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1.0 Aims 
 

 To ensure that the safety of children is maintained during the recruitment of new 
staff. 

 To ensure that safe practices are employed for governors, visitors, parents, 
carers, students and voluntary workers in school. 

 
2.0 General Principle 

 
2.1 It is the duty of every adult associated with the school to take responsibility for safeguarding 

the children in its care. If any adult has concerns regarding the safety of any child in school, 
then the Designated Safeguarding Lead must be informed of these concerns. 

 
2.2 The Designated Safeguarding Lead at John E. Batty is currently: Mr Martin J. Kitchen (Head 

Teacher). The Deputy Designated Safeguarding Lead is: Mrs Julie Norris (Deputy Head 
Teacher) 

 

2.3 Where there is uncertainty on the part of a school leader in relation to the appropriate 

action to be taken to recruit individuals on an employed or voluntary basis, then the 

Keeping Children Safe in Education (KCSE - Statutory Guidance Sept 2016) should be 

referred to. While at the time of writing this policy, all effort has been taken to ensure 

it complies with the KCSE2016 document, there may be occasions where individuals 

are uncertain about the best way to safeguard children.  The KCSE document takes 

precedent over this policy where there may been deemed omission or a conflict in 

information/guidance provided. 
 

3.0 The Recruitment Process 

 
3.1 The standard elements in the recruitment process will be: 

 
1. Clarification of Job Description and Person Specification 

 
2. Advertisement 

 
3. Application Packs sent to Prospective Employee 

 
4. Application by Prospective Employee (including the identification of referees) 

 
5. Short Listing 

 
6. Request for References prior to Interview 

 
7. Calling of Candidates for Interview 

 
8. Review of References 

 
9. The Interview 

 
10. Offer and Acceptance  
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4.0 JOB DESCRIPTIONS/JOB PROFILE 
 
4.1 The job description and person specification should describe the role and the qualities 

needed to fulfil the role.   
 

4.2 The person specification must state that checks will be made throughout the 

recruitment process, (for example through references and Disclosure and Barring 

Service  (DBS)) to ensure the person is suitable to work with adults or children 
 
4.3  The job description and person specification should be agreed prior to advertisement. 
 
4.4 Notes on Person Specifications 
 
4.5 Person specifications should identify those attributes which are essential and those which 

are desirable under the following headings: 
 

Qualifications  
(These must be an essential requirement for the job performance and not used to 
screen candidates.) 
 
Experience 
(Normally define in terms of type of work performed and for a minimum number of 
years.  Must be relevant to the job in question.) 
 
Skills/Knowledge 
(For example, detailed knowledge of a curriculum area, understanding the needs of     
    pupils 3-7 years, awareness of current educational issues etc. 
 
Personal/Professional attributes    
 For example a good attendance record, willingness to initiate change etc. 

 
4.6 There must be no reference to criteria which disadvantages someone based upon their age, 

race, ethnicity, gender or disability. 

5.0  ADVERTISEMENT 

 
5.1 The advert must describe the role and the qualities needed to fulfil the role. 
 

5.2 The advertisement must state explicitly that the school is committed to safeguarding 

individuals and rigorous checks of applicants’ suitability and qualifications for 

working with children will be made. An example of DBS checks must be given. 
 
5.3 Advertisements will normally include, in addition to the above, reference to: 

 

 the scale of post; 
 

 a brief description of the job; 
 

 when the appointment will commence; 
 

 where to write for more information and/or application forms; 
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 the closing date for applications; 
 

 whether the post is fixed term, temporary, permanent; 
 

 closing date for applications and expected dates for interview; 
 

5.4 There must be no reference to criteria which disadvantages someone based upon their age, 
race, ethnicity, gender or disability. 

 

 

6.0 APPLICATION PACKS 

 
6.1 Application Packs should be prepared prior to advertisement and should include, dependent 

on the nature of the post,  the following: 
 

 A short description of the setting. 

 A blank standardised application form 

 A person specification 

 A job description 

 A statement outlining the date and time when the application must be 
returned. 

 A statement that that the school is committed to safeguarding 

individuals and rigorous checks of applicants’ suitability and 

qualifications for working with children will be made. An example of 

DBS checks must be given.  

 A statement that the application must be completed in full and that a full 

history in chronological order of part or full time voluntary or paid 

employment must be provided.  

 A statement that qualifications will need to be evidenced by certification 

at interview.  

 A statement that one referee should be the applicant’s current or most 

recent employer and that open references will not be accepted.   

 A statement that references will normally be sought following short 

listing and prior to interview and that any inconsistencies or concerns 

regarding suitability for employment working with pupils or adults will 

be explored at interview and with referees.  

 A statement explaining that there is a possibility that checks may be 

made with referees regarding the validity of references.  

 A statement outlining that receipt of applications will not be acknowledged 
unless a self addressed envelope is provided with the return of the 
application.  

 A statement outlining whether unsuccessful candidates will be informed of the 
selection panels decision to not ask them to attend for interview. 

 A statement clarifying whether applicants may view the setting prior to 
applying. 

 
6.2  Dependent on the nature of the post, further details may be included as fit e.g. SDIP for 

Head Teacher position. 
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7.0  APPLICATION BY PROSPECTIVE EMPLOYEES 
 

7.1 Prospective employees must complete a standard application form. Recruitment will 

not be carried out using Curricula Vitae or by any other method.  
 
7.2 Application forms should include the following information and where there are gaps in the 

information or uncertainties regarding what is stated, then this should be explored during the 
recruitment process: 

 

 Full identifying details including current and former names, date of birth, 
current address and national insurance number. 

 

 Statement of academic and/or vocational qualifications the applicant has 
obtained which are relevant to the position. 

 

 A full history in chronological order of part-time or full-time voluntary or paid 
employment, giving details of start and end dates and reasons for leaving 
employment; since leaving secondary education, including periods of post 
secondary education, training and voluntary work 

 

 A declaration of family or close relationship to existing employees or 
employers (including Councillors and Governors) 

 

 Details of referees – one referee should be the applicant’s current or most 
recent employer and two referees would normally be sufficient.  NB where an 
applicant who is not currently working with children/ adults, but has done so in 
the past, then a reference should be obtained from the employer.  References 
should not be accepted from relatives or those acting in capacity of friends.  
Where possible the two references should be from two different employers. 

Open references will not be accepted. 
 

 A statement of the personal qualities and experience the applicant believes 
they possess which are relevant to the position. 

 
7.3 Forms used for monitoring purposes should be removed and sent to the LA prior to 

shortlisting. e.g. (Information collected as to gender, ethnicity, disability)  
 

8.0 SHORT LISTING 
 
8.1 The selection panel must use the application form and cross reference this with the person 

specification and job description to identify a short list of candidates which at this stage 
appear to be best meet the criteria for the post. Where an applicant has indicated that they 
have a disability, the selection panel must make a decision using the assumption that 
reasonable adjustments will be made to school policy, school practices and school 
resources to allow the individual to fulfil the role as described in the job description. 
Selection of candidates for interview must be fair and equitable with no positive or negative 
weighting being given to age, gender, race, ethnicity or disability. 

 
8.2 Where an application form has been completed, other supporting information may be 

considered alongside the application form as seen fit by the selection panel e.g. supporting 
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letter. The selection panel must consider the validity of supporting statements, where these 
have not been signed as being true statements by the candidate 

 

8.3 Where there are gaps in the information or uncertainties regarding what is stated in 

the application form, then this should be explored if possible through referees prior 

to interview. 
 
8.4 The selection panel should pay particular regard to the following scenarios: 
 

 Gaps in the chronological history of part or full time voluntary or paid work. 

 Gaps in the chronological history of attendance at educational 
establishments. 

 Periods of time overseas. 

 Unexplained terminations of employment / voluntary work / education. 

 Lack of references from current or last employer. 

 The provision of open references (These must not be accepted and further 
references must be obtained) 

 

9.0 REQUEST FOR REFERENCES PRIOR TO INTERVIEW 
 
9.1 The following procedures must be followed when requesting references prior to interview: 
 

 References should be sought directly from the referee. 

 References should be obtained before interview so that any issues of concern 
can be raised in the interview and explored further with the referee. 

 In exceptional circumstances it might not be possible to obtain references 
prior to the interview, however, it is up to the person conducting the 
recruitment to decide if they will accept to a candidates request not to seek 
references prior to interview. 

 

 In any case where a reference is received after the interview then the 

reference must be scrutinised and any concerns resolved satisfactorily 

before appointment is confirmed. 
 

 One referee should be the applicant’s current or most recent employer and 
two referees would normally be sufficient.  NB where an applicant who is not 
currently working with children/ adults, but has done so in the past, then a 
reference should be obtained from the employer.  References should not be 
accepted from relatives or those acting in capacity of friends.  Where possible 
the two references should be from two different employers. 

 

 References should seek objective verifiable information – a copy of the job 
description and person specification for the post must be provided to the 
referee on request for a reference. 

 

 The referee must also be contacted by telephone or verbally, and a written 
record made thereof, to confirm they have in fact given the reference, i.e. to 
avoid fraud. 

 

 Under no circumstance should ‘open references’ be accepted. Where 

these are offered further references must be sought directly from 

referees provided. 
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9.0  All reference requests should ask: 
 

 About the referee’s relationship with the candidate – did they have a working 
relationship, how long have they known the candidate and in what capacity. 
 

 Employment dates (start and end). 
 

 Whether the referee is satisfied the candidate has the ability and is suitable to 
undertake the job in question and for specific comments about the candidates 
suitability based on the person specification. 
 

 Whether the referee is completely satisfied the candidate is able to work with 
children or adults, and if not the reasons why. 

 
9.1 In addition for the current or most recent employer the reference should seek: 
 

 Confirmation of the candidate’s current post, salary and sick record. 
 

 Specific verifiable information about the candidates performance history and 
conduct 

 
 

 Details of any disciplinary procedures the candidate has been subject to in 
which the sanction is current. 
 

 Details of any disciplinary procedures the candidate has been subject to 
involving the welfare or safety of adults or children in which the sanction has 
expired and the outcome of any such disciplinary action 
 

 Details of any allegations or concerns that have been raised regarding the 
safety or welfare of adults or children. 

 
9.2 References should remind the referee that: 
 

 They have responsibility to ensure the reference is accurate and does not 
contain any omissions or material misstatement. 

 

 Relevant factual content may be discussed with the applicant. 
 
9.3 The standard Reference Request Letter / Form (REF1) should be used to request 

references from referees. 
 

 

10.0 CALLING CANDIDATES FOR INTERVIEW 
 
10.1 The following principles and practices should be followed when calling a candidate for 

interview: 
 

 Candidates should be called at the earliest possible date following short 
listing. This may initially be via a telephone call to the candidate. 
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 Candidates should be sent a letter asking them to attend for interview. This 
letter should include: 
 

 Information on the date, location and timing for the interview and any 
supplementary activities e.g. presentation, tour of the school etc. 

 

 A statement that school is committed to safeguarding children and that 

rigorous procedures and policies are in place for this purpose. 
 

 A statement that the candidate will be checked to confirm their identify 

and that they should provide photographic identification at interview 

e.g. passport / Photo ID driving licence etc. 
 

 A statement that DBS check will be carried out prior to appointment and 

candidates will need to complete a DBS application immediately after 

being selected. This should state that the successful appointment to the 

post is dependent on successful clearance through Redcar and 

Cleveland Borough Council. 
 

 A statement that reference to qualifications included in the application 

form will be checked at interview and that candidates must bring these 

with them on the day of the interview. 

 

 A statement that the candidate’s suitability for working with children will 

be explored during the interview. 
 

 A statement regarding when, how and when the candidate will be informed of 
the outcome of the interview. 
 

 Where appropriate, a statement of how travel expenses can be reclaimed. 
 

 A statement asking for candidates to make the school aware if they will 
require any specific arrangements at interview in relation to supporting them 
with a disability. 
 

 Candidates should be sent a road map indicating the location of the school if 
they are from out of area. 

 

 As appropriate to the post the candidate may be provided with additional 
information e.g. SDIP etc for Head Teachers post. 

 

11.0  REVIEW OF REFERENCES 
 
11.1 Prior to interview references must be reviewed and any inconsistencies with the application 

form or issues / concerns raised should be followed up with the referees. This may be via a 
telephone conversation or other forms of communication. If issues / concerns remain 
regarding the individuals suitability for working with children, then these must be explored in 
more detail at interview. 

 

12.0 THE INTERVIEW 
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12.1 The following principles are to apply for interviews at John E. Batty: 
 

 All interviews must be conducted by at least two people with appropriate 
training.  

 

 Appropriate reasonable adjustments must be made to the interview process 
to support any candidates that consider themselves to have a disability. 

 

 Interviewers should receive the following prior to interview:  
 

 a) the candidates' application forms 
 b)      the person specification 
 c)     the job description 
 d)      the salary range 

 

 Interviewers should meet before any round of interviews to agree upon the 
structure of the day (e.g. will a presentation be required, will supporting 
materials provided by the interviewee be considered). During the meeting 
they should discuss the content, structure and order of the key questions to 
be asked. Where there are specific gaps in information or concerns raised (by 
the application and references) in relation to the candidate’s suitability for 
working with children, the selection panel should agree appropriate questions 
to explore this further prior to interview. During this meeting agreement on 
who will ask which questions and the assessment criteria (e.g. matching 
candidate to person specification) should be made. 
 

 The candidate should be informed that supplementary questions might be 
asked at any time during the interview in order to clarify or expand on the 
answers given to key questions. (Supplementary questions must relate to the 
previously asked key question) 

 

12.3 The interview panel in addition to assessing the candidates abilities and aptitudes 

 should assess: 

 

 the candidates attitude towards children or adults; 

 

 the candidates ability to support the Council and School policies for 

safeguarding adults or children; 

 

 any significance in gaps in the candidates employment history; and 

 

 any significance of concerns raised by referee(s) or missing 

information. 

 
12.4 The interview panel should provide opportunity for the candidate if they wish to declare 

 anything in relation to the DBS check. 
 
12.5 If references are not obtained before interview, the selection panel should ask if there is 

anything the candidate wishes to declare regarding the possible content of such references. 
 
12.6 Qualifications should be checked at interview. Where these are not available on the day, 

checks must be made prior to appointment. 
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12.7 In all circumstances one of the key questions asked at interview must relate to the 

candidates attitude towards children and their ability to support the Council and 

School policies for safeguarding children. These questions should not be 

hypothetical in nature but rather ask the candidate about their experience of 

safeguarding children in previous roles. 

 

12.8 At the end of the interview the selection panel should inform the candidate how they 

will be informed of the outcome of the interview and that the appointment will be 

conditional subject to appropriate checks being made of qualification, DBS clearance 

and acceptable references (If these have not already been provided.) All candidates 

should be asked if they are still firm candidates for the post prior to selection panel 

deliberation. 

 

 

13.0 OFFER OF EMPLOYMENT 

 
13.1 Offers of appointment are conditional to: 
 

 receipt of two satisfactory references (see page 31 on Keeping Children Safe 
in Education Sept 2016); 

 verification of candidates identity; 

 verification of candidates right to work in the UK (If a person lived outside the 
uk, school should make further appropriate checks) ; 

 acceptable Enhanced DBS (with Barred List checks for those undertaking 
regulated work) – where update service used there is a need to check original 
DBS certificate and online update; 

 A separate barred list check must be undertaken if in exceptional 
circumstances an individual will start work in regulated activity before the DBS 
certificate is available; 

 acceptable disqualification by association declaration being received: 

 verification of candidates medical (mental and physical) fitness for the specific 
roles; 

 verification of qualifications; 

 verification of professional status (E.G. (QTS) 

 for teaching posts verification that they have completed statutory induction 
period satisfactorily. 
 
 
Refer to Keeping Children Safe in Education (Sept 2016) page 27 for detailed 
guidance. 

  
 

14.0 SINGLE CENTRAL RECORD (SCR) 

 
14.1 School will hold and update a single central record of checks undertaken in relation to staff, 

governors, students and volunteers working in school. This will include a spreadsheet where 
relevant information on each adult is held. This record will include: 

 

 Full name 

 Address 
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 Date of Birth 

 Evidence of Date of Birth Yes/N0 

 Qualifications Required for Post Yes/No 

 Qualifications Evidence 

 Date Qualification Seen 

 Prohibition from teaching check 

 Completion of Induction check 

 Date Enhanced DBS with Barred List Check Completed 

 Right to work in UK Yes/No 

 Overseas Check Required (Including checks for those European Economic 
Area teacher sanctions and restrictions using this link 
https://teacherservices.education.gov.uk/  – See Paragraph 114 Keeping 
Children Safe in Education 2016) Yes/No 

 Overseas Check Completed Yes/No 

 Name of person checking details 

 
14.2 In addition to the spreadsheet this central record will include documents which provide 

evidence as to the relevant DBS status of agency staff e.g. supply staff etc. 
 
14.3 This central record will be updated on a daily basis as required. 
 
 

15.0 Enhanced DBS CHECKS 

 

15.1  See flow chart in Appendix B for information about whether an individual requires an 

Enhanced DBS and barred list check. 
 
15.2 With regard to DBS checks please note: 
 
 

 All identity documentation provided for DBS purposes will be checked by the 
head teacher.  

 All staff working in school require an Enhanced DBS with barred list check to 
be completed through Redcar and Cleveland Borough council. 

 All new staff to school will require a DBS check and barred list check to be 
made  

 Where a staff member working for the Local Authority changes roles and 
moves from working with adults to working with children they will require a 
further Enhanced DBS with barred list check. 

 Where a previously employed member of staff has a break in service greater 
than 3 months a new DBS with barred list check will need to be made. (Either 
new application or through checking DBS status online at  
https://secure.crbonline.gov.uk/crsc/check?execution=e1s1  ). 

 Staff working continuously at the school without break in service will not 
require further DBS checks. 

 Please see the flow chart in Appendix B 
 

15.3  Schools have a legal duty to refer to the DBS anyone who has harmed, or poses a risk of 
harm, to a child or vulnerable adult; where the harm test is satisfied in respect of that 
individual; where the individual has received a caution or conviction for a relevant offence, or 
if there is reason to believe that individual has committed a listed relevant offence; and that 

https://teacherservices.education.gov.uk/
https://secure.crbonline.gov.uk/crsc/check?execution=e1s1
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individual has been removed from working (paid or unpaid) in regulated activity, or would 
have been removed had they not left. 

 

16.0 OVERSEAS STAFF AND RIGHT TO WORK IN THE UK 
 
16.1 Some countries do keep criminal records and where an applicant is from overseas and has 

worked overseas in the last five years the school through the Local Authority should seek to 
contact the Local Authority of the relevant country to seek any relevant information.  

 
16.2 All new staff must have their right to work in the UK checked. A record of this check will be 

kept in the SCR. As advised by Redcar and Cleveland Human Resources Department, this 
does not apply for people undertaking voluntary work.  

 
16.3  Individuals who have lived or worked outside the UK must undergo the same checks as all 

other staff in schools or colleges. In addition, schools and colleges must make any further 
checks they think appropriate so that any relevant events that occurred outside the UK can 
be considered. These further checks should include a check for information about any 
teacher sanction or restriction that an EEA professional regulating authority has imposed, 
using the NCTL Teacher Services’ system. Although restrictions imposed by another EEA 
regulating authority do not prevent a person from taking up teaching positions in England, 
schools and colleges should consider the circumstances that led to the restriction or 
sanction being imposed when considering a candidate’s suitability for employment. 

 
16.4 The Home Office has published guidance on criminal record checks for overseas applicants. 

The department has as also issued guidance on the employment of overseas-trained 
teachers. This gives information on the requirements for overseas-trained teachers from the 
EEA to teach in England, and the award of qualified teacher status for teachers qualified in 
Australia, Canada, New Zealand and the United States of America.  

 
 

17.0  PROCEDURE AND RECORD CHECK 
 

17.1 The outcome of all checks must be recorded in the Single Central Record (SCR).  
 
17.2 Prior to the issuing of a contract for employment with the school a check should be made 

that the appropriate procedures have been carried out and that the required documentation 
has been recorded/obtained.  

 
 
 

17.3 Where there are serious concerns about an applicant’s suitability for a post then this 

should be reported to the Local Authority and the Police and or/ DfES Safeguarding 

Children Operations Unit. 
 
 

18.0 SUPPLY STAFF 
 
18.1 Where staff are employed directly by the school, DBS checks will be carried out by the 

school through the Local Authority.  In addition the school will carry out Qualification, Identity 
and Right to Work checks. A record of these checks will be kept on the school’s single 
central record as per all other members of staff. 
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18.2 Where staff are employed through an agency, confirmation in writing will be obtained from 

the agency prior to employment that the individual member of staff has: 
 

 had a suitable Enhanced DBS with Barred List check (date of check / 
disclosure number); 

 the right to work in the UK; 

 had their suitability to work with children explored; and  

 had appropriate identity checks made. 
 
 18.3 A copy of this written confirmation will be kept in the SCR file along with a signature and 

date of the person checking this confirmation. 
 
18.4 In addition on arrival (First date of work) the identity of the supply teacher will be checked 

using photographic ID. A record of this check will be stored with the SCR. To ensure all 
supply staff are aware of school policies and procedures regarding safeguarding children, 
they will be asked to read a series of statements outlining essential information. Supply staff 
will then be asked to sign a card to confirm that they have read the statement.  The 
statement will direct supply staff to the school website where all policies can be read in 
detail. 

 
 

19.0 STAFF FROM OTHER AGENCIES AND CONTRACTORS 
 
19.1 Where staff from other agencies working in school are employed directly by the Local 

Authority written confirmation will be obtained from heads of relevant service departments 
that their staff have had suitable DBS checks (including barred list check) undertaken, that 
their identities have been checked and that they have a right to work in the UK.  A copy of 
this confirmation will be filed in the SCR. In addition where staff are new to working in school 
photographic ID checks will be made on arrival (First date of work) and a record kept in the 
SCR file. 

 
19.2 Where staff from other organisations are contracted to work with children in the school 

written confirmation will be obtained from the organisation manager that their staff have had 
suitable DBS checks (including barred list checks), that their identities have been checked 
and that they have a right to work in the UK.  A copy of this confirmation will be filed in the 
SCR. In addition where staff are new to working in school photographic ID checks will be 
made on arrival (First date of work) and a record kept in the SCR file. To ensure all staff 
from other agencies are aware of school policies and procedures regarding safeguarding 
children, they will be asked to read a series of statements outlining essential information. 
These staff will then be asked to sign a card to confirm that they have read the statement.  
The statement will direct them to the school website where all policies can be read in detail. 

 
19.3 Where contractors are employed to work on the premises the LA AW3 form will be used 

where requirements for DBS checks will be explored and recorded. See premises policy. 
 
19.4 Where service contractors infrequently access the school building to undertake specific 

tasks e.g. repair photocopier, empty sanitary products etc. the contractor will be supervised 
at all times by a member of staff. The contractor will be asked to provide photographic proof 
of identity prior to gaining access to school. A record of this check will be recorded and kept 
in the school office. 
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20.0 POLICY FOR GOVERNORS, VOLUNTEERS, STUDENTS 
 

21.0 To Whom Does This Policy Apply 
 

 Governors 

 Students from recognised schools, colleges and other educational / training 
establishments. 

 Individuals wishing to undertake voluntary work experience to support 
applications for further training. 

 Parents/carers/other adults wishing to undertake frequent or substantial 
voluntary work to support the pupils of the school.  

 Parents/carers/other adults helping at one off events e.g. support school visit. 
 
22.0 Authorisation to Work in School 
 
 The Head Teacher has the authority to make decisions about whether an individual may 

work within the school. All requests for such work are to be referred to the Head Teacher. 
 

22.1 Under no circumstance should a volunteer (See above list)  in respect of whom no 

checks have been obtained be left unsupervised or allowed to work in regulated 

activity. 
 

23.0 Policy for Governors 
 
23.1 Governors at John E. Batty will be required to provide evidence that a suitable enhanced 

DBS has been satisfactorily completed within a 3 year period prior to the take up of their 
role. There will be no requirement for this to be reviewed provided the governor continues to 
hold their position. (Governance is not a regulated activity) 

 
23.2 All governors will have their identity checked using photographic ID. A record of these check 

will be kept in the SCR. 
 

24.0 Policy for students from recognised schools, colleges and other training 

establishments. 
 
24.1 Where students under the age of 16 and are offered work experience placements through 

links with other educational organisations these students can, at the discretion of the head 
teacher, be offered placements without need for DBS clearance. Written confirmation from 
the relevant educational establishment must be obtained prior to the individual being 
accepted in school. Controls in the ‘The Standard Risk Assessment for Volunteers/Students’ 
must be applied. No student under the age of 16 can be left unsupervised with children. 

 
24.2 Where a student over the age of 16 is offered work experience placements or 
training related placements and this will constitute regulated work, they must provide 
evidence of an appropriate enhanced DBS clearance (including appropriate barred list 
check) being in place. Written confirmation of the student’s place on the relevant course will 
be obtained from the educational establishment. A record will be kept of the disclosure 
number, and the date of the check. The student’s identity will be checked using 
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photographic evidence and a record of this kept in the SCR. To ensure all students are 
aware of school policies and procedures regarding safeguarding children, they will be asked 
to read a series of statements outlining essential information. They will then be asked to sign 
a card to confirm that they have read the statement.  The statement will direct them to the 
school website where all policies can be read in detail. Controls in the ‘The Standard Risk 
Assessment for Volunteers/Students’ must be applied. 

 

25.0 Policy for individuals wishing to undertake voluntary work experience to support 

applications for further training. 
 
25.1 Where an individual wishes to gain experience working within a school setting to support 

applications for further training/educational courses, placements, and this will constitute 
regulated work,  they must provide evidence of an appropriate enhanced DBS with barred 
list clearance  check having taken place. A record will be kept of the disclosure number, and 
the date of the check. In addition the individual will need to complete an LA volunteer 
application form, highlighting why they wish to work in the school, their level of commitment 
and obtain two references from persons in appropriate authoritative positions (Appropriate to 
be deemed by the Head Teacher e.g. lecturer, employer). The individual’s identity will be 
checked using photographic evidence and a record of this kept in the SCR. To ensure all 
students are aware of school policies and procedures regarding safeguarding children, they 
will be asked to read a series of statements outlining essential information. They will then be 
asked to sign a card to confirm that they have read the statement.  The statement will direct 
them to the school website where all policies can be read in detail. ‘The Standard Risk 
Assessment for Volunteers/Students’ must be applied.  

 
25.2 Where an individual wishes to organise the DBS clearance through the school then this can, 

at the Head Teacher’s discretion, be arranged provided the school is reimbursed the cost of 
the check by the applicant. 

 

26.0 Parents/carers/other adults wishing to undertake frequent or substantial voluntary 

work to support the pupils of the school.  
 
 
26.1 Parents/Carers/Other Adults wishes to support the school by undertaking voluntary work 

with pupils and this will constitute regulated work, then an Enhanced DBS clearance must be 
obtained with appropriate barred list check. This must be through Redcar and Cleveland 
Borough Council. In addition the individual will need to complete an LA volunteer application 
form, highlighting why they wish to work in the school, their level of commitment and obtain 
two references from persons in appropriate authoritative positions (Appropriate to be 
deemed by the Head Teacher e.g. lecturer, employer). The individual’s identity will be 
checked using photographic evidence and a record of this kept in the SCR. To ensure all 
individuals are aware of school policies and procedures regarding safeguarding children, 
they will be asked to read a series of statements outlining essential information. They will 
then be asked to sign a card to confirm that they have read the statement.  The statement 
will direct them to the school website where all policies can be read in detail. Controls in the 
‘The Standard Risk Assessment for Volunteers/Students’ must be applied. 

 
26.2 Where an individual wishes to organise the DBS clearance through the school then this can, 

at the Head Teacher’s discretion, be arranged. There currently is no cost for volunteers’ 
DBS clearance. 
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27.0 Parents/carers/other adults helping at infrequent supervised events e.g. support 

school visit / charity event. 
 
27.1 At the discretion of the Head Teacher parent, carers and other adults familiar to school staff 

or governors will be allowed without DBS clearance to support children with infrequently held 
staff supervised activities provided that this does not constitute regulated work. Here the 
standard volunteers and student risk assessment will apply. To ensure all individuals are 
aware of school policies and procedures regarding safeguarding children, they will be asked 
to read a series of statements outlining essential information. They will then be asked to sign 
a card to confirm that they have read the statement.  The statement will direct them to the 
school website where all policies can be read in detail. 

 
27.0  The school will make reasonable adjustments to policy, practice and resources to support 

any individual student or visitor that considers themselves to have a disability. 
 
28.0 This policy should be read in conjunction with the Child Protection, Health and Safety, Site 

Security and Confidentiality Policies in school. 
 
29.0  

 
 Guidance on Regulated Work  

Activity (Regulated Work) Exceptions 

Teaching, training or instruction of children, 
carried out by the same person frequently (once a 
week or more often), or on 4 or more days in a 30-
day period, or overnight*.  
 
Day to day management or supervision on a 
regular basis of a person providing this activity 
which would be regulated if unsupervised.  
Para 1(152).  
 
*Sources:  
- once a week: guidance, March 2010, Annex B,  
page 70 para B.12;  
- four or more days/ overnight: Schedule 4, para  
10(1) as amended.  
 

Supervised activity - under reasonable 
day to day supervision by another 
person engaging in regulated activity. 
Para 2(3A)  
 
Activity relating to a child in the course of 
his employment, not by a person for 
whom arrangements exist principally for 
that purpose.  
 
 Activity merely incidental to activity with 
adults.  
 

 
 
End of Policy 
 

Policy agreed by the governing body on:  14th June 2017 

Signed:  
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APPENDIX  A 
 

The Standard Risk Assessment for Volunteers/Students 
 
 

Identified Risks Control Measures 
Risk of inappropriate 
interaction with pupils within 
school. 

 No volunteer / student is to be left alone with any child in any 
circumstance.  Supervising teachers to check that students / 
volunteers are not alone with children. Students / volunteers directed 
to seek out adult if finding themselves in a circumstance where they 
are alone with children. 

 Volunteers / students to take breaks within the presence of a second 
DBS cleared adult. 

 No volunteer / student is to be involved in any changing or toileting of 
any child. 

 All adults in school to use adult toilets only. 

 All pupils to use pupil toilets only. 

 No volunteer /student will be allowed to have any inappropriate 
physical contact e.g. child sitting on knee 

 All volunteers / students are to be attached to a class or classes 
which they are to specifically work with. Volunteers / students are not 
free to work with other classes unless permission from the Head 
Teacher has been obtained. 

Increased risk of inappropriate 
interaction with pupils outside 
of school due to increased 
familiarity with individual 
pupils. 

 No volunteer / student is to have access to children’s personal 
records or details. Volunteers / students to be informed that they 
must not have access to individual pupils’ personal records or 
details. 

 Supervising teachers to make conscientious effort to consider the 
appropriateness of relationships that develop between volunteers / 
students and inform the head teacher if they have any concerns. 

 Volunteers / Students not to seek contact with pupils outside of the 
school. 

 Where any adult in school is made aware of a volunteer / student 
making, or seeking to make, contact with a pupil out of school they 
are duty bound to inform the Head Teacher. 

 All volunteers / students are to be attached to a class or classes 
which they are to specifically work with. Volunteers / students are not 
free to work with other classes unless permission from the Head 
Teacher has been obtained. 

Supervision / Monitoring 
 
Name of volunteer / student:      Date: 
 
The volunteer / student is to work under direct supervision of the class teachers of the classes they 
are attached to. 
Names of supervising class teacher(s): 
 
The supervising teachers must on a regular basis make a conscientious evaluation of the 
appropriateness of the volunteers / students interactions and developing relationships with pupils. 
Any contravention of the control measures described above or any other concerns must be 
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reported to the Head Teacher. 
 

 
 
 
Appendix B 
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John E. Batty Primary School Equality Impact Assessment  
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Name of policy or project being 
assessed? 

Date 

Safe Recruitment Policy 14th June 2017 

 

 

 

Lead Officer:  
Martin Kitchen 

 

Members of the assessment team:  

 
Full Governing Body 

 

 

Others involved in the assessment:  
None 

 

What are the aims of the policy or project? 

 
To ensure recruitment of staff and volunteers is undertaken in a safe way. 

 

Who are the beneficiaries of this policy or project? 

 
All children in school and other stakeholders. 

 

What are the desirable outcomes from this policy or project? 

 
All children to be kept safe in school. 

 

List any other key policies, procedures, projects or strategies that this 

policy or project has implications on: 

 
Child Protection Policy, Site Security and Visitors Policy, Health and Safety 
Policy, Premises Policy, Confidentiality Policy, Whistle Blowing Policy 

 

 

Does the policy or project have any 

significant positive impact for: 

 

 Different racial groups 

 Disabled persons 

 Men and women 

 Boys and girls   

 

 

 
Outlines how all children will be 
kept safe in school. 
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Does the policy or project have any 

significant adverse impact for: 

 

 Different racial groups 

 Disabled persons 

 Men and women 

 Boys and girls   

 

 

 
None identified 

Do you have any evidence? 

 

 

 

 
None obtained 

Is there any way that you could 

reduce or eliminate the adverse 

impact or increase positive impact? 

 

 

 
 None identified. 

Action to take: Review at next policy review. 

 

If you have indicated there is a negative impact, can it be justified?      

 

Yes / No  (Not applicable)  

If you have indicated there is a negative impact and it cannot be 

justified, is it discrimination?   

 

Yes/No (Not applicable) 

If you have answered YES, please list all the changes that you have 

made to eliminate this discrimination: 
(Not applicable) 

 

How will the policy or project be monitored?  
As per policy review timetable. 

Signed :  

 
(On behalf of the Full Governing Body) 

Date: 14th June 

2017 

 


