
Page 1 of 18

Recruitment and Selection
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Committee Author Lead Person Review Date
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Sept  2015 PP HT HT Feb 2018
Feb 2018 PP HT HT Feb 2021

Acronyms used in this Policy
DfE - Department of Education
DBS - Disclosure and Barring Services
OTS - Qualified Teacher Status
PoCA - Proceeds of Crime Act
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CRB - Criminal Records Bureau
DCSF - Department of Children and Families Services
LA - Local Authority
GTC - General teaching Council
CPD - Continuous Professional Development

RECRUITMENT AND SELECTION POLICY

Recruitment and selection policy statement
This Recruitment and Selection Policy has been produced in line with the DfE guidance
‘Keeping children Safe in Education (Sept 2016)’.

Safeguarding and promoting the welfare of children and young people is an integral factor in 
recruitment and selection and is an essential part of creating safe environments for children and 
young people.

Maidstone and Causton Federation will create a culture of safe recruitment and, as part of that, 
adopt recruitment procedures that help deter, reject or identify people who might abuse children.

The School is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share in this commitment.

The School is committed to attracting, selecting and retaining employees who will successfully and  
positively  contribute  to  providing  a  valuable  service. A  motivated  and  committed workforce with 
appropriate knowledge, skills, experience and ability to do the job is critical to the school’s 
performance and fundamental to the delivery of a high quality service.

Aims and Objectives
● To ensure that the safeguarding and welfare of children and young people takes place at each 

stage of the process

● To ensure a consistent and equitable approach to the appointment of all school staff.

● To ensure all relevant Equality legislation is adhered to and that appointees are not 
discriminated against on the grounds of any protected characteristic; age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, 
sex or sexual orientation.

Principles
The following principles are encompassed in this policy:

• All applicants will receive fair treatment and a high quality service
• The job description and person specification are essential tools and will be used 

throughout the process
• Employees will be recruited on the knowledge, experience and skills needed for the job
• Selection will be carried out by a panel with at least two members but preferably with 

three. At least one panel member will have received appropriate training on the 
recruitment and selection process.

• Selection will be based on a minimum of completed application form, shortlisting and 
interview

• Monitoring and Evaluation are essential for assessing the effectiveness of the process
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• All posts will normally be advertised.
• The Equality Act 2010 makes it a requirement to make reasonable adjustment to the

recruitment process if an applicant makes the employer aware that they  have  a  
disability.  This applies  to  the  entire  recruitment  process,  from advertisement to 
appointment.

Safer Recruitment – Recruitment and Selection Training

● It is a requirement that at least one member of the interview panel has completed the Safer 
Recruitment Training successfully prior to the start of the recruitment process.

Pre-recruitment Process

Objective The  objective  of  the  recruitment  process  is  to  attract,  select  
and  retain  staff  who  will successfully and positively contribute to 
the future development of the school. The first experience an 
individual has is important, therefore the experience should be 
positive and all those responsible for recruiting will:
Leave a positive image with unsuccessful applicants
Give successful applicants a clear understanding of the post and 
what is expected of them
Reduce the risk of a bad selection decision that can be expensive 
and may cause line management  problems  in  the  future  or  may  
not  meet  the  school’s  commitment  to safeguard children and 
young people.

Recruitment Process
Application Form A standard application form, produced by the Local Authority, will be 

used to obtain a common set of core data from all applicants

Job Description and Person 
Specification

An accurate job description and person specification is required for 
all posts. These will be completed for each post advertised.

Shortlisting Will take place after the closing date and will involve the interview 
panel. The application forms will be assessed against the job 
description and person specification.
Notes will be made during the process.

References The purpose of seeking references is to obtain objective and factual 
information to support appointment decisions. They will always be 
sought and obtained directly from the referee. 
References will be sought on all short listed candidates, including 
internal ones, and will be obtained before interview so that any 
issues of concern they raise can be explored further with the 
referee, and taken up with the candidate at interview.

Interviews The interview will assess the merits of each candidate against the 
job requirements, and explore  their suitability to work with children 
and young people. The selection process for people  who will  work 
with children and young people will  always include  a  face-to-face 
interview even if there is only one candidate.

Interview Panel A minimum of two interviewers will form the interviewing panel, but 
preferably three.
The members of the panel will:

● have the necessary authority to make decisions about 
appointments;

● be appropriately trained, (one member of interview panel will 
have undertaken the training 
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meet before the interviews to reach  a  consensus  about  
the  required  standard  for  the  job to  which  they  are 
appointing;

● consider the issues to be explored with each candidate 
and who on the panel will ask about each of those;

● agree their assessment criteria in accordance with the 
person specification.

Where a candidate is known personally to a member of the 
selection panel it will be declared before  shortlisting takes place.  
It may then be necessary to change the selection panel to ensure 
that there is no conflict of interest and that equal opportunities 
principles are adhered to.

Scope of the Interview Checks made before the interview
● Identity including date of birth
● qualifications

In addition to assessing and evaluating the applicant’s suitability 
for the particular post, the interview panel will also explore:

● the candidate’s attitude toward children and young people;
● his/her ability to support the school’s agenda for 

safeguarding and promoting the welfare of children;
● gaps in the candidate’s employment history;
● candidates mental and physical fitness to carry out their 

work and responsibilities
● concerns or discrepancies arising from the information 

provided by the candidate and/or a referee; and,
● ask the candidate if they wish to declare anything in light of 

the requirement for a DBS check.

If, for whatever reason, references are not obtained before the 
interview, the candidate will also be asked at interview if there is 
anything s/he wishes to declare/discuss in light of the questions 
that have been (or will be) put to his/her referees. (And it is vital 
that the references are obtained and scrutinised before a person’s 
appointment is confirmed and before s/he starts work.)

Conditional Offer of 
Appointment: Pre Appointment 
Checks

An offer of appointment to the successful candidate will be 
conditional upon:

• the receipt of at least 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 
• a check of DfE List 99 and a satisfactory DBS 
Enhanced Disclosure
• (for teaching posts) verification of successful 
completion of statutory induction period (applies to those 
who obtained QTS after 7 May 1999); and,
• (for support staff posts) satisfactory completion of the 
probationary period.

All checks will be:
• confirmed in writing;
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• documented and retained on the personnel file (subject 
to certain restrictions on the retention of information 
imposed by DBS regulations);

• recorded on the school’s single central record 
database; and,followed up where they are unsatisfactory or 
there are discrepancies in the information provided.

Where:
• the candidate is found to be on List 99 or the PoCA 

List, or the CRB Disclosure shows s/he has been 
disqualified from working with children by a Court; or,

• an applicant has provided false information in, or in 
support of, his/her application; or,
• there are serious concerns about an applicant’s 
suitability to work with children,

The facts must be reported to the police and/or the DCSF Children’s 
Safeguarding Operations Unit and the LA . The school will liaise 
with Human Resources if this should be the case
Post – Recruitment Process

Post Appointment Induction There will be an induction programme for all staff, governors and 
other volunteers newly appointed to the school, regardless of 

previous experience.
Completed DBS certificate employee to bring it in to school.
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Appendix 1
Pre-employment checklist for schools

Initial
s

Date

Training:  At least one member of the shortlisting and interview panel should have 
carried out the safer training (see Section 3.1)
Planning: Timetable decided, job description and person specification reviewed and 
updated as necessary.
Advertising: The  advert  must  include  reference  to  the  policy  statement  of 
safeguarding and promoting welfare of children and young people (see Section
4.4)
Application  Forms:  Candidates  must  provide  information  on  employment history  
and if appropriate adequately explain the reasons for any gaps. The candidates  must  
complete, sign and date the Rehabilitation of Offenders Act Declaration Form.

Shortlisting: Interview panel members should also shortlist the applications.
References:   References must be requested prior to interview.   Chase if not received.
Check and scrutinise references on receipt – any discrepancies or concerns should be 
taken up with applicant at interview or the referee.
Invitation  to  Interview:  Interview  invitation  letters  must  include  relevant 
information and instructions – see appendix 6.
Interview: The panel should have at least 2 but preferably 3 members and should  
have the authority to appoint. They must meet prior to interview and
agree issues, questions, assessments, criteria and standards. At least one 
member must have completed the safer recruitment training.
Conditional Offer of Employment:   Offer of employment must be subject to 
satisfactory completion of the following pre-employment checks:
Identity: This should be verified on the day of interview.
Right to work in UK: This again should be verified on the day of interview and 
documentation.
References: If not received and scrutinised prior to interview.
Qualifications Checked: This should be verified on the day of interview –
original certificates must be submitted.
CRB: An enhanced level CRB disclosure will be required.
List 99: This is either as part of the CRB disclosure check or a separate check can be 
made through Human Resources.
Medical Clearance: The candidate must be both physically and mentally fit to 
undertake the post.
GTC – for teachers only: The candidate must be registered with the GTC – verified on 
the day.
QTS – for teacher only.  The candidate should provide original documentation to prove 
that he/she has obtained QTS. See appendix 8.
Probation – for support staff only.  The candidate will be subject to a 6 month 
probationary period if s/he is new to the LA.
Teachers Pensions – all teachers are automatically members of the scheme unless 
they have previously opted out (proof of this must be provided).
Local Government pension – all support staff are automatically members of the 
scheme but have the right to opt out.
Supply Teachers – All supply teachers must undergo the same checks as above – the 
school should check with LA that this is the case.
Volunteers – The above checks should be carried out on volunteers



Page 7 of 18

Appendix 2

Class Teacher
JOB DESCRIPTION

POST HOLDER
SCHOOL
YEAR GROUP AND 
NAME 
SUBJECT 
RESPONSIBILITY

RESPONSIBLE TO Executive Headteacher / Head of School 

JOB PURPOSE:

1. Be responsible for the learning and achievement of all pupils in the class/es ensuring 
equality of opportunity for all.

2. Be responsible and accountable for achieving the highest possible standards in work and 
conduct.  

3. Treat pupils with dignity, building relationships rooted in mutual respect, and at all 
times observing proper boundaries appropriate to a teacher’s professional position. 

4. Work proactively and effectively in collaboration and partnership with learners, 
parents/carers, governors, other staff and external agencies in the best interests of 
pupils.  

5. Act within, the statutory frameworks, which set out their professional duties and 
responsibilities and in line with the duties outlined in the current School Teachers Pay 
and Conditions Document and Teacher Standards (2017).

6. Take responsibility for promoting and safeguarding the welfare of children and young 
people within the school.

7. To support and promote the ethos of school under three  main areas ‘Enjoy Achieve 
and Thrive’.

8. Teacher's’ performance will be assessed against the teacher standards as part of 
the appraisal process as relevant to their their role in the school. 

9. To follow all policies and procedures.
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10. To work within the Code of Practice for Special Educational Needs and Disability 
2015. Differentiate the curriculum to ensure that it is accessible for all children. 

Subject Leader Responsibilities

1. To monitor the quality of teaching and learning and pupil progress of the subject that you 
lead. Share information with the Senior Leadership Team and the Governing Body.

2. To provide each year a subject action plan and review each term.  Share with Senior 
Leadership Team.

3. To establish and maintain policy, procedures and programmes of study for specific 
Curriculum area.

4. To seek appropriate personal CPD to improve own knowledge and improve the ability to 
support when providing CPD for other staff in the Federation.

Note:
1. The duties and responsibilities of this post may vary from time to time according to the 

changing demands of the school.  
2. This job description may be reviewed at the reasonable discretion of the Executive 

Headteacher in the light of those changing requirements and in consultation with the post-
holders.

In any event, the Executive Headteacher reserves the right to review and amend the job 
description.

Signed: (Headteacher) ___________________________Date: ____________

Signed: (Post-holder) ______________________Date: ____________

This job description was last revised: September 2017
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Appendix 3

Flowchart of Disclosure and Barring Service criminal record checks and barred list checks
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Appendix 4
Example Reference Request Letter

Dear

Name of applicant:
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Position

The above named person has applied for employment with Suffolk County Council in the role of (insert 
job title), at (insert school/unit name).  Details of the post are set out in the enclosed Job Description 
and Person Profile.

To help us assess the candidate’s suitability for the role, I would be grateful if you could provide the 
information requested in the attached form.  If you prefer to provide a reference in narrative form rather 
than filling in the form, please feel free to do so, but please ensure that you reply on official headed 
paper and that you cover all the information requested in the “Essential Information” box on the form.  
In accordance with the Equality Act 2010, health related information requested in Part 2 of this form will 
separated upon receipt and only considered after any offer of employment.  

(For posts that may include unsupervised access:)
This post has unsupervised access to vulnerable people and is therefore exempt from the provisions of 
the Rehabilitation of Offenders Act 1974 (Exemptions Order) 1975.  It will not contravene the Act to 
disclose information that you have in connection with this applicant regarding convictions that would 
otherwise be considered “spent”.  Furthermore, it is essential that you let us know if for any reason, in 
your opinion, (insert applicant’s name) should not be employed to work with children, or you have any
concerns about their suitability for this post.

(For posts that would not normally include unsupervised access:)
This post will involve some contact with children in the (school/Pupil Referral Unit) environment.  It is 
therefore essential that you let us know if for any reason, in your opinion, (insert applicant’s name) 
should not be employed to work with children, or you have any concerns about their suitability for this 
post.  

Finally, (insert name of school/unit) operates a system of open references.  Your reference should, 
therefore, be supplied in the knowledge that the applicant may request and be granted access to it.  

You can send your reference by post or email to the above addresses, or by fax to 01xxx xxxxxx .  
Interviews for this post are planned for (insert date).  If at all possible, it would be extremely 
helpful if you could return your reference before this date.  

Thank you in advance for your co-operation and assistance in this matter. 

Yours sincerely,

Headteacher/Head of Unit

REFERENCE REQUEST FORM - ESSENTIAL INFORMATION

Please continue on separate sheet if necessary

Name of applicant: Job title (in your employment):

Start date: Date of leaving (where applicable):
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Reason for leaving:

Current or most recent salary or salary point, plus any allowances:

Capacity in which you know/knew the applicant:

Length of time you have known/knew them in this capacity:

In your view, does the applicant’s overall performance suggest that they are equipped to fulfil the responsibilities of the post for 
which they are applying?  (Please see enclosed Job Description and Person Profile.)  Yes/No  

If no, please comment:

Is the applicant (or were they at the date of leaving your employment) subject to any informal or formal disciplinary or capability 
procedures (including investigations) or sanctions?  Yes/No  

If yes, please provide details:

In the preceding two years, has the applicant been subject to any formal capability procedures?  Yes/No  

If yes, please provide details:

(Regulation 8A of the School Staffing (England) Regulations 2009 requires schools (maintained or academy) to provide this information in relation 
to teaching posts.  For other posts, referees are asked to provide relevant information as part of their obligation to provide a fair and accurate 
reference.)

Have any allegations or concerns been raised about the applicant that relate to the safety or welfare of children or young people 
or behaviour towards children or young people?   Yes/No

If yes, in accordance with safer recruitment guidance, please include details of the outcomes of those concerns i.e. whether 
allegations or concerns were investigated, the conclusion reached and how matters were resolved.  

Is/Was their general attendance (unrelated to health) and punctuality good?  Yes/No  

If no, please comment:

Would you re-employ the applicant?  Yes/No  

If no, please comment:

In your opinion, is there any reason why the applicant should not be employed to work with children or be employed in a school or 
Pupil Referral Unit environment?  Yes/No 

If yes, please comment:
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REFERENCE REQUEST FORM - FURTHER INFORMATION 

Please rate (circle as appropriate) and comment, to the best of your knowledge, on the applicant’s ability, 
typical performance or any specific activities they have undertaken in the following areas (continuing on a 
separate sheet if necessary): 

1. Building and maintaining effective working relationships. (If currently or previously employed in a school environment, please 
comment on relationships with pupils, parents, colleagues and the wider school community)

Excellent Good Fair Poor

Comments:

2. Willingness to learn and develop/continuous professional development. (For headship appointments, please detail any 
relevant programmes undertaken, eg, NPQH)

Excellent Good Fair Poor

Comments:

3. Flexibility. (For example, willingness to undertake varied tasks and/or new methods commensurate with grade or professional 
standing)

Excellent Good Fair Poor

Comments:

4. Team working. (Ability to work co-operatively with colleagues and share responsibility for team outputs)

Excellent Good Fair Poor

Comments:

5. Ability to prioritise work and meet deadlines
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Excellent Good Fair Poor

Comments:

6. Ability to use own initiative appropriately

Excellent Good Fair Poor

Comments:

7. Communication, both written and verbal, with varying audiences

Excellent Good Fair Poor

Comments:

8. Contribution to your organisation/general life of the school or unit

Excellent Good Fair Poor

Comments:

9. For teaching appointments only, quality of teaching (overall, based on lesson observations during current/most recent 
performance management cycle)

Outstanding Good Requires improvement Inadequate

Comments:

10. For teaching appointments only, assessment against Teachers’ Standards (overall, based on current/most recent 
performance management cycle)

Outstanding Good Requires improvement Inadequate
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Comments:

11. For management or leadership posts only, people management and leadership skills

Excellent Good Fair Poor

Comments:

12. For management or leadership posts only, budget management skills

Excellent Good Fair Poor

Comments:

13. For management or leadership posts only, relationships with senior management teams and/or other relevant agencies and 
organisations. (For headship appointments, please comment on relationships with Governing Body/Management Committee 
Members.) 

Excellent Good Fair Poor

Comments:

14. For all posts, in your opinion, are there any elements of the post that you think the applicant may have difficulty with?

Yes No

If yes, please comment:

15. For all posts, overall, how would you grade your recommendation for this applicant for the above post?

Strongly recommend Recommend with reservations stated above Do not recommend

Any Comments:
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Please ensure that you have also completed Part 2 of this reference request (which 
relates to absence).  

Signed:

Name:

Position:

Date:

This page is left deliberately blank
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REFERENCE REQUEST FORM – PART 2

Additional information only to be considered after any offer of employment

Name of applicant:

How many days of sickness absence has the applicant had/did the applicant have in their last 12 months of employment?  

Over how many separate occasions did these absences occur?  

Any comments:

(Note:  Under the Data Protection Act, sensitive data regarding reasons for absence may only be included with the applicant’s
permission)

Signed (referee):
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Appendix 6
Example Interview Invitation Letter

Dear Name

APPOINTMENT AS (Post title)

I refer to your recent application for the above-mentioned post, and am pleased to invite you to attend an 
interview at (time) on (date) at (address).  Directions to the venue are enclosed for your information and you 
will be met on arrival at the main reception area.

The purpose of the interview is to assess your suitability for the above post and give both the panel and 
yourself an opportunity to gain further information before making a successful appointment.  It is also an 
opportunity to seek clarification on information which you have provided on the application form and 
accompanying information.  The interview will also assess your suitability to work with children and will include 
questions relating to safeguarding and promoting the welfare of children.

In preparation of your interview you are requested to create a 15 minute presentation on the subject of 
(subject) and present to the panel immediately following the interview.  Please contact the school if you 
require other equipment or resources.

The panel will comprise of (names of panel and post titles)

The interview will take place as follows:

(time) Panel Interview and opportunity for questions by both panel and candidate 45 minutes
(time) Presentation 15 minutes

The selection process and interview questions have been structured around the person specification 
and job description, which were provided with details of the vacant post. Further copies are enclosed 
with this letter to assist you with your preparation.

Please bring with you to interview original certificates of your qualifications.

Any offer of appointment will be subject to satisfactory references, clearance in respect of the Rehabilitation of 
Offenders Act 1974, you being assessed as medically fit by the Council’s Medical Adviser, and checks in 
relation to your right to live and work in the UK.  In connection with this, please find enclosed a list of 
documents that need to be provided to ensure your right to live and work in this country.  Please bring with you 
to interview original documents e.g. driving licence,  passport GTC registration card.
I will ensure that they are returned to you immediately.
I should be grateful if you would contact (name and telephone number) to confirm that you are able to attend.  

If you have any questions or queries relating to the selection process h/she will be happy to respond to them.

If you have a disability you should contact (name and telephone number) to discuss any adaptations required 
for your interview as soon as possible to enable arrangements to be made.

I look forward to meeting you on (date). Yours 

sincerely

Name
Headteacher

Encs:


