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Safer Recruitment Policy 

 

Introduction 

This policy sets out the procedure to be followed by the Senior Management Team when 

recruiting new staff as a first step to safeguarding children at Longwood. This is in 

accordance with Keeping Children Safe in Education (Part 3 Safer Recruitment). 

This policy helps the senior management team deter, reject or identify applicants who might 

abuse children. 

Below is not an exhaustive procedure but a framework for sound recruitment practice. The 

senior management team must act reasonably and take any additional action they feel 

relevant in relation to safeguarding children. 

The following procedure applies to all applicants, whether recruited directly or through an 

agency. 

Procedure 

Checks are made of an applicant’s identity, history and references including any gaps in 

time.  

These include the SMT seeing, confirming and photocopying an applicant’s full name and 

appearance on their original passport and driving licence. Other documents are required 

and especially if a passport or driving licence is unavailable including other photographic 

identification documents (e.g. library or bus pass cards). These include an original birth 

certificate, marriage certificate, bank statement, credit card statement and utility bill 

showing the applicant’s name and current address. 

The applicant must detail work history with dates including months and years on an 

application form. The applicant is asked to explain any gaps in work history and this is 

checked with previous employers by written or email reference. Any gaps without clear and 

verifiable explanation will be treated as a concern and the application will be terminated. 

At least two written references are to be obtained. At least one from the most recent 

employer, college tutors, head of year or head teacher, work colleague or professional 

people not related to the applicant. 

Enhanced DBS Check 

An enhanced DBS check is undertaken for all applicants and all applicants are registered on 

the update service. We require all applicants to have a clear check, unless any details listed 

do not affect the applicant’s work with children. Every applicant will be risk assessed and 

the SMT have the right to refuse to employ any applicant in relation to their enhanced DBS 

check.   

 



Qualifications 

If qualifications relate to teaching, care or education of the children, then the original 

certificate is to be seen by the SMT and a photocopy kept on the applicant’s records. 

Teaching qualifications are to be checked against DfE CONNECT system. 

Safeguarding Policy 

The Safeguarding Policy is discussed at interview and at induction, with the applicant signing 

to receive a hard copy. The Safeguarding Policy is on our website and a hard copy is located 

in the main school corridor.  The Safeguarding Policy forms part of all employees Contract of 

Employment as well as the Staff Code of Conduct. 

Employees receive annual in-house safeguarding training as well as three-yearly Level 1 

Safeguarding training with Hertfordshire County Council. A certificate is obtained for all 

Level 1 courses and employees sign when they undertake in-house training. 

Probationary Period and Supervision 

All employees undertake a probationary period when their work commences. This is 

typically three months, but can be extended. All employees receive supervision from the 

head teacher, nursery managers or nursery group leaders during their probation and 

throughout their employment. Appraisal and supervision meetings are undertaken at least 

annually. 

Declaration 

A declaration form is signed by all new employees and every employee at least twice per 

year. This declaration relates to any reason that would affect the employee’s suitability to 

work with children, including criminal record and health. It also relates to criminal records 

relating to children of any third party living at the same address as the employee. 

 

 

 

  


