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SAFER RECRUITMENT POLICY 

This Policy is intended for the entire school including EYFS 

 

This Safer Recruitment policy forms an essential element of our safeguarding policies and 
procedures. In implementing this policy, staff must recognise the links between the Safer 
Recruitment Policy and other school policies and arrangements, including the Safeguarding and 
Child Protection Policy, Complaints Policy and Whistleblowing Policy. 
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Introduction 
 
Safeguarding and promoting the welfare of children and vulnerable adults is an integral factor 
in the Naima Jewish Preparatory School’s recruitment process and plays an essential part in 
creating a safe environment for children and vulnerable adults.  
This document sets out the duties and responsibilities of all staff at Naima Jewish Preparatory 
School in relation to recruiting and vetting staff, contractors or volunteers and for providing a 
safe learning environment.   
The measures described in this policy are applied in relation to everyone who works at Naima 
Jewish Preparatory School including those who may not have direct contact with children and 
vulnerable adults as a result of their job. This includes office staff and workers not on the 
payroll, e.g. staff employed by contractors.  
We comply with Safer Recruitment best practice, some of which is underpinned by legislation 
including:  
 

• Protection of Freedoms Act 2012,  
• Equality Act 2010,  
• Keeping Children Safe in Education (September 2026),  
• Safeguarding Vulnerable Groups Act 2006,  

• the Education Act 2002 §157 and  
• Care Standards Act 2000.  

 
We also comply with Westminsters Local Safeguarding Children Partnership (LSCP) procedures 
and ensure that all supply agencies and many contractors supplying services to the School use 
Safer Recruitment practices.  
 
Safer Recruitment Training 
 
Since January 2010 the School Staffing Regulations require that every recruitment panel for a 
school-based post must include at least one member with safer recruitment training. At our 
school, the following people hold this certificate and therefore at least one will be involved in 
every recruitment process: 
 

• Bill Pratt (Head) 

• Sue Saddington (Director of Studies) 
• Gemma Babani (Designated Safeguarding Lead) 
• Alex Cohen (Bursar) 
• Danielle Karr (Deputy Designated Safeguarding Lead) 

 
 
Elements of Safer Recruitment 
 
Safer practice in recruitment means thinking about and including issues to do with child 
protection and safeguarding and promoting the welfare of children and vulnerable adults at 

http://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
http://www.legislation.gov.uk/ukpga/2010/15/contents
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
http://www.legislation.gov.uk/ukpga/2006/47/contents
http://www.legislation.gov.uk/ukpga/2002/32/section/157
http://www.legislation.gov.uk/ukpga/2000/14/contents
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every stage of the process. It starts with the process of planning the recruitment exercise and, 
where the post is advertised, ensuring that the advertisement makes clear our commitment to 
safeguarding and promoting the welfare of children and vulnerable adults. It also requires a 
consistent and thorough process of obtaining, collating, analysing and evaluating information 
from and about applicants.  
Main elements of the process include: 
 

• establishing members of the recruitment panel; 
• ensuring the job description makes reference to the responsibility for safeguarding and 

promoting the welfare of children and vulnerable adults; 
• ensuring that the person specification includes specific reference to suitability to work 

with children and vulnerable adults; 
• obtaining and scrutinising comprehensive information from applicants via an application 

form including personal details such as current and former names, current address and 
national insurance number and taking up and satisfactorily resolving any discrepancies 
or anomalies making sure that there are no gaps in the candidate’s life and employment 
history and that any gaps are investigated and documented, with reasons, in the 
interview file; 

• reviewing the statement of personal qualities and experience that the applicant believes 
are relevant to their suitability for the post advertised and how they meet the person 
specification 

• obtaining independent professional and character references that answer specific 
questions to help assess an applicant’s suitability to work with children and vulnerable 
adults and following up any concerns; 

• a face-to-face interview that explores the candidate’s suitability to work with children 
and vulnerable adults as well as his or her suitability for the post; 

• verifying the successful applicant’s identity at interview stage; 
• verifying the awarding body and date of any academic or vocational qualifications (by 

viewing actual certificates if applicable) the applicant may have at interview stage. 
Verifying qualified teacher status, induction or probation through the TRA. 

• checking his or her previous employment history and experience; 
• verifying that s/he has the health and physical capacity for the job; 
• verifying the right to work in the UK and police checks (for overseas candidates) at 

interview stage; 
• prohibition from management (if applicable) 
• prohibition from teaching (if applicable) 
• Self – declaration of full criminal background (hard copy to be signed by short – listed 

candidates prior to attending the interview) to sign and ensure they have no criminal 
background. 

• DBS & barred list check 
• Overseas check  

• Disqualification declaration (repeated annually) 
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The checklist at Appendix 1 is used to sign off each stage of the process and is kept in 
personnel files as a permanent record at the end of the process along with all correspondence 
pertaining to the interview and references.  
 
 
Policy statement  
 
“Naima Jewish Preparatory School is committed to safeguarding and promoting the well-being 
of children, young people and vulnerable adults and expects all staff and volunteers to share 
this commitment.” 
The above statement is included in: 

• Publicity materials 
• Recruitment websites 
• Advertisements 
• Candidate information packs 
• Job descriptions 

 
Interviews 
 
The selection process for people who will work at Naima Jewish Preparatory School always 
includes a face-to-face interview even if there is only one candidate. The candidates whose 
application forms provide information that best meets the criteria of the job description, person 
specification, experience and qualifications, are shortlisted and invited for an interview. As part 
of the shortlisting process, we will–inform the applicant on the application form that, should 
they be shortlisted, that we will be doing an online search. Online searches of candidates 
identify any incidents or issues that may have arisen in the past which the school might want to 
explore with the applicant at interview. 
 
At the interview, the identity of the candidates is verified by checking original documents such 
as ID documents (passport, driving licence) and certificates to ensure the person is who he or 
she claims to be. The successful candidate will be required to complete an application for a DBS 
certificate using the DBS Revised and Enhanced Identification Checking Guidelines (last updated 
December 2018). A satisfactory certificate in line with current child protection legislation must 
be received before the successful candidate is allowed to take up the post.  
 
Involving Children and Young People 
 
We are committed to involving children and young people in the recruitment and selection 
process where it is appropriate. This may be by means of lesson observations involving the 
whole class or observations of small group activities, for example. 
 
Conditional offer of Employment – Pre-Employment Checks 
 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications
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In accordance with the recommendations set out in the Guidance, Keeping Children Safe In 
Education, September 2026 (KCSIE) and the requirements of the Education (Independent 
School Standards) (England) Regulations April 2014 the School carries out a number of pre-
employment checks in respect of all prospective employees. Volunteers will also be subject to 
the same or similar pre-employment checks according to the role they are seeking to carry out. 
An offer of appointment to a successful candidate, including one who has lived or worked 
abroad, will be conditional upon satisfactory completion or provision of the following:  
 

• The agreement of a mutually acceptable start date and the signing of a contract 
incorporating the Naima JPS standard terms and conditions of employment; 

• Overseas checks  
• Right to work check 

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

• For teaching posts, a check that a candidate to be employed as a teacher is not subject 
to a prohibition order issued by the Secretary of State, using the Employer Access Online 
service, and 

• For management posts, a check that a candidate to be employed in a position of 
management is not subject to a prohibition order issued by the Secretary of State 128 
direction, using the Employer Access Online service; 

• The receipt of at least two satisfactory references (if those have not already been 
received – see below); the reference forms include specific questions to verify the 
suitability of candidates to work with children and vulnerable adults and to establish 
whether candidates have had any disciplinary offences relating to children. All 
references will be checked against the candidate’s application form for consistency. 

• Verification of the candidate’s identity (if that could not be verified at interview), from 
current photographic ID and proof of address; 

• Obtaining certificate for an enhanced DBS check with a barred list information where the 
person will be engaging in regulated activity (See Appendix 5). Where the position 
amounts to "regulated activity" (see Appendix 5) confirmation that the applicant is not 
named on the Children's Barred List administered by the DBS. A check of the Children's 
Barred List is not permitted if an individual will not be undertaking ‘regulated activity’. 
Whether a position amounts to ‘regulated activity’ must therefore be considered by the 
School in order to decide which DBS checks are appropriate; 

• a separate barred list check if an individual will start work in regulated activity before 
the DBS certificate is available. The Headmaster will complete a written risk assessment 
& that individual will be supervised. (see Appendix 5); 

• Self-declaration of full criminal record regarding disqualification if short-listed; (inclusive 
of if a person has a criminal history, if they are included on the barred list, prohibited 
from teaching/ management (if applicable), any criminal offences, if they are known to 
police and children’s social care, disqualification from childcare and any relevant 
information related to overseas concerns. 

• Anyone appointed to a post, including those involving regular contact with children, 
must possess the appropriate level of physical and mental fitness. As part of any 
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conditional offer, candidates are required via a medical questionnaire to declare their 
fitness before any appointment offer is confirmed. Depending on this response, a 
doctor's medical report may then be requested. 

• Verification of qualifications (if not verified at interview); 

• Verification of previous employment history and experience, including exploration of any 
gaps and anomalies; 

• (For non-teaching posts) satisfactory completion of the probationary period. 
• For volunteers, the checks will be carried out according to the role they are doing. 

 
NB: In any case where a reference has not been obtained on the preferred candidate before 
interview, the chair of the interview panel must ensure that it is received and scrutinised, and 
any concerns are resolved satisfactorily, before the person’s appointment is confirmed. 
All checks will be: 

• Confirmed in writing; 
• Documented and retained on the personnel file (subject to relevant advice contained in 

the DBS Code of Practice and our own data protection arrangements); and 
• Followed up where they are unsatisfactory or there are discrepancies. 

 
 
Verification of Identity and Address 
 
All applicants who are invited to an interview will be required to bring with them evidence of 
identity, right to work in the UK, address and qualifications as set out below and in the list of 
valid identity documents. Applicants must bring: One document from Group 1 and two further 
documents from either of Group 1, Group 2i or Group 2ii, one of which must verify the 
applicant's current address; and original documents confirming any educational and professional 
qualifications referred to in their application form. 
 
Applicants must bring: 
One document from Group 1 and two further documents from either of Group 1, Group 2i or 
Group 2ii, one of which must verify the applicant's current address; and original documents 
confirming any educational and professional qualifications referred to in their application form. 
 
List of valid identity documents 
 
Group 1: primary trusted identity credentials: 
 

• Current valid passport 

• Biometric residence permit (UK) 
• Current driving licence (full or provisional) (UK / Isle of Man / Channel Islands; photo 

card with the associated counterpart licence; except Jersey) 
• Birth certificate (UK & Channel Islands) – issued at the time of birth (within 42 days of 

date of birth); full or short form acceptable including those issued by UK authorities 
overseas, such as Embassies, High Commissions and HM Forces 
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Group 2i: trusted government / state issued documents 
 

• Current UK driving licence (old style paper version) 

• Current non-UK driving licence (valid for up to 12 months from the date the applicant 
entered the UK) 

• Birth certificate (UK and Channel Islands) – issued at any time after the date of birth by 
the General Registrar Office / relevant authority i.e. Registrars) 

• Marriage / civil partnership certificate (UK and Channel Islands 
• Adoption certificate (UK and Channel Islands) 
• HM Forces ID card (UK) fire arms licence (UK and Channel Islands) 

 
Group 2ii: Financial / social history documents 
 

• Mortgage statement (UK)** 
• Bank / building society statement (UK and Channel Islands)* 
• Bank / building society account opening confirmation letter (UK) 
• Credit card statement (UK)* 

• Financial statement ** - e.g. pension, endowment, ISA (UK) 
• P45 / P60 statement ** (UK and Channel Islands) 
• Council tax statement (UK and Channel Islands) ** 
• Work permit / visa (UK) (UK Residence Permit) ** 
• Letter of sponsorship from future employment provider (non-UK / only valid for 

applicants residing outside the UK at the time of application) 
• Utility bill (UK)* - not mobile telephone 
• Benefit statement* - e.g. child benefit, pension 
• A document from central / local government / government agency / local authority 

giving entitlement (UK and Channel Islands)* e.g. from the Department for Work and 
Pensions, the Employment Service HM Revenue & Customs (HMRC), Job Centre, Job 
Centre Plus, Social Security 

• EU national ID card 
• Cards carrying the PASS accreditation logo (UK) 

 
* Less than three months old 
** Less than 12 months old 
 
Applicants who have changed his / her name by deed poll or any other means (e.g. marriage, 
adoption, statutory declaration) he / she will be required to provide documentary evidence of 
the change. The School asks for the date of birth of all applicants (and proof of this) in 
accordance with Keeping Children Safe in Education (September 2026). Proof of date of birth is 
necessary so that the School may verify the identity of, and check for any unexplained 
discrepancies in the employment and education history of all applicants. The School does not 
discriminate on the grounds of age. 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
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Criminal Records Check 
 

• The School applies for an enhanced disclosure from the DBS in respect of all prospective 
staff members, governors and volunteers. 

• The School will verify the original DBS document provided by the applicant. 
• The School applies for an enhanced disclosure from the DBS and a check of the 

Children's Barred List (now known as an Enhanced Check for Regulated Activity) in 
respect of all positions at the School which amount to ‘regulated activity’ (See Appendix 
5) as defined in the Safeguarding Vulnerable Groups Act 2006 (as amended). 

• The purpose of carrying out an Enhanced Check for Regulated Activity is to identify 
whether an applicant is barred from working with children by inclusion on the Children's 
Barred List maintained by the DBS. 

• It is for the School to decide whether a role amounts to ‘regulated activity’ (See 
Appendix 5) taking into account all the relevant circumstances. The DBS now issues a 
DBS disclosure certificate to the subject of the check only, rather than to the School. 
The original disclosure certificate is provided to the School prior to the first day of 
employment. Employment will remain conditional upon the original certificate being 
provided and it being considered satisfactory by the School. 

• If there is a delay in receiving a DBS disclosure the Head has discretion to allow an 
individual to begin work pending receipt of the disclosure. This will only be allowed if all 
other checks, including a clear check of the Children's Barred List (where the position 
amounts to regulated activity), have been completed and once appropriate supervision 
and risk assessments has been put in place. 

• DBS checks will still be requested for applicants with recent periods of overseas 
residence and those with little or no previous UK residence. These applicants may also 
be asked to provide further information, and may be subject to a criminal records check 
from the relevant jurisdiction(s). 

• Contractors engaged by the School must complete the same checks for their employees 
that the School is required to complete for its staff. The School requires confirmation 
that these checks have been completed before employees of the Contractor can 
commence work at the School. 

• Agencies who supply staff to the School must also complete the pre-employment checks 
which the School would otherwise complete for its staff. Again, the School requires 
confirmation that these checks have been completed before an individual can commence 
work at the School, and agencies must provide the school with a copy of the DBS prior 
to the staff member in question starting work at Naima JPS. 

• The School will verify the identity of staff supplied by contractors or an agency. 
• Student Teachers - it is responsibility of the initial teacher-training provider to carry out 

the necessary checks. The School will ensure these have been completed prior to the 
student starting their placement. 

• If a person working at the School moves from a post that was not regulated activity into 
work that is regulated activity the relevant checks for the regulated activity must be 
carried out. 

http://www.legislation.gov.uk/ukpga/2006/47/contents
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• Under the Prevent Duty, the School ensures that all visiting speakers whether invited by 
staff or pupils themselves, are suitable and appropriately supervised. All visiting 
speakers are briefed on the School’s safeguarding and child protection procedures and 
are not left alone with children at any time. Visiting speakers must also be vetted by the 
Security Team and/or by the member of staff who intends to invite them to school: this 
should include as a minimum obtaining a reference (whether verbal or written) from 
another school that person has visited, and looking up any publically available 
information on the visiting speaker via an Internet search engine, such as Google. 

• The School will make referrals to the DBS and TRA in line with the School’s Safeguarding 
and Child Protection Policy. 

• The school will see a copy of the DBS plus ID before a person starts work at the school. 
Short listed candidates will be sent a Disclosure of Conviction Form prior to attending 
the interview. 

 
 
 
Prohibition of management check 

  
As we are a small school, prohibition from management checks relate to members of the Senior 
Management Team whether appointed externally or through internal promotion. A Head of a 
Subject/Area or the Lead in a subject is our terminology for curriculum co-ordinator and 
therefore holders of this role are not subject to a prohibition from management check.  
A check of any prohibition from teaching or management (for applicable positions) will be 
carried out using the Employer Access Online Service. The school Administrator will maintain a 
single central record (SCR) detailing the outcomes of the self-certification. 
 
Employment Records 
 
The School's policy is to observe the guidance issued or supported by the DBS on the use of 
disclosure information. 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, ensure that any disclosure 
information is destroyed by suitably secure means such as shredding and prohibit the 
photocopying or scanning of any disclosure information. 
 
The School will retain the following information which will make up part of the personal file, for 
the successful candidate: 
 

• Application form 
• References 

• Disclosure of convictions form 
• Proof of identification / address 
• Right to work 
• Proof of academic qualifications 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
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• Contract including medical fitness form 
• Evidence of the DBS clearance (retained for no longer than 6 months; see Appendix 4) 
• Personnel files will be kept for 6 years after the person has left 

 
Post-Appointment: Induction 
 
There is an induction programme for all staff newly appointed to our school, including teaching 
staff, regardless of previous experience. The purpose of induction is to: 
 

• provide training and information about our policies and procedures; 

• support individuals in a way that is appropriate for the role for which they have been 
engaged; 

• confirm the conduct expected of staff within the school;  

• provide opportunities for a new member of staff or volunteer to discuss any issues or 
concerns about their role or responsibilities; and 

• enable the person’s line manager or mentor to recognise any concerns or issues about 
the person’s ability or suitability at the outset and address them immediately. 

 
The induction programme includes information and written statements of: 
 

• policies and procedures in relation to safeguarding and promoting welfare e.g. child 
protection, anti-bullying, anti-racism, physical intervention or restraint, intimate care, 
internet safety and local child protection and safeguarding procedures – as referred to 
by the Westminster Safeguarding Partnerships 

• safer working practice and the standards of conduct and behaviour expected of staff and 
children / young people at Naima Jewish Preparatory School; 

• how and with whom any concerns about those issues should be raised; and 
• other relevant personnel procedures e.g. disciplinary, capability and whistleblowing. 

 
NB: To comply with the Care Standards, all new staff must complete the ‘Introduction for New 
staff to the Naima Jewish Preparatory School’s Child Protection Procedures and Guidance for 
Safer Working Practice for Adults who work with Children and Young People’. This is covered 
with new staff before they come into contact with the children. Full Safeguarding/Child 
Protection (CP/Safeguarding) induction training is carried out before new staff enter the 
classroom for the first time. Thereafter they can join the regular safeguarding training sessions. 
 
Safeguarding/Child Protection induction training is provided by Ms Gemma Babani (DSL). 
 
Vetting checks  
 
All staff appointments to our school are subject to an enhanced disclosure from the Disclosure 
& Barring Service (a DBS certificate) in line with current legislation. This requirement also 
applies to all agency or supply staff, volunteers and contractors (see ‘Safeguarding Children and 
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Safer Recruitment in Education’ chapter 4.74 - 4.76 and the Protection of Freedoms act 2012 
‘regulated activity’).  
Additional checks are carried out for candidates who have lived outside the United Kingdom, i.e. 
candidates are asked to provide the originals of Police or Judiciary documents showing that they 
do not have any convictions that would bar them from working with children and vulnerable 
adults.  
We expect all staff to notify the Head of any cautions or convictions accrued whilst in the 
employ of this school. All checks are now made through ‘Check a teacher’s record (CTR)’ for 
GTCE, prohibition, direction, restriction and children’s barred list checks. 
Please refer to Appendix 3 (The Recruitment of Ex-Offenders). 
 
Governor’s 
To check if a person proposed to be a governor is barred as a result of being subject to a 
section 128 direction, Naima JPS is directed to the Government’s list of individuals prohibited 
from managing or governing schools. 
 
The Single Central Record 
 
We keep a Single Central Record as described in DfE guidance (see Appendix 2). The Single 
Central Record includes all employees, supply staff, relevant consultants (those involved in 
regulated activity), trustees and volunteers. The central record must indicate whether or not the 
following have been completed: 
 

• Identity checks; 
• Online search 

• Barred list check (as relevant for those engaged in regulated activity); 
• DBS certificate (previously an enhanced CRB disclosure);  
• Prohibition from teaching check; 
• Checks of permission to work in the United Kingdom and 
• Further overseas criminal records checks, Qualifications check 
• Prohibition from management check 
• References 
• Application form 
• Medical fitness check 
• Disqualification check 

 
Supply Staff 
 
We require supply agencies to comply with ‘Safer Recruitment’ practices and we seek written 
confirmation from each agency to this effect. The school must see copy of supply staff 
members’ DBS certificates prior to them starting work with us. We require the DBS certificate 
reference number for each agency worker in order that this can be recorded on the Single 
Central Record.  

https://www.gov.uk/government/collections/individuals-prohibited-from-managing-or-governing-schools
https://www.gov.uk/government/collections/individuals-prohibited-from-managing-or-governing-schools
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In addition, we seek to verify the identity of each agency worker when they arrive on site and 
these checks are also recorded. 
 
References and useful websites 
 

• Keeping Children Safe in Education (September 2026) 
• Disclosure & Barring service www.homeoffice.gov.uk/agencies-public-bodies/dbs/  
• Physical and Mental Fitness to Teach of Teachers and Entrants to Initial Teacher 

Training (now archived). 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/
https://www.gov.uk/government/publications/initial-teacher-training-criteria/initial-teacher-training-itt-criteria-and-supporting-advice
https://www.gov.uk/government/publications/initial-teacher-training-criteria/initial-teacher-training-itt-criteria-and-supporting-advice
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Glossary of Acronyms and Terms 
 

AMA Allegations Management Advisers (no longer in existence) 

CP Child Protection 

CRB Criminal Records Bureau (2002-2012) 

CWDC Children’s Workforce Development Council 

DBS Disclosure and Barring Service (2012-present) 

DCSF Department for Children, Schools and Families (2007-2010) 

DfE Department for Education (2010-present) 

DfES Department for Education and Skills (2001-2007) 

HR Human Resources 

CTR Check a teacher’s record 

QTS Qualified Teacher Status 

LSCP  London Safeguarding Children Procedures 

Regulated activity Regulated activity includes: 
a) teaching, training, instructing, caring for (see (c) below) or 
supervising children if the person is unsupervised, or providing advice 
or guidance on well-being, or driving a vehicle only for children,  
b) work for a limited range of establishments (known as ‘specified 
places’, which include schools and colleges), with the opportunity for 
contact with children, but not including work done by supervised 
volunteers; 
Work under (a) or (b) is regulated activity only if done regularly.20 
Some activities are always regulated activities, regardless of their 
frequency or whether they are supervised or not. This includes: 
c) relevant personal care, or health care provided by or provided under 
the  
supervision of a health care professional: 

• personal care includes helping a child, for reasons of age, illness 
or disability, with eating or drinking, or in connection with 
toileting, washing, bathing and dressing; 

• health care means care for children provided by, or under the 
direction or supervision of, a regulated health care professional. 

Keeping Children Safe in Education (September 2026) 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047/KCSIE_2022_revised.pdf
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APPENDIX 1: Recruitment and Selection Checklist 
  

PRE-INTERVIEW: (Please refer to the Naima Jewish Preparatory School’s 
Safer Recruitment Statement) 

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 applicant to be DBS checked 

  

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

  

SHORTLIST PREPARED   

REFERENCES – seeking 
Sought directly from 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 possible)/ 
referee 

  

INVITATION TO INTERVIEW 
Includes all relevant information and instructions, online search of candidate. 

  

INTERVIEW ARRANGEMENTS 
At least 2 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 TRA Safer Recruitment 
certificate 
Name …………………………………………. 

  

 
 

INTERVIEW & POST-INTERVIEW: (Please refer to the Naima Jewish 
Preparatory School’s Safer Recruitment Policy) 

Initials Date 

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

  

Shortlisting stage, those interviewed must make a criminal background self-
declaration. 
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IDENTITY 
Identity and qualifications of successful applicant verified on 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 and Barring Service 

  

PREVIOUS EMPLOYMENT AND EXPERIENCE 
Interview explores applicant’s previous employment and experience in order 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)    

ONLINE SEARCH   

QUALIFICATIONS (if not verified on the day of interview)    

Permissions to work in UK, if appropriate    

Criminal record check – satisfactory DBS certificate received    

DBS Barred list check – (for regulated activity)    

Prohibition Register – for teaching posts   

Prohibition Register – for management posts, where applicable   

DISQUALIFICATION DECLARATION if working with children under eight years 
old 

  

CRIMINAL BACKGROUND CHECK SELF-DECLARATION   

OVERSEAS CHECK    

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

INDUCTION – Child Protection/Safeguarding training completed - basic 
awareness of H&S, e-safety, staff code of conduct, etc. 
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APPENDIX 2: Single Central Record (including for staff employed by external agencies)  
 
Headings in the Single Register include: 

• Identify including Passport 

• Online search 
• Self-Declaration of Fitness to work. 
• Application Form 
• Qualifications 
• References 
• Prohibition from teaching check from April 2012 
• DBS including Barred List check 
• Right to work in the UK 
• Contract  
• Prohibition from management check 
• Overseas checks 

• Comments 
• Disqualification self-declaration.



 
 
 
 
 
 
 

  
 

APPENDIX 3: The Recruitment of Ex-Offenders 
 
As an organisation using the Disclosure and Barring Service (DBS) Disclosure service, to assess 
applicants’ suitability for positions of trust, Naima Jewish Preparatory School complies fully with 
the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes 
not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other 
information revealed. 

Naima Jewish Preparatory School 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. 

We have a written policy statement on the recruitment of ex-offenders, which is made available to 
all Disclosure applicants on the application form 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. 

A Disclosure is only requested after a thorough risk assessment has indicated that one is both 
proportionate and relevant to the position concerned. For those positions where a Disclosure is 
required, all application forms, job adverts and recruitment briefs will contain a statement that a 
Disclosure will be requested in the event of the individual being offered the position. 

Where a Disclosure 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 (sealed envelope), to a 
designated person (the HR Officer) within Naima Jewish Preparatory School and we guarantee 
that this information will only be seen by those who need to see it as part of the recruitment 
process if the candidate is offered the job. The sealed envelope for those not offered the job will 
remain unopened and will be destroyed. 

Unless the nature of the position allows Naima Jewish Preparatory School to ask questions about 
the applicant’s entire criminal record, we only ask about unspent convictions as defined in the 
Rehabilitation of Offenders Act 1974. 

We ensure that all those at Naima Jewish Preparatory School 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 Disclosure aware of the existence of the DBS Code of Practice 
and make a copy available on request. 

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position 
before withdrawing a conditional offer of employment. 

Having a criminal record will not necessarily bar you from working with us. This will depend on the 
nature of the position and the circumstances and background of your offences. 



 
 
 
 
 
 
 

  
 

APPENDIX 4: Secure Storage, Handling, Use, Retention and Disposal of Disclosures 
and Disclosure Information 
 
General Principles 

As an organisation using the Disclosure and Barring service (DBS) to help assess the suitability of 
applicants for positions of trust, Naima Jewish Preparatory School complies fully with the DBS 
Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures 
and Disclosure information. It also complies fully with its obligations under the Data Protection Act 
1995 and other relevant legislation pertaining to the safe handling, use, storage, retention and 
disposal of Disclosure information and has a written policy on these matters, which is available to 
those who wish to see it on request. 

Storage and Access 

Disclosure information should be kept securely, in lockable, non-portable, storage containers with 
access strictly controlled and limited to those who are entitled to see it as part of their duties. 

Handling 

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to 
those who are authorised to receive it in the course of their duties. We maintain a record of all 
those to whom Disclosures or Disclosure information has been revealed and it is a criminal offence 
to pass this information to anyone who is not entitled to receive it. 

Usage 

Disclosure information is only used for the specific purpose for which it was requested and for 
which the applicant's full consent has been given. 

Retention 

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure 
information for any longer than is necessary. This is generally for a period of up to six months, to 
allow for the consideration and resolution of any disputes or complaints. If, in very exceptional 
circumstances, it is considered necessary to keep Disclosure information for longer than six 
months, we will consult the DBS about this and will give full consideration to the data protection 
and human rights of the individual before doing so. Throughout this time, the usual conditions 
regarding the safe storage and strictly controlled access will prevail. 

Disposal 

Once the retention period has elapsed, we will ensure that any Disclosure information is 
immediately destroyed by secure means, i.e. by shredding, pulping or burning. While awaiting 
destruction, Disclosure information will not be kept in any insecure receptacle (e.g. waste bin or 
confidential waste sack). We will not keep any photocopy or other image of the Disclosure or any 



 
 
 
 
 
 
 

  
 

copy or representation of the contents of a Disclosure. However, notwithstanding the above, we 
may keep a record of the date of issue of a Disclosure, the name of the subject, the type of 
Disclosure requested, the position for which the Disclosure was requested, the unique reference 
number of the Disclosure and the details of the recruitment decision taken. 

Responsibilities as an “Umbrella Body” 

Naima Jewish Preparatory School is registered with the DBS as an “Umbrella Body” and as such is 
authorised to apply for Disclosures on behalf of external organisations.  

The Information will be retained in the same way and under the same conditions as those applied 
for Naima Jewish Preparatory School’s recruits. 



 
 
 
 
 
 
 

  
 

APPENDIX 5: Flowchart of Disclosure and Barring Service criminal record checks and 
barred list checks 
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