all pupils attending Alternative Provision through regular 
communication with the provider. 
 
Monitoring arrangements will include: 

●​ reviewing attendance, behaviour and welfare information; 
●​ receiving safeguarding updates where appropriate; 
●​ monitoring the quality of education and pastoral support; 
●​ ensuring concerns regarding pupils are communicated promptly between the provider and the 

school; 
●​ undertaking visits where appropriate to satisfy the school that safeguarding arrangements remain 

effective. 
 
15.2 Information Sharing 



 
 

 
The school will ensure that relevant safeguarding information is shared with the Alternative Provision 
provider before a placement begins, including: 

●​ child protection information; 
●​ risk assessments where appropriate; 
●​ medical information relevant to safeguarding; 
●​ details of any safeguarding plans or external agency involvement. 

 
Information sharing will comply with UK General Data Protection Regulation (UK GDPR), the Data 
Protection Act 2018 and statutory safeguarding guidance. 
 
15.3 Concerns About Providers 
 
Where safeguarding concerns arise regarding an Alternative Provision provider, the Headteacher and 
Designated Safeguarding Lead (DSL) will take immediate action to protect pupils. 
 
This may include: 

●​ reviewing the suitability of the placement; 
●​ undertaking an immediate safeguarding review; 
●​ notifying the relevant commissioning or regulatory body where appropriate; 
●​ making referrals to external agencies where required; 
●​ removing pupils from the placement if safeguarding standards cannot be assured. 

 
The Governing Body and Directors will receive regular assurance that Alternative Provision arrangements 
are subject to effective safeguarding oversight and remain compliant with statutory requirements. 
 
 
16. Adults Who Supervise Pupils on Work Experience 
 
The school recognises that work experience provides valuable learning opportunities for pupils and is 
committed to ensuring that appropriate safeguarding arrangements are in place for all placements. 
 
Before any work experience placement is arranged, the school will undertake appropriate checks and a risk 
assessment to ensure that the placement is suitable and that pupils will be safeguarded throughout the 
placement. 
 
16.1 Assessing Placements 
 
The school will: 

●​ assess the suitability of the placement and the employer; 
●​ consider the nature of the work to be undertaken; 
●​ consider the age, needs and vulnerabilities of the pupil; 
●​ assess the level of supervision that will be provided; 
●​ determine whether the placement involves regulated activity in accordance with relevant 

safeguarding legislation. 
 
Where appropriate, the school will obtain written confirmation that the employer has appropriate 
safeguarding arrangements in place. 
 

 



 
 

16.2 Barred List and DBS Checks 
 
The school will consider whether a Disclosure and Barring Service (DBS) check, including children's barred 
list information, is required for adults supervising pupils on work experience. 
 
This decision will be based on: 

●​ whether the individual will be undertaking regulated activity; 
●​ the frequency and intensity of supervision; 
●​ whether supervision will be unsupervised; 
●​ the age and vulnerability of the pupil; 
●​ the overall safeguarding risk associated with the placement. 

 
Where a DBS check is not required, the school will ensure that appropriate alternative safeguarding 
measures are in place. 
 
16.3 Information Sharing 
 
Before the placement begins, the school will provide employers with appropriate information regarding: 

●​ the school's safeguarding expectations; 
●​ how safeguarding concerns should be reported; 
●​ emergency contact arrangements; 
●​ any relevant information necessary to safeguard the pupil, where lawful and appropriate to share. 

 
Pupils will also receive guidance before commencing their placement, including: 

●​ expected standards of behaviour; 
●​ health and safety requirements; 
●​ how to report safeguarding concerns; 
●​ who to contact if they feel unsafe or require support during the placement. 

 
16.4 Monitoring Placements 
 
The school will maintain appropriate oversight of work experience placements by: 

●​ maintaining contact with the employer where appropriate; 
●​ monitoring the pupil's welfare throughout the placement; 
●​ responding promptly to any safeguarding concerns raised by the employer or pupil; 
●​ reviewing the placement following completion to identify any safeguarding lessons learned. 

 
16.5 Safeguarding Concerns 
 
Any safeguarding concerns arising during a work experience placement will be managed immediately in 
accordance with the school's Child Protection and Safeguarding Policy. 
 
Where appropriate, the school will: 

●​ liaise with the employer; 
●​ notify the Designated Safeguarding Lead (DSL); 
●​ seek advice from the Local Authority Designated Officer (LADO), Children's Social Care or the police 

where required; 
●​ review the suitability of the placement and, if necessary, terminate the placement to protect the 

pupil. 
 



 
 

The Governing Body and Directors will receive assurance that work experience placements are subject to 
appropriate safeguarding risk assessment and monitoring as part of the school's wider safeguarding quality 
assurance arrangements. 
 
 
17. Pupils Staying with Host Families 
 
Where the school arranges for pupils to stay with host families, whether in the United Kingdom or overseas, 
the school will ensure that appropriate safeguarding arrangements are in place to protect pupils throughout 
their stay. 
 
The school recognises its responsibility to undertake appropriate checks and risk assessments where it 
arranges accommodation with host families who are not the child's parent, carer or close relative. 
 
17.1 Host Family Arrangements within the United Kingdom 
 
Where the school arranges accommodation with host families in the United Kingdom, it will: 

●​ undertake the checks required by Keeping Children Safe in Education (KCSIE) 2026 and any other 
relevant statutory guidance; 

●​ obtain an Enhanced Disclosure and Barring Service (DBS) check, including children's barred list 
information where required by legislation; 

●​ verify the identity and address of host family members where appropriate; 
●​ assess the suitability of the accommodation and the host family; 
●​ ensure that safeguarding expectations are clearly communicated to host families before the 

placement begins. 
 
17.2 Overseas Host Families 
 
Where the school arranges accommodation with overseas host families, it recognises that DBS checks 
cannot normally be undertaken. 
 
In these circumstances, the school will: 

●​ work closely with partner schools, educational organisations or reputable placement providers to 
obtain appropriate safeguarding assurances; 

●​ seek confirmation that suitable safeguarding checks have been completed in accordance with the 
legislation and safeguarding arrangements operating within the host country; 

●​ undertake a safeguarding risk assessment before confirming the placement; 
●​ ensure that pupils and parents receive appropriate information about the safeguarding 

arrangements in place. 
 
17.3 Information for Pupils and Parents 
 
Before the placement begins, pupils and parents/carers will receive information about: 

●​ the accommodation arrangements; 
●​ the safeguarding measures that have been implemented; 
●​ expected standards of behaviour; 
●​ emergency contact arrangements; 
●​ procedures for reporting safeguarding concerns while away from home; 
●​ how to obtain support if concerns arise during the placement. 

 



 
 

17.4 Monitoring During the Placement 
 
The school will maintain appropriate oversight throughout the placement by: 

●​ ensuring pupils know how to contact a member of school staff at any time; 
●​ maintaining contact with pupils and, where appropriate, host families during the visit; 
●​ responding promptly to any safeguarding concerns; 
●​ reviewing safeguarding arrangements following the placement to identify any lessons learned. 

 
17.5 Safeguarding Concerns 
 
Any safeguarding concern relating to a host family placement will be treated seriously and managed in 
accordance with the school's Child Protection and Safeguarding Policy. 
 
Where concerns arise, the school will: 

●​ take immediate action to safeguard the pupil; 
●​ liaise with the host organisation or partner school; 
●​ inform parents or carers as appropriate; 
●​ seek advice from relevant safeguarding agencies where required; 
●​ terminate the placement if safeguarding standards cannot be assured. 

 
The Governing Body will receive assurance that all host family arrangements organised by the school are 
subject to appropriate safeguarding checks, risk assessments and ongoing monitoring in accordance with 
statutory guidance. 
 
18. Links with other policies 
 
This Safer Recruitment Policy forms part of the school's wider safeguarding framework and should be read 
alongside the following policies, procedures and guidance. Together, these documents support the school's 
commitment to safeguarding and promoting the welfare of children. 
 

●​ Safeguarding and Child Protection Policy 
●​ Staff Code of Conduct 
●​ Staff Induction Policy 
●​ ECT Induction Policy 
●​ Data Protection Policy 
●​ Staff Disciplinary Policy 
●​ Whistleblowing policy 
●​ Equal Opportunities policy 
●​ SCR Guidance 

 
19. Contact Information 
 
For any questions or concerns regarding this policy, please contact the Jonathan Brophy School's 
Designated Staff  at brophyj@burlingtonhouseschool.com  
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Appendix I: Recruitment of Ex-Offenders Policy  
 
This document will be fully reviewed summer of 2027. In the Summer 2026 update, references to 
updated KCSIE have been made to include volunteers, in section 1.6. 
 

Date of issue: September 2026 
Review Cycle: Annual  
Next Review Date: September 2027 
 
Burlington House School is owned and operated by Cavendish Education. 
 
This policy is one of a series of school policies that, taken together, are designed to form a 
comprehensive statement of the school’s aspiration to provide an outstanding education for each 
of its students and of the mechanisms and procedures in place to achieve this. Accordingly, this 
policy should be read alongside these policies. In particular, it should be read in conjunction with 
the policies covering equality and diversity, Health and Safety, safeguarding and child protection.   
 
All of these policies have been written, not simply to meet statutory and other requirements, but 
to enable and evidence the work that the whole school is undertaking to ensure the 
implementation of its core values: that all children can achieve. 
 
While this current policy document may be referred to elsewhere in Burlington House School 
documentation, including particulars of employment, it is non-contractual. 
 
In the school’s policies, unless the specific context requires otherwise, the word “parent” is used 
in terms of  Section 576 of the Education Act 1996, which states that a ‘parent’, in relation to a 
child or young person, includes any person who is not a biological parent but who has parental 
responsibility, or who has care of the child. Department for Education guidance Understanding 
and dealing with issues relating to parental responsibility updated August 2023, considers a 
‘parent’ to include: 

●​ all biological parents, whether they are married or not 
●​ any person who, although not a biological parent, has parental responsibility for a child or 

young person - this could be an adoptive parent, a step-parent, guardian or other relative 
●​ any person who, although not a biological parent and does not have parental 

responsibility, has care of a child or young person 
 
A person typically has care of a child or young person if they are the person with whom the child 
lives, either full or part-time, and who looks after the child, irrespective of what their biological 
or legal relationship is with the child. 
 
The school contracts the services of third-party organisations to ensure regulatory compliance 
and implement best practices for: 

●​ HR and Employment Law 
●​ Health & Safety Guidance 
●​ DBS Check processing 
●​ Mandatory Safeguarding, Health & Safety, and other relevant training 
●​ Data protection and GDPR guidance 
●​ Specialist insurance cover 

https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility


 
 

Where this policy refers to ‘employees’, the term refers to any individual who is classified as an 
employee or a worker, working with and on behalf of the school (including volunteers and 
contractors). 
 
The school is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff, volunteers, pupils and visitors to share this commitment.  
 
All outcomes generated by this document must take account of and seek to contribute to 
safeguarding and promoting the welfare of children and young people at Burlington House 
School. 
 
The policy documents of Burlington House School are revised and published periodically in 
good faith. They are inevitably subject to revision. On occasions, a significant revision, although 
promulgated in school separately, may have to take effect between the republication of a set of 
policy documents.  Care should therefore be taken to ensure, by consultation with the Senior 
Leadership Team, that the details of any policy document are still effectively current at a 
particular moment. 

 

1.​ General points 
 
1.1.​ Burlington House School will not unfairly discriminate against any applicant for 

employment based on conviction or other details disclosed. The school makes 
appointment decisions based on merit and ability. If an applicant has a criminal 
record, this will not automatically bar them from employment with the school. 
Each case will be decided on its merits, using the Risk Assessment template below, 
in accordance with the objective assessment criteria. 

 
1.2.​ All positions within the school are exempt from the provisions of the 

Rehabilitation of Offenders Act 1974. All applicants must therefore declare all 
previous convictions and cautions, including those which would normally be 
considered "spent" except those received for an offence committed in the United 
Kingdom if it has been filtered in accordance with the DBS filtering rules. 

 
1.3.​ A failure to disclose a previous conviction (which should be declared) may lead to 

an application being rejected or, if the failure to disclose is discovered after 
employment has started, may lead to summary dismissal on the grounds of gross 
misconduct. A failure to disclose a previous conviction may also amount to a 
criminal offence. 

 
1.4.​ It is unlawful for the school to employ anyone who is barred from working with 

children.  
 

1.5.​ It is a criminal offence for any person who is barred from working with children to 
apply for a position at the school. 

 
1.6.​ All applicants for all jobs and volunteers who will be in regulated activity are 

required to complete a self-declaration form. From September 2026, any volunteer 
who frequently teaches, trains, instructs, or supervises children is in regulated 
activity and requires an enhanced DBS check with barred list information. 

 



 
 

1.7.​ All appointed staff are made aware during the Induction Process of their obligation 
to inform the school of any cautions or convictions that arise subsequent to any 
checks. 

 
1.8.​ Burlington House School will make a report to the Police and/or the DBS / and or 

other relevant agency if: 
 

1.8.1.​ it receives an application from a barred person 
1.8.2.​ it is provided with false information in, or in support of an applicant's 

application 
or 

1.8.3.​ it has serious concerns about an applicant's suitability to work with 
children 

 
2.​ Assessment criteria 

 
2.1.​ In the event that relevant information (whether in relation to previous convictions 

or otherwise) is volunteered by an applicant during the recruitment process or 
obtained through a disclosure check, the school will consider the following factors 
before reaching a recruitment decision: 

 
2.1.1.​ the extent to which the conviction or other matter revealed is relevant to 

the position in question 
2.1.2.​ the seriousness of any offence or other matter revealed 
2.1.3.​ the length of time since the offence or other matter occurred 
2.1.4.​ whether the applicant has a pattern of offending behaviour and/or other 

relevant matters 
2.1.5.​ whether, if relevant, the applicant's circumstances have changed since the 

offending behaviour  
2.1.6.​ the circumstances surrounding the offence and the explanation(s) offered 

by the applicant. 
and  ​  

2.1.7.​ other relevant matters  
 

2.2.​ If the post involves regular or irregular contact with or access to children, it is the 
school's normal policy to consider it a high risk to employ anyone who has been 
convicted at any time of any the following offences: murder, manslaughter, rape, 
other serious sexual offences, grievous bodily harm or other serious acts of 
violence; or serious class A drug related offences, robbery, burglary, theft, 
deception or fraud. 

 
2.3.​ If the post involves access to money or budget responsibility, it is the school's 

normal policy to consider it a high risk to employ anyone who has been convicted 
at any time of robbery, burglary, theft, deception or fraud. 

 
2.4.​ If the post involves driving responsibilities, it is the school's normal policy to 

consider it a high risk to employ anyone who has been convicted of drink driving 
or other equivalent driving offence within the last ten years. 

 
 



 
 

3.​ Assessment procedure 
 
3.1.​ Where an applicant discloses conviction(s) before the interview, interviewers must 

seek to establish the facts during the interview and, if necessary or appropriate, 
arrange to investigate the matter further. 

 
3.2.​ Where conviction(s) are not disclosed prior to the interview, the candidate will 

either be i) discounted or ii) called to a further interview at which all relevant facts 
will be established. Subsequent to this, all of the risk factors must be formally 
evaluated before a decision is made to offer or confirm a position.  

 
3.3.​ If (during or subsequent to the appointment process) a DBS Certificate reveals any 

convictions, the person concerned will be invited to attend an interview with the 
Headteacher and HR Manager to discuss the conviction(s) and circumstances. 
Following this meeting, a risk assessment will be carried out and a decision made 
and communicated to the person concerned. For safer recruitment purposes, until 
this decision has been made, the applicant will not commence employment. The 
risk assessment may indicate that the school should not proceed or continue with 
the employment of the individual. 

 
3.4.​ If an applicant wishes to dispute any information contained in a disclosure, they 

may do so by contacting the DBS. In cases where the applicant would otherwise be 
offered a position were it not for the disputed information, the school may, where 
practicable and wholly at its discretion, defer a final decision about the 
appointment until the applicant has had a reasonable opportunity to challenge the 
disclosure information with the DBS. 

 
3.5.​ In the event that relevant information (whether in relation to previous convictions 

or otherwise) is volunteered by an applicant during the recruitment process or is 
obtained through a disclosure check, the school will carry out a risk assessment 
(see below) by reference to the criteria set out above. The risk assessment form 
must be signed off by the Headteacher before a position is offered or confirmed. 
The risk assessment form is to be permanently retained in the relevant staff file. 

 

4.​ Review of implementation  
 
4.1.​ The implementation of this Policy is reviewed annually by the school’s Senior 

Leadership Team in consultation with staff and, where appropriate, a report is 
made to the Governance Body. 

 
4.2.​  The school may submit to Cavendish Education proposals for amendments to this 

Policy. 
 
 
 
 
 
 
 



 
 

Risk Assessment for Recruitment of Ex-Offenders 
 
Use this Risk Assessment template:  

●​ if an applicant volunteers information on a former offence, 
●​ if you become aware of a former offence by another route  
●​ or if you have another comparable concern. 

 
Name of applicant: 
 
Name of person responsible for processing this Risk Assessment: 
 
Date of Risk Assessment: 
 
Whenever you have occasion to complete a copy of this Risk Assessment, you must share it with the 
People Director before finalising your decision. 

 Event Action Profile 

1 An applicant volunteers 
information on a former 
offence 

Confirm this information via 
relevant check(s).  
Log the details in the “Profile” 
cell (right). 
As appropriate: consider line 
2, or go to the EV (evaluation) 
lines below. 

 

2 Ignoring the issue of the 
previous offence [ref Line 1 
above], the candidate would 
be seriously considered for 
appointment 

Cross-check the volunteered 
information against the DBS 
report, and detail the 
correspondence (or otherwise) 
of the accounts in the “Profile” 
cell (right).  
Go to line 3. 

 

3 An applicant’s name appears 
on a barred list. 
OR 
An applicant’s DBS shows a 
previous offence which had 
not been declared by them, 
and they admit trying to 
conceal the offence. 
OR 
The school has serious 
concerns about an applicant’s 
suitability to work with 
children. 

If any of this line applies, the 
application is discarded. In 
reaching this decision, 
complete the EV lines below. 
Consider referring the case to 
the police / DBS; record these 
deliberations and their 
outcome. Referral is the usual 
outcome in these cases. 
Log the details in the “Profile” 
cell (right). 
If none of this line applies, go 
to line 4. 

  

4 An applicant’s DBS shows a 
previous offence which had 

Log the details in the “Profile” 
cell (right).  
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not been declared by them, 
but there is a fully justified 
and evidenced explanation of 
the non-declaration. 

Go to the EV lines below. 
If there is a dispute between 
the applicant and the DBS, go 
to line 5. 

5 An applicant’s DBS shows a 
previous offence which had 
not been declared by them; 
they dispute the DBS record 
and are to dispute it with DBS. 

EITHER discard the 
application and then record 
the decision and its rationale 
in the “Profile” cell (right).  
OR, as a matter of absolute 
discretion, defer a final 
decision about the 
appointment until the 
applicant has had a reasonable 
opportunity to challenge the 
disclosure information with 
the DBS and then, if 
appropriate, go to Line 4. Log 
the details in the “Profile” cell 
(right).  
In reaching either decision 
above (discard or defer), go to 
the EV lines below. 

 

6 Complete, review and annotate the EV “Profile” cells below. 

7 Assess the risk posed by the applicant as follows: 
●​ against each criterion, use the following evaluation categories: 

○​ High: there is an expectation that the offence concerned may be repeated OR the 
nature of the offence concerned poses an unacceptable risk within the school 

○​ Medium: while there is not a specific expectation that the offence concerned may 
be repeated, there is a concern that the school should not engage in the potential 
risk presented 

○​ Low: the risk with the applicant involved is not substantively different from the 
risk from other (non-involved) applicants 

●​ Where a “High” or “Medium” risk is identified in any area of the assessment, then the 
application must be discarded and due (and recorded) consideration must be given to 
referral(s). 

●​ Where all areas of the assessment identify a “Low” risk as defined, the application should 
be processed in the usual way, which may or may not result in appointment.  

●​ If an assessed “Low” risk applicant is appointed, the risk must be formally reviewed (and 
the review recorded on file) annually for the first five years after appointment. 

EV Evaluation process (complete each relevant “Profile” cell) Profile (in the cells  below, 
include your commentary and 
your assessment of High / 
Medium / Low Risk) 

EVA Is the conviction or other matter revealed relevant to the 
position in question? 
Complete the “Profile” cell right. 

 
High / Medium / Low 



 
 

 

EVB What is the seriousness of any offence or other matter 
revealed? 
Complete the “Profile” cell right. 

 
High / Medium / Low 

EVC What is the length of time since the offence or other matter 
occurred, and what is the implication of that length of time? 
Complete the “Profile” cell right. 

 
 
High / Medium / Low 

EVD Is there any indication that the applicant has a pattern of 
offending behaviour or other relevant matters? 
Complete the “Profile” cell right. 

 
 
High / Medium / Low 

EVE Have the applicant's circumstances changed since the 
offending behaviour or 
other relevant matters in a way that impacts on the 
recruitment deliberation? 
Complete the “Profile” cell right.  

 
 
High / Medium / Low 

EVF What were the circumstances surrounding the offence or 
incident, and what explanation(s) has the applicant offered? 
Complete the “Profile” cell right. 

 
 
High / Medium / Low 

EVG Does the post involve regular access to and/or contact with 
children where there is a relevant offence? 
Complete the “Profile” cell right. 

 
 
High / Medium / Low 

EVH Does the post involve access to money or budget responsibility 
where there is a relevant offence? 
Complete the “Profile” cell right. 

 
 
High / Medium / Low 

EVI Does the post involve driving responsibilities where there is a 
relevant offence? Complete the “Profile” cell right. 

 
High / Medium / Low 

Record your decision and its rationale in this Box, and date and sign it. 
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