Recruitment policy
Introduction
St Hugh’s School is committed to providing the best possible care and education to
its pupils and to safeguarding and promoting the welfare of children and young
people. The School is also committed to providing a supportive and flexible
working environment to all its members of staff. The School recognises that, in
order to achieve these aims, it is of fundamental importance to attract, recruit and
retain staff of the highest calibre who share this commitment.
The aims of the School's recruitment policy are as follows:
•

to ensure that the best possible staff are recruited on the basis of their merits,
abilities and suitability for the position

•

to ensure that all job applicants are considered equitably and consistently

•

to ensure that no job applicant is treated unfairly on any grounds including
race, colour, nationality, ethnic or national origin, religion or religious belief,
sex or sexual orientation, marital or civil partner status, disability or age

•

to ensure compliance with all relevant recommendations and guidance
including the recommendations of the Department for Education (DfE) in
Keeping Children Safe in Education (January 2021)

•

to ensure that the School meets its commitment to safeguarding and
promoting the welfare of children and young people by carrying out all
necessary pre-employment checks

Employees involved in the recruitment and selection of staff are responsible for
familiarising themselves with and complying with the provisions of this policy.

Recruitment & Selection procedure
All applicants for employment will be required to complete an application form
containing questions about their academic and employment history and their
suitability for the role. Incomplete application forms will be returned to the
applicant where the deadline for completed application forms has not passed. A
curriculum vitae will not be accepted in place of the completed application form.
Applicants will receive a job description and sometimes a person specification for
the role applied for.
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The applicant may then be invited to attend a formal interview at which his/her
relevant skills and experience will be discussed in more detail by two members of
staff, at least one of whom will have been trained in Safer Recruitment. Any gaps in
a CV will be discussed and recorded and a written record of the outcome of the
interview will be kept.
Any offer to a successful candidate will be conditional upon:
•

Receipt of at least two satisfactory references (if these have not already
been received);

•

Verification of identity and qualifications including, where appropriate,
evidence of the right to work in the UK;

•

A satisfactory enhanced DBS check and if appropriate, a check of the Barred
List maintained by the DBS;

•

For a candidate to be employed as a teacher, a check that that the candidate is
not subject to a prohibition order issued by the Secretary of State;

•

Verification of professional qualifications, where appropriate;

•

For a candidate involved in the leadership and management of the school, a
check (via DBS) to ensure that the person is not prohibited from being
involved in school management.

•

Verification of successful completion of statutory induction period (for
teaching posts - applies to those who obtained QTS after 7 May 1999);

•

Where the successful candidate has worked or been resident overseas such
checks and confirmations as the School may consider appropriate.

•

From 1 January 2021 the Teaching Regulation Agency will no longer maintain
a list of EEA teachers with sanctions.
o
Schools must continue to carry out full safer recruitment checks on all
applicants, including obtaining an enhanced DBS certificate with barred list
information (even if the teacher has never been to the UK).
o
Teachers will be requested to provide proof of their past conduct as a
teacher, in the form of a letter of professional standing issued by the
professional regulating authority in the country in which they worked.

•

Satisfactory medical fitness.

We advise that anyone appointed to a post involving regular contact with children
or young people must be medically fit. It is the School's responsibility to be satisfied
that employees of the School have the appropriate level of physical and mental
fitness before an appointment is confirmed.
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It is the School's practice that a successful candidate must complete a preemployment health questionnaire. The information contained in the questionnaire
will then be held by the School in strictest confidence. This information will be
reviewed against the Job Description and the Person Specification for the particular
role, together with details of any other physical or mental requirements of the role
i.e. proposed workload, extra-curricular activities, and layout of the School.
The School is aware of its duties under the Equality Act 2010. No job offer will be
withdrawn without first consulting with the applicant, considering medical evidence
and considering reasonable adjustments.
In accordance with the National Minimum Standards for Boarding Schools, newly
appointed staff may not begin work (or residence) at the School until satisfactory
completion of all checks and receipt of references. In exceptional circumstances, but
not in boarding, if a DBS check is delayed, then a short period of work is allowed
under controlled conditions, at the Headmaster’s discretion. The Headmaster may
allow the member of staff to commence work:
• without confirming the appointment;
• after a satisfactory check of the barred list;
• provided that the DBS application has been made in advance;
• with appropriate safeguards taken (for example, supervision);
• safeguards reviewed via a risk assessment at least every two weeks;
• the person in question is informed what these safeguards are;
In such situations, a note is added to the Single Central Register and evidence kept of
the measures put in place.
In the EYFS setting we do not allow people whose suitability has not been checked,
including through a criminal records check, to have unsupervised contact with
children being cared for. Where a new member of staff starts work before the
disclosure is available, we would ensure that the person is supervised at all times
(i.e. not loose supervision), all other checks (including barred list) having been
completed satisfactorily.
We follow the EYFS Statutory Framework and ensure that all staff understand the
safeguarding policy and procedures, and all have up to date knowledge of
safeguarding issues. Training is made available which enable staffs to identify signs
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of possible abuse and neglect at the earliest opportunity, and to respond in a timely
and appropriate way. These may include:
•

significant changes in children's behaviour;

•

deterioration in children’s general well-being;

•

unexplained bruising, marks or signs of possible abuse or neglect;

•

children’s comments which give cause for concern;

•

any reasons to suspect neglect or abuse outside the setting, for example in the
child’s home; and/or

•

inappropriate behaviour displayed by other members of staff, or any other
person working with the children. For example: inappropriate sexual
comments; excessive one-to-one attention beyond the requirements of their
usual role and responsibilities; or inappropriate sharing of images.

Pre-employment checks
In accordance with the recommendations of the DfE in Keeping Children Safe in
Education (January 2021) the School carries out a number of pre-employment checks
in respect of all prospective employees.
Verification of identity and address
All applicants who are invited to an Interview will be required to bring the following
evidence of identity, right to work in the UK, address and qualifications:
• A current driving licence including a photograph or a passport or a
full birth certificate;
•

A utility bill or financial statement issued within the last three months
showing the candidate's current name and address;

•

Where appropriate any documentation evidencing a change of name;

•

Where the candidate is not a citizen of a country within the European
Economic Area or Switzerland, proof of entitlement to work and reside in the
UK.

The School asks for the date of birth of all applicants (and proof of this) in
accordance with the DfE's guidance. Proof of date of birth is necessary so that the
School may verify the identity of, and check for any unexplained discrepancies in the
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employment and education history of all applicants. The School does not
discriminate against applicants on the grounds of age.
References
References will usually be taken up on short listed candidates prior to interview.
All offers of employment will be subject to the receipt of a minimum of two
references which are considered satisfactory by the School. One of the references
must be from the applicant's current or most recent employer. If the current/most
recent employment does/did not involve work with children, then the second referee
should be from the employer with whom the applicant most recently worked with
children. Neither referee should be a relative or someone known to the applicant
solely as a friend.
All referees will be asked whether they believe the applicant is suitable for the job
for which they have applied and whether they have any reason to believe that the
applicant is unsuitable to work with children. All referees will be sent a copy of the
job description and person specification for the role which the applicant has applied
for. If the referee is a current or previous employer, they will also be asked to
confirm the following:
•

the applicant's dates of employment, salary, job title/duties, reason for
leaving, performance, sickness and disciplinary record

•

whether the applicant has ever been the subject of disciplinary procedures
involving issues related to the safety and welfare of children (including any in
which the disciplinary sanction has expired)

•

whether any allegations or concerns have been raised about the applicant that
relate to the safety and welfare of children or young people or behaviour
towards children or young people

The School will only accept references obtained directly from the referee and it will
not rely on references or testimonials provided by the applicant or on open
references or testimonials.
The School will compare all references with any information given on the
application form. Any discrepancies or inconsistencies in the information will be
taken up with the applicant and the relevant referee before any appointment is
confirmed.
The National Minimum Standards for Boarding Schools require that direct contact
be made with the referees of any person applying for a position working with
boarders. The School goes beyond those standards by making direct inquiries with
referees of applicants for all positions.
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Disclosure & Barring Service (DBS)
Due to the nature of the work, the School applies for an enhanced disclosure from
the DBS in respect of all prospective staff members, governors and volunteers.
An enhanced disclosure will contain details of all convictions on record (including
those which are defined as "spent" under the Rehabilitation of Offenders Act 1974)
together with details of any cautions, reprimands or warnings held on the Police
National Computer. An enhanced disclosure will also reveal whether an applicant is
barred from working with children or vulnerable adults by virtue of his/her
inclusion on the lists of those considered unsuitable to work with children or
vulnerable adults maintained by the Independent Safeguarding Authority. An
enhanced disclosure may also contain non-conviction information from local police
records which a chief police officer thinks may be relevant in connection with the
matter in question.
DBS checks will be requested for applicants with recent periods of overseas
residence and those with little or no previous UK residence. These applicants will
also be asked to provide further information, including proof of the right to work in
the UK and the equivalent of a disclosure, if one is available in the relevant
jurisdiction(s).
The School expects ancillary workers/supply/temporary worker agencies/contractors
that are used by the School to register with the DBS on their own account and to
provide written confirmation that all relevant checks have been carried out in
respect of staff supplied to the School. Proof of registration will be required before
the School will commission services from any such organisation. The School still
requires to see a copy of their DBS before they start work. The School will
independently verify the identity of staff supplied by such an agency.

Policy on recruitment of ex-offenders
•

•

As an organisation using the Disclosure and Barring Service (DBS) checking
service to assess applicants' suitability for positions of trust, St Hugh’s
complies fully with the Code of Practice and undertakes to treat all applicants
for positions fairly. It undertakes not to discriminate unfairly against any
subject of a DBS check on the basis of a conviction or other information
revealed.
St Hugh’s 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.
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•
•

•

•

•

•

•

•
•

We have a written policy on the recruitment of ex-offenders, which is made
available to all DBS applicants at the outset of the recruitment process.
We actively promote 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. We select all candidates for
interview based on their skills, qualifications and experience.
For those positions where a DBS check is required, all application forms, job
adverts and recruitment briefs will contain a statement that a DBS check will
be requested in the event of the individual being offered the position.
Where a DBS check is to form part of the recruitment process, we encourage
all applicants called for interview to provide details of their criminal record at
an early stage in the application process. We request that this information is
sent under separate, confidential cover, to the Headmaster and we guarantee
that this information will only be seen by those who need to see it as part of
the recruitment process.
Unless the nature of the position allows the School to ask questions about
your entire criminal record, we only ask about 'unspent' convictions as
defined in the Rehabilitation of Offenders Act 1974.
We ensure that all those at St Hugh’s who are involved in the recruitment
process have been suitably trained to identify and assess the relevance and
circumstances of offences. We also ensure 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, we ensure that an open and
measured discussion takes place on the subject of 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.
We make every subject of a DBS check aware of the existence of the Code of
Practice and make a copy available on request.
We undertake to discuss any matter revealed in a DBS check with the person
seeking the position before withdrawing a conditional offer of employment.

Disqualification Under the Childcare Act 2006
The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge)
(Extended Entitlement) (Amendment) Regulations 2018 (“the Regulations”) provide
that a person who is disqualified under the Regulations may not provide relevant
childcare or be directly involved in the management of such provision. Further, the
Regulations provide that we are prohibited from employing a disqualified person in
connection with relevant childcare provision and it is an offence to knowingly employ
such an individual. All staff will be asked to complete and Suitability form declaring
that they do not fall under the appropriate categories.
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Retention and security of disclosure information
The School's policy is to observe the guidance issued or supported by the DBS on the
use of disclosure information. In particular, the School will:
•

store disclosure information and other confidential documents issued by the
DBS in locked, non-portable storage containers, access to which will be
restricted to members of the School's senior management team

•

not retain disclosure information or any associated correspondence for longer
than is necessary. Generally this will be for a maximum of six months. The
School will keep a record of the date of a disclosure, the name of the subject,
the type of disclosure, the position in question, the unique number issued by
the DBS and the recruitment decision taken

•

ensure that any disclosure information is destroyed by suitably secure means
such as shredding

•

prohibit the photocopying or scanning of any disclosure information

The School complies with the provisions of the DBS code of practice, a copy of which
is available on request.
Retention of records
If an applicant is appointed, the School will retain any relevant information
provided on their application form (together with any attachments) on their
personnel file. If the application is unsuccessful, all documentation relating to the
application will normally be confidentially destroyed after six months.
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