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Recruitment Policy

1. Infreduction

This document sets out the safer recruitment and selection procedures which
wil be followed ot the academy and provides employees who have
responsibility for recruitment and selection with guidance on legal requirements

and best praclice.

2, Policy Statement

The Academy's Recrultment & Selection Policy Staternent is at Appendix A.

As part of its commitment fo sofeguarding and promofing the welfare of
children and young people, a range of pre-employment checks wil be
undertaken on employees and volunteers and there is a requirement on
external organisafions providing workers to do the some. Detaills of these
checks can be found in the Pre-Employment Checks Procedure.

These requirements are summarised in the Recruitment & Selection Policy
Statement and more detall can be found at Appendix A,

3. Scope

Children are likely to perceive all adults in the academy as safe and trustworthy
adults. The principles described in this policy will therefore be applied in relation
to everyone who applies to work in the academy including:

« staff employed on o permanent basis,
« temporary and casual staff
« unpaid volunieers (see Section &)
soverseas workers (guidance ovailable from UK Border Agency

www ukbo homeoffice gov,uk)




« those emploved by external organisafions such as supply agencies (see

section 7|
» where appropriate contractors and self-employed persons.

4. Roles and Responsibilities
4.1 It is the responsibility of the goveming body lo:

¥ ensure there are effective policies and procedures in place for the safe
recruitment of all staff and volunteers and for the engagement of other
adulls in accordance with DIE guidance and legal requirements:

¥ monitor compliance with those polices and procedure;

# elect o selection panel of ot least three of its members for the
appointment of Principals and Vice Principals.

4.2 It is the responsibility of the CEO Legra Trust, and other managers
involved in recruitment ta:

» ensure that safe recruitment procedures are in operalion and make sure
all appropriate checks are camied out on all staff, volunteers and others

engaged to work,
» ensure contractors' and agencies' compliance with this document;
» secure and promote the welfare of children ot every stage of the

process.

431t 5 the responsibility of all potenfial and existing workers, including
volunteers to comply with this document.

4.4 It is the responsibility of all contractors and agencies to comply with safe
recruitment pre-employment checks.

4.5 It is the responsibility of the HR Consultant fo licise directly with the DBS

service fo:
» deal with the adminisfration of the disclosure system for all empiloyees,

volunteers and sub-contractors
¥ magintain the infemal list to record this data

4.6 Delegated Authority
The Goveming Body has delegated authority to the CEO Legra Trust fo

lead in all staff appointments

4.4.1, The CEO Legra Trust may delegate the selectfion process of staff
outside of the leadership group to other managers, but remains
responsible for the decision to appoint

5. The Recrultment Procedure

Please see Appendix B for g flow chart summarising the procedure. Further

k tails are provided below.
See also section & for recruitment procedures for volunteers.




5.1.

5.1.1

Pre-advertisement

Identifying a vacancy

The recruitment process starts as soon as a vacancy has been identified.
Before any action is initioted, careful consideration will be given to the
necessity for filing the post, the tosks fo be underiaken and the skills,
attibutes and behoviours required to do the job.

5.1.2 Job Descriptions/Ferson Specifications

313

5.1.4

A job description and person specification will be drawn up for all posts.
The job description will provide a framework of expectations ond will
define the purpose, scope and the principal duties and responsibilities of
the role, The person specification will enable applicants fo assess
themselves for the job and provides a benchmark for judging suitability.
All work involves some degree of responsibility for safeguarding children,
although the extent of that responsibility will vary occording fo the nature
of the post. Job Descriptions and Person Specificalions will clearly set out
the extent of the relationships/contact with children and the degree of
responsibility for children for each post.

The job description and person specification will be used throughout the
recruitment process to develop the shorllisting and selection criteria.

The salary for the job will be evaluated at this point and the actual salary
will be advertised.

see Appendix C for more information and templates.

Setting timescales
It 15 essential to plan the recruitment exercise itself, identifying who shouid

be involved, assigning responsibilities, and setiing aside sufficient time for
the work needed at each stage so that safeguards are not overlooked.,

The length of the recruitment process varies depending on the type of
vacancy (e.g. teaching/support staff), the frequency of the desired
publication (e.g. daily, weekly, fortnightly, monthly), whether it is
necessary fo advertise both internally ond externally, the requirement for
a work permit, availability of staff and the length of the individual’s notice
period, See Appendix D.

Recruitment pack

The recruitment pack will vary according fo the post but will consist, as
a rminimum, of:

Application form

Job Descripfion

Person Specification

The Recruitment and Selection Policy statement.

® ®F @ @



5.1.5

5.2.

5.3.

5.3.1

5.3.2

The pack may also include other relevant information i.e. covering
letter, prospectus, map elc.

Visits
Informal discussions and visits prior fo application are welcomed by prior

arangement,

Adverlising

To ensure equality of opportunity, all vacant posts will be adverised to
encourage as wide a field of condidates as possible. normally this will

entail an external advertisement.

However, where there s a reasonable expectation that there are
sufficient gualified and experienced internal condidales, or where staff
are af risk of redundancy. an intemal advertisement may be considered

appropnate.

Principal posts will be advertised nationally, using relevant media, unless
the governing body can show good reason not to do so.

Application

Application Form
A standard application form is used for all vacancies, Alternate formaod

application forms will be accepted from disabled applicants, but such
applicants must provide all of the informatfion required by the sfandard
agpplication form. Curiculum vitae's will be accepted, however it the
candidate s considered suitable they will be asked to complete a

standard application form.

All parts of the application form must be completed and the form signed
by the candidate. Where appliconts submit an ondine application they
will be asked to sign a paper copy. Incomplete application forms will not
be accepted and will be refumed for complelion or checked with the
candidate. Where an applicant is shortlisted, any discrepancies or gaps in
employment will be discussed at inferview.

Applicants should be aware that providing false information is an offence
and could result in the applicalion being rejected or, in summary
dismissal if the applicant has been selected and possible referal 1o the

police.

Recruitment Monitoring Form

There s a regquirement to monitor cerfain aspects of employment
practices including monitoring the ethnicity, disability and gender of
employees and applicants, As part of the applicafion process therefore,
individuals will be asked to complete a Recnitment Monitoring
Information form. Completion of the form will ensure that policy and
procedures are effective in avoiding discrimination and promoting



533

5.4.1

5.5

equal opportunities in recruitment. However, the complefion of the form
is voluntary and therefore candidates are not cbliged fo complete it,

The recruitment monitorng information does not form part of the
selection process and will be defached from the application form prior to
shortlisting. The information provided will be used for monitoring and
statislical doto purposes only, Reguired reporting of this data will be on
an anonymous basis,

Acknowledgement
Due to limited resources and the large number of applications often

received, only shorflisted candidates will be nofified of the ocutcome of
their application.

Shaortlisting

Shortlisting will take ploce as soon os possible after the closing date.
Shortlisting will be undertaken by the selection panel normally consisting
of at least two individuals (three in the case of Principal or Vice
Principals). Al leost one member of all selection panels will have
underlaken the required Safer Recruitment Assessment

see Appendix E for more information.

Invitalion to interview

Once the shortlist has been decided the shorflisted condidates will be
nofified as soon as possible.  Invitation fo interview will be confimed in
writing. Adequate fime should be dllowed between invitation and
inferview to allow candidates adequate time fo prepare for their
interview,

The invitation fo interview letter should include asking whether the
candidate has any special requirements to enable them o parficipate in

the process.

See Appendix F for a model invite to interview letter.

Selection process

The seleclion process will, as a minimum, consist of a face to foce
interview even where there is only one condidate and including for
internal appeintments and promotions and volunteers.

Where appropriate, the selection process may include oadditional
activities such as in-tray exercises, group activities, preseniations, pupil
panels or observed assemblies/teaching.



5.4

The table ot Appendix G oullines exercises that could be uvsed as parl
of o selection process. Candidates will be informed which of the
exercises will be vsed in the selection process.

The process wil assess the mernts of each candidate against the job
requirements (i.e. job description and person specification), and explore
their suitability to work with children, In cccordance with the Equalities
Act 2010, the inferview panel should not ask general questions about the
Individual's sickness ond attendance record but may ask relevant
questions to establish whether the applicant will be able to camy out a
function that is infrinsic (e.g majority of the weork involves manual
handling) to the work concemed once reasonable odpjustments are in

place where appropriate.

Full details of the selection process (i.e. defails of the inferview and any
additional selecfion exercises) will be nofified to the applicant in the
invitation to inferview letler. Applicants will alse be nofified of the need
to bring appropriate documentary identification fo the inferview which is

required for the pre-employment checks.

See Appendix H for more information

Employment Offer

The choice of candidate will be determined by the majorty view from
the inferview panel. The panel may identify a first and second choice
candidate.

The successful applicant will be odvised that they are the prefered
candidate. A contract cannoct be issued unfil all pre-employment checks
have been completed. A condifional offer maoy be mode pending DBS
clearance and safisfactory references. The candidate will be advised of
the DBS process and If they subscribe to the update service they will be
reguired 1o give sufficient detail tor an endine check to be made.

If the prefered condidate accepts the conditional offer verbally a
provisional start date can be agreed. Offers will be confirmed in writing.

Once all pre-employment checks have been safisfoctorly received, o
confract of employment will be made and the contract of employment
will be issued. The contract will be ssued as soon as possible bul in all
circumstances within 8 weeks of employment commencing.

Full guidance on pre-employment checks, including assessing suitability in
the event of o positive DBS disclosure, s contagined in the Pre-
empioyment Checks Procedure.

If the preferred candidale does not accept the posi, the panel wil
consider the option of contacting the second choice candidale, This will
anly be done where this candidale meels the criteria for the role.
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Unsucecessiul candidates will be advised accordingly, Al candidates wil
be offered feedback on their interview/selechon.

In the case of both Principal and Vice Principal appointments, it s o
statutory requirement for the full governing body to approve the
recommendation of the selection panel that their chcsen candidate be

appecinted.
Induction and Probation

Induction
Al Teaching Staff are required to have salisfactonly completed their

statutory induction period, or, if they are a Newly Qualified Teacher, are
subject to the requirement to complete the statutory induction period.

All new employees, intemally promoted staff and volunteers will be
provided with an induction program, which will seek to ensure that they
are clear about their job and feel secure aboul what they should be
doing. Any training and development needs will be identified and

supported appropriately,

See Appendix J tor more information

Probation

A probationary period applies fo all newly appointed staff, except
those Mewly Qualified Teachers to whom the Teachers' Statutory

induction Period is applied.

See the Probation Procedure for more detail.

Record Retention/Data Protection

Selection Records
Interview notes on all applicanis will be retained for a 3 month pericd.

after which fime, these records will be destroyed (i.e. shredded). The 3
month retention perod will agllow the academy to decl with any dato
access requests and respond fo any complaints raised at an Employment

Tribunal,

Under the Data Prolection Act 1998, applicants have a right to reguest
access to notes wiitten about them during the recruitment process.
Applicants who wish to access their interview notes must make a subject
access request in writing to the chair of the interview panel/Headteacher
within 3 months from the date of inferview,

Personal Flle Records
For the successful candidate, the following information will be refained

and will make up parl of the employee’s personal file:



Application form

Proof of identity

Proof of academic qualifications

Certificate of good conduct (if applicable)

Fithess fo work statement

Evidence of the DBS |eg DBS certificate number and date but not
details of the confent on the cerlificate)

+ Evidence of proof fo work in the UK

é. Engaoging Veolunteers
The academy values the contibution that volunteers make to its community
and recognises the positive impact they can have on pupils' learning,
experiences and welbeing.
Volunteers are seen by children as safe and trustworthy adulls and the same
high standards of safer recruitment principles and processes are applied fo
volunteers as are applied to paid staff.
New volunteers underfaking Regulated Activity must be DBS checked - details
of what consfitutes Regulated Activity and guidance on what B not a
Regulated Activity because it is done on a voluntary basis and Is supervised are
in the Pre-employment Checks Procedure. It is impertant to refer to this
guidance as there is specific DFE Statutory Guidance on supervision,

4.1 Interviewing Volunteers
Volunteers will be asked to have o discussion with the Principal or other
manager prior to commencing their role. This will nof be a formal interview but
will provide:
The academy with:

« an opporlunity to explain the workings of the ocademy ond how
volunteers fit into that;

= fime to ask volunteers for the foctual information needed to make o
successful plocement including any safeguard checks;

« the opportunity fo explore their suitabilify to work with children, including
their motivation to work with children and their ability to form and
maintain appropriaie relafionships and personal boundaries;

« an opporfunity to determine whether any special health, safety and
welfare criteria need to be met,

The volunteer with:

« the opportunity to find out more about the nature of the work;

» information to decide how best they can make a contribution, using their
skills and experence;
how much time they want to commit.

é.3 Role Profiles

Volunteers wil be given clear ond simple descripfion of the roles and
boundanes of the voluntary activity.



It s acknowledged that by its very nature, volunteering does not place the
same obligafions on an individual in terms of altendance efc. as o paid
employee. However it 5 very much hoped that volunteers will fulfil their
commitment as agreed between themselves and the academy - this includes
consistent attendance and undertaking the agreed tasks.

4.4 Safeguarding checks

6.5

All Volunteers will underge an enhanced DBS check prior to their
commencement of any volunieerng work.

Induction, information and fraining

All new volunteers will underfake a suitable induction programme. This may
involve discussions with staff ond some reading - for which assistance can be
provided as necessary, It is essential that volunteers are familiar with key polices
including the Code of Conduct, behaviour management, safeguarding and
health and safety policies. On-going guidonce and training will be provided for
volunteers that are relevant to the voluntary activity in which they are
engoged, including the safe use of any work equipmenl, safe working
environment efc.

Agency and other workers

I is expected that the same standards of safer recruitment will be applied by
external bodies providing workers or volunteers to the school/academy.

External bodies will be required fo provide written confirmation that relevant
safer recruitment and other relevant pre-employment checks have been
underfaken and this will be recorded on the Single Central Record.

All workers and volunteers will be required 1o provide evidence of their identity
when first armiving on the premises and to sign in on each visit,

All workers and volunteers will be provided with an induction into key policies
and procedures and expects everyone o comply with these,



Appendix A
Recruitment and Selection Policy Statement

The Goveming Body/Trustees are committed to safeguarding and
promoting the weltare of children and young people and expects all staff,
volunteers and other workers to share this commitment. It is recognised that
this can only be achieved through sound procedures, good inter-agency
co-operation and the recruitment and retention of competent, motivated
employees who are suited to, and fulfilled in the roles they undertake,

The Governing Body/Trustees recognise the value of, and seeks fo achieve
a diverse workforce which includes people from different backgrounds, with
different skills and abilifies. We are committed fo ensuring that the
recruitment and selection of all is conducted in a manner that is systematic,
efficient, effective and promotes equality of opportunity. Selection will be
on the basis of mernt and ability, assessed against the qualifications, skills
and competencies required to do the job. We will uphold obligations under
law and national collective agreements to not discriminate against
applicants for employment on the grounds of age. sex, sexual orentation,
marital status, disability, race, colour, nationality, ethnic orgin, religion or
belief.

We will implement robust recruitment procedures and checks for oppointing
staff and volunieers to ensure that reasonabile steps are taken not fo
oppoint a person who is unsuifable to work with children, or who i3
disqualified from working with children, or does noi have the suitable skills

and experence [or the role,

We will ensure that the terms of any contract with a confractor or agency
requires them to adopt and implement measures described in this
procedure. We will monitor the complionce with these measures and
require evidence that relevant checks have been undertaken for all workers

deployead.

The following pre-employment checks will be required:
« receipt of of least two satsfactory references
verfication of the candidate's identity
a safisfactory DBS disclosure.
verification of the candidate’s medical fitness
verification of qualifications
verification of professional status where required e.g. QTS status
the production of evidence of the right to work in the UK
verification of successiul complefion of statutory induction period

and bamrred fteaching check

& & ® & @ & ®»

NB It Is llegal for anyone who Is barred from working with children to apply

for, or underfake Regulated Activity.



We will keep and maintain a single central record of recruitment and
vetting checks, in line with the DIE requirements.

All posts/voluntary roles that give substantial unsupervised access fo
children and yvoung people are exempl from the Rehabilitation of
Offenders Act 1974 and therefore all applicants will be required to
declare spent and unspent convictions, cautions and bind-overs [save
for those offences that are subject to filtering by the Police).

All applicants will be required fo under a DBS check for the purposes of
considering suitability for employment and consenl for an online status
check to be camed out in the event that the applicant subscribes to the
DBS update service

The Governing Body/Trustees are committed to ensuring that people
who have convictions/cautions/reprimands on their record, are
treated fairly and given every opporiunity to establish their suitability for
positions. Having o criminal record will not necessarily be a bar fo
obtaining a position. Posifive disclosures will be managed on a case by
case basis taking info account the nalure, serfousness and relevance
to the role. The following factors will be considered in each case

The seriousness/level of the disclosed information eg was it a caution or
a conviction,

How long ago did the incident(s) cccur?

Whether it was o one-off incident or part of a repeat history/pattemn.
The circumstances of the offence|s) being committed and any
changes in the applicant’s personal circumstances since then.

The country where the offence/caufion occurred.

Whether the individual shows or has shown genuine remorse.

If the offences were not disclosed this could, in itself, result in non-
confirnation of employment on the grounds of trust, honesty and

Qpenness:.

When making a recruitment decision The Governing Body/Trustees will
disregard any filtered convictions/cautions/reprimands which were
disclosed in emror.

A previously issued Disclosure and Barring Service Cerfificate will only be
accepted in certain restricted circumstances or where you subscribe to
the DBES update service and the appropriate checks have been

satisfactory.

The Disclosure and Barring Service has published a Code of Practice and
accompanying explanatory guide. This Goveming Body is committed to
emnswing that it meets the requirements of the Disclosure and Barring
service in relation to the processing, handiing and security of Disclosure

information.
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