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Recruitment Policy 2017/18
I am unique,
In the eyes of God.
All seeing, all knowing, all loving,
He embraces our family,
Parish, parent, child,
All one with you.
I am of the world,
With the seeds of excellence within me,
Encouraged to grow and flourish,
To a spiritual fulfilment.
I am unique,
And with you beside me,
All is possible
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It is the policy of this school to achieve a consistent and equitable approach to recruitment and
selection which will be used by all Governors, Headteachers and school employees involved in
this procedure. Throughout the operation of this policy the safeguarding of children will be
paramount. The policy aims to deter, identify, and support the school in rejecting people who
may be unsuitable to work with children and may present a risk of abuse to children. Safer
recruitment practices are considered at every stage of the recruitment process.
In addition to safer recruitment, the policy seeks to eliminate discrimination and promote equal
opportunities in employment, thereby enhancing the quality and range of people employed by
the school to enrich the education of students. This policy takes account of relevant legislation,
case law and best practice in human resource management. This policy is consistent with, and
links with other, model personnel policies provided by the Local Authority.
Policy Statement
St John’s Catholic Primary School is committed to safeguarding and promoting the
welfare of children and young people and expects all staff and volunteers to share this
commitment. All applicants must be willing to undergo rigorous safer recruitment
screening, including checks with past employers and the Disclosure and Barring Service.
The School’s commitment will be publicised on all recruitment advertising, candidate information
including person specifications and job descriptions.
The School will undertake statutory safer recruitment training and any person in the school who
interviews an applicant for a post or where a selection panel is appointed for that purpose will
have undergone appropriate safer recruitment training.
Policy Aims and Principles
The aims of the School's Recruitment and Selection Policy are as follows:









to ensure compliance with all relevant recommendations and statutory guidance
including the Department for Education (DfE) –
o Keeping children safe in education
o Keeping children safe in education: information for all school and college staff
o Keeping children safe in education: childcare disqualification requirements
o Relevant codes of practice published by the Disclosure and Barring Service
to ensure that the best possible staff are recruited on the basis of their merits, abilities
and suitability for the position
to ensure that all job applicants are considered equitably and consistently
to ensure all relevant equal opportunities legislation is adhered to and that all job
applicants are not treated unfairly or discriminated against on the grounds of race,
nationality, ethnic or national origin, religion or religious belief, sex or sexual
orientation, marital status, disability or age
to ensure that the School meets its commitment to safeguarding and promoting the
welfare of children and young people by carrying out all necessary pre-employment
and vetting checks.
to ensure the school meets statutory obligations in keeping a record of preemployment and vetting checks for the Single Central Record.
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to make certain that all staff involved in the recruitment and selection of staff take
responsibility for familiarising themselves with and complying with the provisions of
this policy and the Authority’s Safer Recruitment Policy and Procedures for schools.

Equal Opportunities
The School is committed to providing equality of opportunity for all and ensuring that all stages
of the recruitment and selection process are fair. Recruitment and Selection procedures will be
reviewed on a regular basis to ensure that applicants are not discriminated against on the
grounds of race, nationality, gender, religion, age, disability, marital status, sexual orientation.
Reviewing Vacancies
When a vacancy arises, the future requirements for the post will be reviewed before any
recruitment process is undertaken. This will establish whether the current duties and
responsibilities of the post still exist, have increased, decreased, or changed in any way, taking
into account developments that are predicted or anticipated in the foreseeable future. If a
change to the nature of the post is planned, the Governing Body will follow an agreed
consultation process to amend the staffing structure.
Fixed-term employees will be informed of any permanent vacancies within the school.
The Recruitment Process
Once it has been determined to recruit to a vacant post, a panel will be set up in accordance
with the Governing Body’s policy. The panel will be decided by the headteacher in accordance
with their delegated responsibility.
The selection panel will:







Agree the panel member responsible for scrutinising the applications prior to short listing
and references prior to interview
Agree a timetable with panel members
Review the job description and person specification and ensure any necessary reevaluation of grade, salary and conditions of service is undertaken when necessary
Draft the advertisement and make any necessary arrangements in respect of the
recruitment pack
Plan the methods of assessment to be utilised during the selection process
Consider whether it would be appropriate to invite external advice or support from the
Local Authority

A selection panel will always be of at least 2 people, preferably a minimum of 3. One of which
will have received safer recruitment training as outlined in the policy statement.
Job Description
The job description will describe the purpose, scope, duties and responsibilities of the job. The
existing job description will be reviewed before a new post holder is recruited to check that the
duties, responsibilities and grading of the post are still correct. The job description will provide
the basis of the selection procedure along with the person specification. Safeguarding
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responsibilities will be clearly set out in all relevant documentation including the Person
Specification.
The following will be utilised to support the grading and designation of posts:



Leadership Group - National Standards for Headteachers
Posts of Responsibility for Teachers - The criteria for the award of Teaching and Learning
Responsibility (TLR) payments, in line with the school’s pay policy and staffing structure.
The current School Teachers Pay and Conditions Document
The School’s Appraisal Policy sets out the criteria for pay progression for teachers
Support Staff Roles will be evaluated through the Local Authority’s Job Evaluation
Scheme.
The School’s Pay Policy sets out in detail the basis of pay decisions for all staff






Person Specification
Every post will have a person specification. It will be reviewed along with the job description
before recruitment is undertaken. The person specification may identify both essential and
desirable criteria which are required to perform the duties of the post. The selection panel will
use the specification at both shortlisting and interview.
The person specification should indicate how the requirements of the post will be tested and
assessed during the selection process.
Application Form
All applicants will be required to complete all sections of the (insert as applicable
School’s/Authority’s) standard application form.
Where an application is made on line, arrangements will be made for candidates to sign their
application form and any additional declarations when attending for interview.
Advertisements
Consideration will be given by the panel to where the post should be advertised including the
use of:





internal staff notice boards
the Local Authority’s jobs web site
local press or media
national press

Only essential elements of the person specification will be included in the advert, not desirable
criteria. The school’s safer recruitment policy statement will appear in the advert. Only
genuine occupational qualifications will be included.
The advert will include the relevant grade/pay band for the post as identified by the School Pay
Policy and a job description
Where the post is temporary, the advert will specify the event that will cause the contract to end
(and the end date if known)
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Advertisements for Headteachers or Deputy Headteachers will normally be placed in relevant
media unless the Governing Body has sought advice from the Local Authority and it has been
agreed that the situation is one where this may not be required.
Scrutinising and Shortlisting
After the closing date and prior to shortlisting taking place, the delegated panel member will
scrutinise all application forms.
Discrepancies, anomalies or concerns identified will be considered during shortlisting and
further investigated prior to interview. If the candidate is selected for interview, they will be
explored during the selection process.
At shortlisting the qualifications, experience, knowledge and skills of the candidate will be
assessed against the essential and desirable criteria of the person specification. The following
principles will be followed:















All members of the panel will be involved in the short listing
Short listing will be based only on the information contained within the application form
The criteria will be consistently applied to all applicants
Applications will be measured against the selection criteria and not against other
applications
For teaching and teaching assistant posts, applicants will be tested against key
safeguarding measures using competency based interview questions and a scoring matrix
Selection criteria may be weighted to recognise more important aspects
Unless it is one of the criteria for the post, the application form should not be used as a
test of literacy
All gaps in employment or any discrepancies in applications will be explored at interview
and explanations sought
All applicants will be asked if they wish to declare anything in the light of the requirement
for an Enhanced DBS check or a Disqualification by Association check
Where the Equality Act may apply to the applicant, further advice will be sought in applying
the short listing criteria
Any requirement for formal qualifications will be linked to the requirements of the post.
Candidates will not be given priority, nor discriminated against, because they hold a higher
qualification than specified.
The reasons for selecting or rejecting candidates for short listing will be recorded.
Applicants who are not shortlisted will be notified as soon as possible
A critical re-appraisal of the original documentation will take place if a sufficient field is not
secured before re-advertisement

References
References will be taken up prior to interview. Wherever possible, adequate time will be
allowed between short listing and interview in order for references to be scrutinised. If, in
exceptional circumstances, references are taken up after the offer of an appointment has been
made, the selection panel will ensure that the references are obtained, scrutinised and any
concerns resolved before the appointment is confirmed.
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Applicants will be asked to provide the details of two referees. One referee will be the
applicant’s current or most recent employer. If the applicant is not currently working with
children but has done so in the past, details will also be requested of that employer.
References will be sent to work based addresses. No open references or testimonials will be
accepted, nor references from relatives or people solely in the capacity as friends.
Referees will be supplied with a copy of the job description and person specification and will be
asked:





About their relationship with the candidate. (e.g. how long they have known the candidate
and in what capacity.)
Whether the referee is satisfied that the person has the ability and is suitable to undertake
the post.
How the candidate has demonstrated that they can meet the requirements of the person
specification.
Whether the referee is completely satisfied that the candidate is suitable to work with
children and, if not, details will be requested of their concerns.

In addition, the applicant’s current and/or previous employers will be asked about any previous
disciplinary record or concerns in relation to safeguarding.
Information provided about past disciplinary action or allegations will be considered in the
circumstances of each individual case and will not automatically rule out an applicant before the
selection procedure.
The referee will be informed that they have a responsibility to ensure the accuracy of the
reference and that it does not to the best of their knowledge, contain any misstatements or
omissions and that relevant factual content of the reference may be discussed with the
applicant.
The nominated panel member will scrutinise the references before interview and seek
clarification were necessary. Any issues will be taken up with the applicant during the interview.

Selection Process
Candidates shortlisted for interview will, wherever possible, be given at least 7 days written
notice of the procedure. Candidates will be informed what selection procedures will be included
in the recruitment process and approximately how long it will take. Candidates will be asked to
bring all relevant documentation to verify qualifications and form of identity to the selection
procedure. They will also be asked to bring, in a sealed envelope, a list of any convictions,
spent or otherwise, they may hold and any sanctions imposed by a regulatory body.
Arrangements will be made to copy the documentation of the successful candidate for retention
on file.
Candidates should be asked if they have any specific requirements that need to be taken into
account. Where necessary, advice will be sought in relation to making adjustments under the
Equality Act.
The selection process for people employed to work with children should always include a faceto-face interview, even if there is only one candidate. The interview will assess the candidate
against the job requirements and explore their suitability to work with children. The content of
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the questions will be planned by the panel beforehand and will reflect the guidance “Keeping
children safe in education”.
If, for whatever reason, references were not available before the interview, the candidate will be
asked if there is anything they wish to declare or discuss as a response to the questions that will
have been put to the referees. They will be informed that the appointment will not be confirmed
until responses to the range of checks and references have been received.
Offer of Appointment
The successful candidate will be verbally informed of the intention to offer them the post. It will
be made clear that this does not constitute a final offer of appointment and that a number of
checks are required before such an offer can be confirmed. Any written communication will also
make this clear.
In the event that the candidate does not take up the appointment any decision to offer the
appointment to a second choice candidate will be taken by the whole panel.
Unsuccessful candidates will be advised as soon as possible after the interview. All
documentation relating to the selection process will be retained for 12 months.
Whenever possible, the panel will review the process and communicate any learning points to
the wider group of those undertaking recruitment for the school.
Feedback will be offered after the recruitment process to all applicants.
An offer appointment to the successful applicant will be conditional upon:









the receipt of two satisfactory references
verification of the candidate’s identity
verification of eligibility to work in the UK
verification of the candidate’s medical fitness
verification of qualifications
verification of professional status where required e.g. National College of Teaching and
Leadership (NCTL) which includes a qualification and sanctions (prohibition) check
a satisfactory enhanced DBS
a satisfactory Disqualification by Association Check

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.
Monitoring and Evaluation
This policy will be monitored through:
 Feedback from applicants.
 Staff turnover – reasons for leaving.
 Feedback from selection panels.
 Reflection from Headteacher on effectiveness of appointments.
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This policy will be reviewed every year or when changes in legislation, best practice
indicate/dictate.
Signed: _______________________
Chair of Governors
Reviewed: 5th December 2017
Due Review: 5th December 2018
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