
Safer Recruitment for Alternative Provision, March 2022.

All information from interview should be scanned and kept on file.

Advert

Include the following information when defining the role (through the job or role description and person

specification)

• the skills, abilities, experience, attitude, and behaviours required for the post; and

• the safeguarding requirements, i.e. to what extent will the role involve contact with children and will they be

engaging in regulated activity relevant to children.

The advert should include:

• In2Changes’s commitment to safeguarding and promoting the welfare of children and make clear that safeguarding

checks will be undertaken;

• the safeguarding responsibilities of the post as per the job description and personal specification;

• whether the post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions

Order 1975, 2013 and 2020. Which means that when applying for certain jobs and activities certain spent convictions

and cautions are ‘protected’, so they do not need to be disclosed to employers, and if they are disclosed, employers

cannot take them into account. Further information about filtering offences can be found in the DBS filtering guide.

Applications need to include:

• personal details, current and former names, current address and national insurance number;



• details of their present (or last) employment and reason for leaving;

• full employment history, (since leaving school, including education, employment and voluntary work) including

reasons for any gaps in employment;

• qualifications, the awarding body and date of award;

• details of referees/references (see below for further information);

• a statement of the personal qualities and experience that the applicant believes are relevant to their suitability for

the post advertised and how they meet the person specification.

Shorting listing

Shortlisted candidates should be asked to complete a self-declaration of their criminal record or information that

would make them unsuitable to work with children. Self-declaration is subject to Ministry of Justice guidance on the

disclosure of criminal records.

For example:

• if they have a criminal history;

• whether they are included on the barred list;

• whether they are prohibited from teaching;

• whether they are prohibited from taking part in the management of an independent school;

• information about any criminal offences committed in any country in line with the law as applicable in England and

Wales, not the law in their country of origin or where they were convicted;

• if they are known to the police and children’s social care;

• have they been disqualified from providing childcare

• any relevant overseas information.

Applicants should be asked to sign a declaration confirming the information they have provided is true. Where there

is an electronic signature, the shortlisted candidate should physically sign a hard copy of the application at point of

interview. This should be kept in the employee’s employment file.

The purpose of a self-declaration is so that candidates will have the opportunity to share relevant information and

allow this to be discussed and considered at interview before the DBS certificate is received.

In2Change must:

• ensure that at least two people carry out the shortlisting exercise (it is recommended that those who shortlist carry

out the interview for a consistent approach);

• consider any inconsistencies and look for gaps in employment and reasons given for them;

• explore all potential concerns.

Prior to interview references should be obtained, checks must ensure:

The purpose of seeking references is to allow employers to obtain factual information to support appointment

decisions. Schools and colleges should obtain references before interview, this allows any concerns raised to be

explored further with the referee and taken up with the candidate at interview.

In2Change will:

• not accept open references e.g. to whom it may concern;



• not rely on applicants to obtain their reference; • ensure any references are from the candidate’s current employer

and have been completed by a senior person with appropriate authority (if the referee is school or college based, the

reference should be confirmed by the headteacher/principal as accurate in respect to disciplinary investigations);

• obtain verification of the individual’s most recent relevant period of employment where the applicant is not

currently employed;

• secure a reference from the relevant employer from the last time the applicant worked with children (if not

currently working with children), if the applicant has never worked with children, then ensure a reference from their

current employer;

• always verify any information with the person who provided the reference;

• ensure electronic references originate from a legitimate source;

• contact referees to clarify content where information is vague or insufficient information is provided;

• compare the information on the application form with that in the reference and take up any discrepancies with the

candidate;

• establish the reason for the candidate leaving their current position

• ensure any concerns are resolved satisfactorily before appointment is confirmed

The Interview which should include Brian and a trustee

ID will need to be shown upon arrival to verify identity as candidates sign in.  Before the interview can take place,

necessary documentation will have to be presented. This will include evidence for enhanced DBS checks.

Those interviewing should agree structured questions.

These should include:

• finding out what attracted the candidate to the post being applied for and their motivation for working with

children;

• exploring their skills and asking for examples of experience of working with children which are relevant to the role;

and

• probing any gaps in employment or where the candidate has changed employment or location frequently, asking

about the reasons for this.

The interviews should be used to explore potential areas of concern to determine the applicant’s suitability to work

with children.

Areas that may be concerning and lead to further probing include:

• implication that adults and children are equal;

• lack of recognition and/or understanding of the vulnerability of children;

• inappropriate idealisation of children;

• inadequate understanding of appropriate boundaries between adults and children; and,

• indicators of negative safeguarding behaviours.

All offers of appointment should be conditional until satisfactory completion of the mandatory pre-employment

checks.

In2Change must:



• verify a candidate’s identity, it is important to be sure that the person is who they claim to be, this includes being

aware of the potential for individuals changing their name. Best practice is checking the name on their birth

certificate, where this is available.

• obtain (via the applicant) an enhanced DBS check (including children’s barred list information, for those who will

be engaging in regulated activity with children). 55 Note that when using the DBS update service you still need to

obtain the original physical certificate

• obtain a separate children’s barred list check if an individual will start work in regulated activity with children before

the DBS certificate is available

• verify the candidate’s mental and physical fitness to carry out their work responsibilities. A job applicant can be

asked relevant questions about disability and health in order to establish whether they have the physical and mental

capacity for the specific role;

• verify the person’s right to work in the UK, including EU nationals. If there is uncertainty about whether an

individual needs permission to work in the UK,

• if the person has lived or worked outside the UK, make any further checks

• verify professional qualifications, as appropriate. The Teaching Regulation Agency’s (TRA) Employer Access Service

should be used to verify any award of


