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1. Safer Recruitment and Selection
Life Lodge pays full regard to current DFE guidance ‘Keeping Children safe in Education 2020 (September) and Safer Recruitment in Education’ Jan 2007. We ensure that all appropriate measures are applied in relation to everyone who works in the school who is likely to be perceived by the children as a safe and trustworthy adult including e.g., volunteers and staff employed by contractors. Safer recruitment practice includes scrutinising applicants, verifying identity and academic or vocational qualifications, obtaining professional references, checking previous employment history, and ensuring that a candidate has the health and physical capacity for the job. It also includes undertaking interviews and, where appropriate, undertaking Enhanced DBS.
In line with statutory changes, underpinned by regulations, the following will also apply:
· A DBS Enhanced Disclosure is obtained for all new appointments to our school’s workforce through staffing personnel and payroll.

· Life Lodge is committed to keep an up-to-date single central record detailing a range of checks carried out on our staff

· All new appointments to our school workforce who have lived outside the UK will be subject to additional checks as appropriate

· Life Lodge ensures that supply staff have undergone the necessary checks and will be made aware of this policy

· Identity checks must be carried out on all appointments to our school workforce before the appointment is made.

· References will be checked. Employment may commence and unsupervised work will only commence when references are satisfied.

· During the recruitment stage all gaps in employment will be thoroughly scrutinised and investigated.
 Interview Panel members have undertaken the Safe Recruitment training.







2. Interviews and Recruitment 
Recruitment and Selection Checklist  
	Role advertised: 
	 

	Date advertised:
	

	Name of manger completing checklist:
	



	PRE-INTERVIEW:  
	Initials
	Date

	PLANNING
Timetable decided; job specification and description and other documents to be provided to candidate reviewed and updated, as necessary.  Application form seeks all relevant information and includes relevant statements about references etc.   Establish the members of the recruitment panel and ensure they are involved in all stages of the recruitment process, including scrutinising application forms, shortlisting candidates, conducting the interviews, and resolving any discrepancies and anomalies.
	
	

	VACANCY ADVERTISED
Advertisement includes reference to safeguarding policy, i.e. statement of commitment to safeguarding and promoting welfare of children and vulnerable adults and need for successful applicants to be DBS checked.
	
	

	APPLICATIONS on receipt
Scrutinised – any discrepancies/ anomalies/ gaps in employment noted to explore if a candidate is considered for shortlisting.
	
	

	SHORTLIST PREPARED
	
	

	REFERENCES – seeking
Sought directly from the referee on short listed candidates: ask recommended specific questions: include statement about suitability of candidate for the post and of working with children and vulnerable adults.
	
	

	REFERENCES – on receipt
Checked against information on application; scrutinised; any discrepancy/ issues of concern noted to take up with applicant (at interview if applicable)/ referees.
	
	

	INVITATION TO INTERVIEW
Includes all relevant information and instructions.
	
	

	INTERVIEW ARRANGEMENTS
At least two interviewers: panel members have authority to appoint: have met and agreed issues and questions/ assessment criteria/ standards.
	
	

	Name of person on recruitment panel who holds Safer Recruitment certificate:

	
	





Interview checklist

	INTERVIEW & POST-INTERVIEW: 
	Initials
	Date

	SUITABILITY FOR THE POST
Interview explores the applicant's qualifications, knowledge and skills, aptitude, and ability, as well as suitability to work with children and vulnerable adults.
	
	

	IDENTITY
Identity and qualifications of successful applicants are verified on the day of interview by scrutiny of appropriate original documents: copies of documents taken and placed on file; where appropriate, applicant completed application for DBS Disclosure.
	
	

	PREVIOUS EMPLOYMENT AND EXPERIENCE
Interview explores applicant’s previous employment and experience to verify claims on application form.
	
	

	CONDITIONAL OFFER OF APPOINTMENT: PRE-APPOINTMENT CHECKS
Offer of appointment is made conditional on satisfactory completion of the following pre-appointment checks and for non-teaching posts a probationary period.
	
	

	REFERENCES (if not obtained and scrutinised previously).
	
	

	IDENTITY (if that could not be verified on the day of the interview).
	
	

	QUALIFICATIONS (if not verified on the day of interview).
	
	

	Permissions to work in the UK, if appropriate.
	
	

	Criminal check – satisfactory DBS certificate received.
	
	

	DBS Barred list check – (for regulated activity).
	
	

	Prohibition Register – (for teachers).
	
	

	HEALTH – the candidate is physically and mentally fit, as required by the post.
	
	

	QTS / QTLS – (if required).
	
	

	INDUCTION – Child Protection training completed – basic awareness of H&S, e-safety, staff code of conduct – safer working practices, Keeping Safe in Education, Prevent training, Mobile phone use and camera use, social media policy, child protection and Safeguarding policy, Online Safety policy, positive behaviour policy, curriculum policies etc.

	
	

	Other Notes:
	
	





3. Safe Practice

Our school will comply with the current Safe Practice guidance and Safeguarding Procedures 
Safe working practice ensures that pupils are safe and that all staff:
· are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions.
· work in an open and transparent way.
· work with other colleagues where possible in situations open to question
· discuss and/or take advice from school management over any incident which may give rise to concern.
· record any incidents or decisions made.
· apply the same professional standards regardless of gender or sexuality.
· be aware of confidentiality policy
· are aware that breaches of the law and other professional guidelines could result in    criminal or disciplinary action being taken against them.


4. Equal Opportunities
Life lodge is committed to providing equal opportunity at every stage of the recruitment process ensuring that all stages are fair. Recruitment processes are regularly reviewed, and applicants are not discriminated against.
Life lodge values a diverse workforce.

5. Working without DBS
Life Lodge permits the commencement of employment before an enhanced criminal record certificate has been obtained only in justifiable circumstances approved by the director following a risk assessment and provided that an application for such a certificate has been submitted. 
In each case the director is required by the Governors to record the risk assessment and the decision, monitor the situation every fourteen days until the enhanced certificate from the Disclosure and Barring Service is received and to be accountable for the decision to allow the employee to start work.
Where obtaining a DBS certificate is not sufficient to establish that person’s suitability to work in a school, because of the time spent abroad, the governing body will make such further checks as they consider appropriate by asking the person to provide a certificate of good conduct or equivalent, and ensuring the person completes the overseas declaration form Positive disclosures.


6. Positive disclosures
Recruitment of Ex-Offenders
· as an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), Life Lodge Alternative Education complies fully with the code of practice and undertakes to treat all applicants for positions fairly
· Life Lodge Alternative Education undertakes not to discriminate unfairly against any subject of a criminal record check based on a conviction or other information revealed
· Life Lodge Alternative Education can only ask an individual to provide details of convictions and cautions that Life Lodge Alternative Education are legally entitled to know about. Where a DBS certificate at either standard or enhanced level can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended, and where appropriate Police Act Regulations as amended)
· Life Lodge Alternative Education can only ask an individual about convictions and cautions that are not protected
· Life Lodge Alternative Education is committed to the fair treatment of its staff, potential staff, or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability, or offending background
· Life Lodge Alternative Education has a written policy on the recruitment of ex-offenders, which is made available to all DBS applicants at the start of the recruitment process
· Life Lodge Alternative Education actively promotes equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates, including those with criminal records
· Life Lodge Alternative Education select all candidates for interview based on their skills, qualifications, and experience
· An application for a criminal record check is only submitted to DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a criminal record check is identified as necessary, all application forms, job adverts, and recruitment briefs will contain a statement that an application for a DBS certificate will be submitted in the event of the individual being offered the position
· Life Lodge Alternative Education ensures that all those in Life Lodge Alternative Education who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences
· Life Lodge Alternative Education also ensures that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g., the Rehabilitation of Offenders Act 1974
· at interview, or in a separate discussion, Life Lodge Alternative Education ensures that an open and measured discussion takes place about any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment
· Life Lodge Alternative Education makes every subject of a criminal record check submitted to DBS aware of the existence of the code of practice and makes a copy available on request
· Life Lodge Alternative Education undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment.
Life Lodge will carry out the appropriate risk assessment in connection with a positive disclosure obtained through a check with the Disclosure and Barring Service or interview process. Life lodge will, where appropriate, take advice from the Authority’s LADO Team on a positive disclosure from the Disclosure and Barring Service, or appropriate other persons such as the Authority’s Employee Relations Team, as necessary. 
The directors will be responsible for making the assessment of whether the offence(s) listed are sufficiently serious to cause concern, the offence(s) will remain on the employee’s personal record for the term of the offence.

7. Renewal of enhanced DBS checks
All staff must complete a disclosure declaration during supervision.
Life lodge follows paragraph 119, on page 34 of the guidance, which says that schools should carry our all-relevant checks (including DBS checks) on existing staff where: there are concerns about a staff member’s suitability to work with children or a person moves from a post that was not regulated activity into work that is regulated activity. (Keeping children safe in education, 2020)
It notes that apart from in these circumstances, schools are not required to request DBS or barred list checks for existing staff.
Certificate numbers will be recorded on STEDFAST for each employee, and if on update service this will be added also.
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