Safer Recruitment and Selection Policy
The DCSF’s guidance “Working Together to Safeguarding Children (HM Government 2006) states that ‘all agencies and individuals should aim to proactively safeguard and promote the welfare of children so that the need for action to protect children from harm is reduced’ .  

The guidance highlights that all organisations should:
· Have senior managers that are committed to children’s and young people’s well-being and safety.

· Be clear about people’s responsibilities to safeguard and promote children’s and young people’s welfare.

· Have effective recruitment procedures, including checking all new staff and volunteers to make sure they are safe to work with children and young people.

· Have procedures for dealing with allegations of abuse against members of staff and volunteers

· Make sure staff get training that helps them do their job well.
· At least one member of staff involved with interviewing have undertaken safer recruitment training.
· Have procedures about how to safeguard and promote the welfare of young people.

Safer Recruitment Process

The right message needs to be sent to potential applicants, following a consistent and thorough process to obtain relevant information about each applicant and short-listing candidates for interview.

We should:

· Set time aside for planning and structuring the process

· Have a clear job, role and person specification, setting down the boundaries and expectations of the role including a statement of responsibility and requirements for safeguarding.

· Clear messages about commitment to safeguarding should be incorporated in any job advert.

· Use applications forms, not CV’s.

· Obtain references before interview wherever possible; include specific enquiries about the applicants’ background in relation to safeguarding and ensure references are given proper weight and consideration in the selection process.
· At a minimum, the selection process should involve a face to face interview and another tool(role-play, presentation, teaching a lesson, participating in activities with children under observations etc)

Use probing questions at interview into motives, attitudes and behaviours, not just skills and experience and questions that cover safeguarding issues as well as other role-related areas.

Seek information about criminal history and use it appropriately.

Ensure that there is an ongoing culture of vigilance in the organisation.

Scrutinising applications and short-listing:

It is important to record objective evidence about the extent to which each candidate meets the criteria.

We should:

· Have at least two people involved in the process of short-listing candidates.  Those short-listing need to be seen to be objective and avoid subjective judgements, it is also much less likely that something will be missed if two people separately scrutinise the applications.

· Take time to scrutinise applications carefully, returning any forms not fully of properly completed, identify any gaps in the person’s history or any discrepancies or inconsistencies.

· Apply the same criteria form the person specification to each applicant consistently.

References:

Two written references should be obtained for every short-listed candidate.  One should be the current or most recent employer.  Reference requests should enclose a copy of the job description and person specification.  The referee’s opinion should be sought about how the person meets the requirements of the specification and his or her capacity to carry other the duties set out in the job description.  Every request should also ask the referee to state whether they are aware of anything that might give rise for concern about the person’s suitability to work with children and if so provide details.
It is important to read references carefully and thoroughly to make sure that:

· The referee has answered all the questions

· There are no vague or ambiguous statements

It is vital to compare the information about the applicant provided by the referee with the information the applicant has given about him or herself and his or her experience background.
If the references reveal any discrepancies or inconsistencies or any doubt or concerns about the person’s suitability the issues should be followed up and explored with the referee.  This is probably best done by telephone but it is important to keep a written record of the conversation and if the issues are significant.   This is particularly important if the information is such that you decide not to consider the person further or that you need to explore the issues with the applicant.
Interviewing:
There should be at least 2 people interviewing so that one can listen and make notes while the other talks to the candidate. 
At least one interviewer has undertaken taken safer recruitment training.
Questions should be open and interviews should be clear in the responses they are expecting.  It is acceptable to ask direct questions to an applicant about their application form as well as the standard questions in relation to the post.

Notes should be made during an interview, this ensure that there is a written factual record to refer to when deciding which candidate should be offered the appointment.   

Ideally the involvement of children in selection processes are very useful but must be well planned, you cannot properly assess how well someone interacts with others by asking them to tell you as no one will say that they cannot do it.

Fosse Way Procedure:

Advertising
All adverts should include the statement:

“This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment”

· The council produces a free weekly bulletin of teaching and support staff vacancies in its Schools which is distributed to Schools, Libraries, Colleges and other public contact points.  All permanent vacancies arising will be advertised through a variety of souces and may include bulletin, the website.  Other media may also be used depending on the nature of the job.

· All posts will be advertised.  The only exceptions may be where there is a potential redeployment or for short term/temporary appointments where there is an immediate requirement.  In any event a teaching post of 4 months’ duration or more will be advertised.

· Deputy Headteacher and Headteacher vacancies will be advertised nationally, in accordance with the legal requirements, in a nationally recognised educational journal (e.g. Times Educational Supplement).

· Permanent or temporary promotional opportunities available to staff in the School will be advertised to all relevant staff (by notice board and/or direct circulation) and applications/expressions of interest invited.

· Where there is a suitable re-deployee, either from within the School or from elsewhere in the Council, who would otherwise be at risk of dismissal, they would receive priority consideration in advance of other applicants being considered.

Scrutinising applications and short-listing:

All posts will have a current description of the duties and responsibilities of the particular posts (job specification), and information outlining the selection criteria for the job (person specification) and the salary will be clearly stated.

All potential and actual applicants will receive the same information.
Have at least two people involved in the process of short-listing candidates.  

Complete a short-listing  grid for each candidate.  If a large number of candidates apply this would be completed in the first instance by an administrator to indicate those who meet all the criteria.

Apply the same criteria from the person specification to each applicant consistently.

The Bursar  to scrutinise applications carefully, returning any forms not fully of properly completed, identify any gaps in the person’s history or any discrepancies or inconsistencies.

Applications will not be accepted from BANES online application system.  Applications can be down loaded from the school website and emailed to the school.

References:

The Bursar will request two written references for every short-listed candidate.   A series of questions are asked from the referee including a reference to whether the candidate has been involved in any disciplinary procedure relating to children, including those time expired, and whether the applicant has been subject to any child protection concerns.

One referee should be the current or most recent employer.  
Reference requests should enclose a copy of the job description and person specification.  
The Bursar will compare the information about the applicant provided by the referee with the information the applicant has given about him or herself and his or her experience background.

If the references reveal any discrepancies or inconsistencies or any doubt or concerns about the person’s suitability the issues should be followed up and explored with the referee.  

Interviewing:

Fosse Way will ensure that staff undertaking recruitment and selection have appropriate skills and knowledge.
At least one interviewer has undertaken taken safer recruitment training.
The LA will ensure that opportunities are available for Governors and senior staff in Schools to receive training in Recruitment and Selection practices.
A member of staff will give a tour of the school to groups of candidates.  The member of staff will join the interview panel at the end of the interviews to give their opinion and feed back on candidates.

There should be at least 2 people interviewing so that one can listen and make notes while the other talks to the candidate.  

The Bursar will inform the interviewers of any gaps in application forms and any additional information from references that could be asked as direct questions during the interview.

Questions should be open and interviews should be clear in the responses they are expecting.    A grid of the questions and space for notes will be provided to each interviewer for each candidate.

If a group of children are involved  in selection process the member of staff working with them will join the interview panel at the end of the interviews to give their opinion and feed back on candidates.
The Policy in relation to selection interview panels in this School is:

(
Headship Appointment:
Panel of Governors (identified at the time).
The Director of Education, represented by a School Development Adviser, will attend for each stage of the procedure.  

(
Deputy Headteacher:
As above, with the Headteacher.

(
Other Teaching Vacancies:
Panel to include at least one Governor sitting with the Headteacher (or their nominated representative) and, where appropriate, an additional member of the senior teaching staff.

(
Support Staff Vacancies:
Delegated to the Headteacher (or their nominated representative) with at least one other Governor/member of staff.

(
Governors’ selection panels will always sit with a Headteacher (or their nominated representative) and, where appropriate, and an Advisor.

Pre-appointment checks:

The Bursar will ensure all pre-appointment checks are complete before the successful candidate commences employment.

A CRB Disclosure should be obtained before an individual begins work (it must in any case be obtained as soon as practicable after the individual’s appointment and the request for a CRB Disclosure should be submitted in advance of the individual starting work).  In exceptional circumstances the Headteacher  (and only the Headteacher) can use discretion to allow an individual to begin work within their schools pending receipt of the CRB Disclosure.  However, in every case the individual must be appropriately supervised; and all other pre-employment checks, including List 99, must have been completed.     Headteacher discretion cannot be exercised in the case of the residential provision.  People Services have on line access for List 99 checks and schools must ensure they have received verification that the check is satisfactory.

Offer of Employment

An offer of employment will be subject to the requirement for satisfactory references (if not already cleared) and confirmation by the LA, including medical clearance.  All offers of employment will be confirmed in writing by the Council.

Confidentiality

Confidentiality will be maintained in relation to the information obtained during the process and about the selection process itself.

Induction

The importance of a structured induction process for all new appointments is recognised to ensure that new recruits are effectively initiated into their jobs and integrated into the School.
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