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Purpose

The purpose of this Policy is to inform employees about their responsibilities in relation to recruitment
and selection.

A key commitment for Warwick Schools Foundation ("THE FOUNDATION") and its Schools (Warwick
School, Warwick Junior School, King’s High School for Girls and Warwick Preparatory School (“the
Schools”)) is our commitment to providing the best possible education and care to our pupils and to
safeguarding and promoting the welfare of young people and expecting all staff and volunteers to share
this commitment.

The Foundation 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 Kingsley School currently have a separate recruitment and selection policy which can be found on
their website and on the Foundation Recruitment Website.

Legislation

This policy ensures compliance with all relevant legislation, recommendations and guidance including the

Education (Independent School Standards) Regulations 2014 (ISSRs), the statutory guidance published
by the Department for Education (DfE), Keeping children safe in education (1 September 2022) (KCSIE),
Disqualification under the Childcare Act 2006 (DUCA), the Prevent Duty Guidance for England and Wales
2015 (the Prevent Duty Guidance) and any guidance or code of practice published by the Disclosure and
Barring Service (DBS) and THE FOUNDATION’s Child Protection and Safeguarding Policy, Safer
Recruitment in Education training and HR best practice.

This policy and recruitment procedures have been reviewed in consideration with the current Data

Protection legislation including GDPR (May 2018). The use of data relating to external applicants and
members of staff, is strictly controlled by the HR departments, so that only relevant information is
accessed by the shortlisting/ recruitment panel. Access to confidential information relating to
applicants/ employees is held securely, with restricted access and retained for a limited period of time.

The Foundation is legally required to carry out the pre-appointment checks detailed in this procedure.

Staff and prospective staff will be required to provide certain information to the Foundation to enable
the Foundation to carry out the checks that are applicable to their role. The Foundation will also be
required to provide certain information to third parties, such as the Disclosure and Barring Service and
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the Teaching Regulation Agency. Failure to provide requested information may result in the Foundation
not being able to meet its employment, safeguarding or legal obligations. The Foundation will process
personal information in accordance with its Staff Privacy Notice.

Scope

This policy applies to all employees and governors responsible for and involved in the recruitment and
selection process for all staff, contractors (employed and self-employed), agency staff and volunteers.

The aims of this policy are:

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

to ensure that the Foundation meets the commitments of safeguarding and promoting welfare of
children and young people by carrying out all the necessary employment checks;

to ensure compliance with all relevant legislations, advice and guidance as listed in 2.1 above;

to ensure that all job applicants are considered equitably and consistently;

to provide equality of opportunity for all applicants by ensuring 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 that the Foundation meets its commitment to safeguarding and promoting the welfare of
children and young people by carrying out all necessary pre-employment checks; and

to ensure that employees involved in recruitment and selection are responsible for complying with
the provisions of this policy, and that at least one member of the panel is trained in Safer Recruitment
in Education.

Responsibilities
Authorisation to Recruit

When the decision to recruit is made, the recruiting manager must:

complete an Authorisation to Recruit Form; ensure that both the relevant Head or Foundation Bursar
(Professional Services) authorise the recruitment;

ensure that confirmation has been received from Payroll that the previous job holder has been
processed as a leaver and note/attach this to the form;

pass the Authorisation to Recruit Form to HR, who will arrange for the Director of Finance to
authorise the vacancy, and HR will then make arrangements to place the advert; and

and (at the same time) e-mail to HR electronic copies of the draft advert (Section 4.2) and the job
description/person specification (Section 4.3) from the recruiting manager.

This form should be completed promptly, to ensure the recruitment process can start promptly. Adverts
cannot be placed until this form has been completed in full and returned to

hr@warwickschools.co.uk.

Adverts

ALL vacancies must be advertised internally across the whole organisation, including The Kingsley School,
where possible, for a minimum of five working days for all existing employees to see. The vacancy may
also be advertised externally, the type of role determining where the advert is placed.
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ALL jobs will be advertised on the Foundation’s Recruitment Website, with links from the respective
school’s website, and via other media where appropriate as agreed in consultation between HR and the
Head. The agreed media will be noted on the Authorisation to Recruit form. Available media include
(but are not limited to):

e Specialist websites (e.g., TES)

e Job boards

e Universal Jobmatch (Direct Gov)
e Linked-In

e Social Media e.g., Facebook

e Local or National newspapers

Exceptions to open advertising may be applicable where there is a requirement for the Foundation to
consider re-deployment for reasons of health, capability or redundancy. For example, certain posts may
be ‘ring-fenced’ for employees ‘at risk’ of redundancy to allow them to apply ahead of internal or
external advertising. HR will liaise with recruiting Heads to advise them when this requirement arises
within the Foundation.

If the vacant post has previously been advertised within the last six months and becomes vacant again,
the interview panel may wish to re-visit the previous applicants before re-advertising. Informed consent
will be sought from previous applicants to ensure they are in agreement for their data to be used again,
or if consent is withheld, it will be confidentially destroyed.

ALL adverts are to be placed and arranged through the HR team only. Careful consideration of the
intended publication date for the advert and deadline date for processing the “copy” for the advert is
required. Sufficient time allocation must be given to ensure appropriate approval of content/layout etc.
prior to the deadline date/time for publication. Regrettably, adverts which are not confirmed until after
the deadline date/time will be delayed until this is completed.

Support is available from HR to draft the advert and give advice on appropriate media and deadlines.
Copy for the advert will be approved by the relevant Head or the Foundation Bursar or any other Senior
Management Team member to whom this task has been delegated, prior to placement.

The Marketing team will also support HR with layout and provide appropriate images for this purpose.

Internal vacancies are for current Foundation employees only. External candidates (including those
known to current staff) can only be considered when an external advert has been placed.

Job Description, Person Specification and Information Pack

The recruiting manager is responsible for:

e Drawing up the job description and person specification for the vacant post, using the Job Description
template. HR will assist where necessary. Templates are available on Sharepoint, which can be
adapted. As a general rule, all job descriptions need to be kept up to date on an ongoing basis.

e Seeking approval of the job description and the person specification from the relevant Head or the
Foundation Bursar or any other Senior Management Team member to whom this task has been
delegated.

e E-mailing the approved job information to HR with the Authorisation to Recruit Form equivalent to
assist with the drafting of the advert.
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needed for applicants, where applicable. A template information pack is available on SharePoint. As a
minimum this should include:

e background information about the school/the Foundation,

e the role advertised,

e aselection of photos relevant to the role/school/Foundation,

e benefits offered;

e the job description,

e the person specification, and

e details of the application process.

The information pack and application forms will be available on the Foundation’s Recruitment Website
from the date the advert goes live and will be removed when the deadline date/time has passed.

Application and Short-Listing Process

All applicants for employment will be required to download and complete an application form containing
guestions about their academic and employment history and their suitability for the role. It will also
include the Equal Opportunities Monitoring Section. Incomplete application forms will be returned to
the applicant where the deadline for completed application forms has not passed. Should there be any
gaps in academic or employment history, a satisfactory explanation must be provided. A curriculum
vitae will not be accepted in place of the completed application form.

Completed application forms should be submitted to the HR department via email to
hr@warwickschools.co.uk

Applicants will have access to the Information Pack for the vacancy, which includes a job description and
person specification for the role applied for. The Information Pack, the Application Form, this policy and
the Foundation's Child protection and Safeguarding policy are available on the Foundation’s
Recruitment Website.

HR will acknowledge receipt of the completed application forms directly to the applicant and process the
applications. HR will share relevant sections with the shortlisting/interviewing panel members only.
This information is shared securely.

HR will check the in-box for new applications at least twice a day and allocate secure access to the
relevant sections only, to the shortlisting panel only. | This will ensure the shortlisting panel has prompt
and secure access to the applications. The Shortlisting panel will then conduct a shortlisting exercise by
reviewing all application forms received in order to determine which applicants will be invited for
interview, using a shortlisting matrix to do so. The shortlisting exercise will usually be conducted by at
least two members of staff, who will ideally also be involved in the interview process.

The Recruiting Manager is responsible for checking that all shortlisting panel members have securely
accessed the application forms.

The Chair of the Shortlisting Panel should note any issues which should be raised at interview e.g., gaps in
employment or if the applicant has been living/working overseas for over three consecutive months in
the last ten years (see Section 4.6.5 below). These areas must be discussed at interview and noted on
their application form or interview notes.
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4.4.8 The shortlisting matrix should be completed for all vacancies, as this will demonstrate the objective

decision making of the panel. This ensures that all decisions are fair, equitable and objective.

Shortlisting matrices will be retained for 6 months after the selection process is completed (see Section
5.2 below).

4.4.9 The chair of the shortlisting/interview panel (or someone authorised by him/her) is responsible for

drawing up the Interview Schedule once the shortlisting process is complete, and
liaising with HR, giving at least five working days’ notice wherever possible, who will make initial

contact with shortlisted candidates. This will be actioned by HR who will issue formal invitations to
interview by letter/email, confirming the details and any documents required at the interview stage.
The five days’ notice also helps to give candidates time to make their own arrangements to attend the
interview.

4.4.10 HR will provide all shortlisted applicants with a self-declaration form prior to interview in which they will

be asked to provide information about their criminal records history and other factors relevant to their

suitability to work with children. This information will be considered and discussed with applicants at

interview.

4.4.11 On receipt of the interview schedule, advising of the shortlisting candidates, HR will provide access to the
Chair of the Shortlisting Panel with the contact details for all shortlisted candidates.

4.4.12 Urgent cases — In exceptional circumstances, a very quick turnaround may be required, curtailing the

4.4.13

4.5

45.1

45.2

processes outlined above. The recruiting manager must:

plan for this eventuality,
note that this is the case on the Authorisation Form alternative,
including details of who is to make the initial contact with the shortlisted candidates.

As soon as the shortlisted candidates are decided:

the shortlisting panel chair must advise HR;

HR provide the person making the initial contact with the contact information required;

HR will complete the internet search for shortlisted candidates;

the person making initial contact must provide certain information as a minimum, which is outlined
in the letter template provided at Appendix 1.

Non-shortlisted applicants will be informed electronically from HR on behalf of the shortlisting panel, that

they have been unsuccessful.

References

All offers of employment are subject to receiving a minimum of two satisfactory references, which are

considered satisfactory by the Foundation. One of which must be from the applicant’s current/most

recent employer. If the current / most recent employment does / did not involve work with children,

then a further reference should be from the employer with whom the applicant most recently worked

with children. No referees should be a relative or someone known to the applicant solely as a friend.

If there is no current employer, verification of the most recent period of employment and reasons for

leaving will be obtained. The Foundation will seek to take up references on shortlisted applicants prior

to interview, wherever possible. The referees should have appropriate authority within their
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organisation, for example Headteacher for those working in schools. All references received from a
school must be countersigned by the Head of that school. The information supplied by the candidate
concerning their references, will be independently checked by HR.

4.5.3 In exceptional circumstances, where the written references have not yet been returned or the urgency of
recruitment makes this unlikely, then with agreement HR will obtain verbal references over the phone.
These verbal references will be documented in writing by HR, and the referee will be required to follow-
up in writing.

4.5.4 Once shortlisting has been completed:

e The chair of the shortlisting panel must decide the references to be sought by HR.

e The chair must check that the referees are “acceptable” to the School, e.g., for teaching post
applicant referees to include the current Head teacher. This is in accordance with Safer Recruitment
in Education.

e Notify HR, giving at least five working days’ notice wherever possible, of the references to be

sought. This allows reasonable time to request and receive references.

e HR will take up references for all short-listed candidates between shortlisting and interviewing but
only where candidates have given their informed consent to do so. Candidates are advised on the
application form that Safer Recruitment guidance advises that references are received prior to
interview. However, they cannot be required to do so.

e [f the chair has any concerns, he/she should advise HR, who will liaise with the candidates for
further information and/or additional referees, if required.

4.5.5 It should be noted that no questions will be asked about health or medical fitness prior to any offer of
employment being made.

4.5.6 The Foundation 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. All
electronic references will be verified to check that they originate from a legitimate source.

4.5.7 Character references will only be accepted in exceptional circumstances, and by agreement with HR, for
example first job appointees or volunteers.

4.5.8 If factual references are received i.e., those which contain limited information such as job title and dates
of employment, this will not necessarily disadvantage an applicant although additional references may
be sought before an appointment can be confirmed

4.5.9 The Foundation may at its discretion make telephone contact with any referee to verify the details of the
written reference provided.

4.5.10 The Foundation treats all references given or received as confidential which means that the applicant will
not be provided with a copy.

4.5.11 The standard Reference Request Form will be used when obtaining references to ensure that all necessary
Child Protection and employment questions are covered. It may be necessary to add an additional
guestion(s) to the standard form for a specific post. Additional question(s) will be added to the
reference request form by HR in consultation with the recruiting manager/Head to ensure consistency
across the whole organisation.
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4.5.12 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 for
which the applicant has applied. If the referee is a current or previous employer, they will also be asked
to confirm the following:

e The applicant's dates of employment, salary, job title / duties, reason for leaving, performance,
sickness (not included after an employment offer has been made)® and disciplinary record;

e 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),
except where the issues were deemed to have resulted from allegations which were found to be
unsubstantiated, unfounded or malicious;

e 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, except
where the allegation or concerns were found to be unsubstantiated, unfounded or malicious; and

e whether the applicant could be considered to be involved in "extremism" (see the definition of
"extremism" at section 7 below).

4.5.13 The Foundation 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 by HR or the Head of the relevant school, before any appointment is confirmed.

4.5.14 HR will securely share all references received prior to/on the interview date to the chair of interview
panel to ensure that he/she can raise any relevant issues or concerns which may arise from this
reference.

4.5.15 Any references not received prior to the interview, will be forwarded in confidence, to the chair of the
panel as soon as they are received, and any discrepancies identified between the reference and the
applications form and/or the interview assessment form considered. The applicant may be asked to
provide further information or clarification before an appointment can be confirmed.

4.5.16 |If thereis a delay in the receipt of references, unfortunately this is likely to result in a delay to the
commencement of employment. HR will keep the recruiting line manager informed and will inform the
manager and the applicant when references have been returned; deemed satisfactory and verified.

4.5.17 Allinternal candidates who apply for a new role at the Foundation will have their application assessed in
accordance with this procedure. References may be taken up on all internal candidates as part of the
application process and can be provided by colleagues as the Foundation will be the most recent
employer and will previously have taken up references from past employers.

4.5.18 The Foundation have carefully considered carrying out online searches for shortlisted candidates
following advice from the Safer Recruitment Consortium.

a) All shortlisted candidates will have an internet search prior to their interview, to enable any concerns
to be raised at interview.

1 Questions about health or sickness records will only be included in reference requests sent out after the offer of
employment has been made.
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b) The application form will advise candidates that if they are shortlisted, any internet content which
causes concern and may suggest that they may not be suitable to work with children, will be
discussed at interview

c) This search will be carried out by a member of the HR team, not involved in the shortlisting/selection
decision, and will include, but not necessarily limited to, a Google search. In exceptional
circumstances e.g. limited resources within the team, then the search may be outsourced to an
external organisation to assist..

d) Any issues of concern, as a result of this online search, will be shared with the chair of the interview
panel prior to the interview, to enable this to be discussed at interview. Advice will be given by HR
about suitable questions to gather the necessary information.

4.6 The Interview

4.6.1 ltis considered best practice that at least one member of the interview panel has completed the safer
recruitment training in order to comply with Department for Education guidance. This information is
requested on the Authorisation to Recruit Form equivalent and clearly noted on the interview notes.

4.6.2 All applicants who are invited to an interview will be required to bring with them the following:

e evidence of identity,

e right to work in the UK,

e evidence confirming their address,

e the signed self-declaration form (see Section 4.4.10) if they have not already returned electronically
and

e original documents confirming any educational and professional qualifications referred to in their
application form.

The first three items are required in order to comply with DBS identity checking guidelines. Appendix 2
gives the list of valid identity documents, from which the following must be provided:

e one document from Group 1; and
e two further documents from either of Group 1, Group 2a or Group 2b, one of which must verify the
applicant's current address.

In addition, where an applicant claims to 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 Foundation asks for the date of birth of all applicants (and proof of this) in accordance with SCSRE
and KCSIE. Proof of date of birth is necessary so that the Foundation may verify the identity of and
check for any unexplained discrepancies in the employment and education history of all applicants. the
Foundation does not discriminate on the grounds of age.

4.6.3 The recruiting manager is responsible for making arrangements for a designated member of staff in
school to co-ordinate the copying of relevant documents on the day of the interview.

Each page copied should be signed and dated by the designated member of staff to confirm they have
viewed the original document. This information is confidential, and must be kept securely, and
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forwarded securely to HR the same day or no later than close of play the following working day. Once
HR has confirmed receipt, the original copy must be securely destroyed.

4.6.4 Arecord of interview must be kept.

It is the responsibility of the chair of the interview panel to:
e complete a ‘Record of Interview Form’,
e collectin all the interview papers and returning them to HR as soon as possible after interviewing has

taken place (e.g., by the end of the following working day) to retain as an accurate record for the

successful candidate, which will be held on their confidential HR file for the duration of their
employment.

Alternatively, the chair may allocate one member of the panel to take notes during the interview and
summarise the comments for all panel members, which all members will need to sign. This ensures that
an accurate record is kept of the candidate’s responses at interview and that all records all held
confidentially and securely.

4.6.5 If there are any gaps in employment, which are not explained on the application form, these should be
raised during the interview to obtain an explanation. If there are queries/inconsistencies arising from
the references received these should also be raised at the interview, to give the candidate an
opportunity to clarify/explain. The chair of the panel should liaise with HR for advice prior to interview.

4.6.6 The chair of the interview panel will be responsible for contacting the successful applicant in the first
instance once the decision to offer has been made. Any offer must only be made conditional upon the
receipt of satisfactory employment checks, and other regulatory requirements.

4.6.7 Ideally, both references will have been received prior to interview, but the timescales involved, and
availability of the referee means this may not always be possible. Any outstanding references should be
received as a matter of urgency because it has to be obtained and verified before employment can start.
The chair of the interviewing panel should liaise with HR for advice.

4.6.8 Once the chair of the interview panel knows that the offer has been accepted then he/she is responsible
for completing a ‘New Starter Form’ or CIPHR equivalent and submitting this to HR as soon as possible

after the interview.

4.6.9 Only upon receipt of the ‘New Starter Form’ or CIPHR equivalent can HR prepare a written offer of
employment and contract plus any other appropriate employment documentation. This offer
letter/contract will be signed by either the Head or Foundation Bursar or as delegated to HR. All offer
letters and contracts must be prepared by HR to ensure consistency throughout the organisation.

4.6.10 HR will then email securely the employment pack to the new appointee. If this is not possible, it will be
posted. HR will then monitor the return of signed documentation and keep the recruiting manager
informed of progress. Where necessary, the new appointee will be asked to attend a meeting with HR
to complete all pre-employment documents.

4.6.11 Unsuccessful candidates will be informed by the chair of the interview panel and followed up in writing by
HR.

4.6.12 Candidates attending are eligible to request reimbursement of reasonable travelling expenses to
interview, using the most cost-effective method of travelling and if driving, the shortest possible route.
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4.7

4.7.1

a) The candidate should be given the Expense Claim Cover Note for External Claimants (which can be
found on the SharePoint Portal.

b) The candidate should both complete both the Expense Claim Form and Cover Notes, referred to
above, enclosing appropriate proof for the claim (e.g., receipt of ticket purchased, travelling
distance (less their normal travelling to and from work);

c) The information on the cover note will only be used in relation to the expense claim, stored securely
and destroyed once the claim is settled;

d) The claim should be authorised by the person responsible for their visit e.g., the recruiting manager
and the authorised form submitted to Finance for payment.

What pre-employment checks will need to take place?

All offers of employment are conditional upon the following:

e Verification of right to live and work in the UK;

e Verification of identity;

e Receipt of an Enhanced (with barred list information) Certificate from Disclosure and Barring Service
(DBS) which is satisfactory to the Foundation;

e Where the position amounts to a “regulated activity” confirmation that the applicant is not named on
the Children's Barred List administered by the DBS;

e A Prohibition Order Check (for all staff in teaching roles and other roles identified as appropriate by
the Head);

e Verification that under s128 of the Education and Skills Act 2008 that the individual is not barred from
taking part in the management of an independent school. This includes Governors, all staff on the
senior leadership team (including non-teaching staff) and all teaching positions appointed at the level
of Head of Department or above;

e Verification of mental and physical fitness for the role;

e Verification of educational qualifications that are applicable to the post;

e The receipt of at least two references which are considered satisfactory to the Foundation;

e Additional checks/references may be required if the appointee has lived or worked outside the UK at
the discretion of the Head; and

e Online search of the prospective employee (see paragraph 4.5.18) after shortlisting but prior to
interview

4.7.2 Criminal records checks

4.7.3

Due to the nature of the work, the Foundation applies for an enhanced disclosure from the DBS in
respect of all prospective staff members, governors and volunteers.

Prior to 29 May 2013 an enhanced disclosure contained 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. It could also
contain non-conviction information from local police records which a chief police officer considered
relevant to the role applied for.

DBS filtering rules

As of 29 May 2013, the DBS commenced the filtering and removal of certain specified information
relating to old and minor criminal offences from all criminal records disclosures. The filtering rules
developed by the DBS and the Home Office designate certain spent convictions and cautions as
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"protected". "Protected" convictions and cautions are not included in a DBS certificate and job
applicants are not required to disclose them during the recruitment process. It is unlawful for an
employer to take into account a conviction or caution that should not have been disclosed. If a
protected conviction or caution is inadvertently disclosed to the Foundation during the recruitment
process it must be disregarded when making a recruitment decision.

A conviction will always be disclosable if it was imposed for a "specified offence" committed at any age.
A caution issued for a "specified offence" committed over the age of 18 will always be disclosable.
However, a caution issued for a "specified offence" committed under the age of 18 is never disclosable.
"Specified offences" are usually of a serious violent or sexual nature or are relevant for safeguarding
children and vulnerable adults. The list of "specified offences" can be found at:

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-

criminal-record-check

The filtering rules have recently been updated and work as follows:
For those aged 18 or over at the time of an offence

A spent criminal conviction for an offence committed in the United Kingdom when a person was over
the age of 18 will not be disclosed in a DBS certificate (and does not have to be disclosed by the job
applicant if:

e eleven years have elapsed since the date of conviction;
e it is the person’s only offence; and
e it did not result in a custodial sentence.

A spent caution for an offence committed when a person was aged 18 or over will not be disclosed if six
years have elapsed since the date it was issued, and if it does not appear on the list of "specified
offences".

For those aged under 18 at the time of an offence

A spent conviction for an offence committed when a person was under the age of 18 will not be
disclosed in a DBS certificate and does not need to be disclosed by the job applicant if:

e five and a half years have elapsed since the date of conviction; and

e it was not imposed for a specified offence; and

e it did not result in a custodial sentence.

A caution issued for an offence committed when a person was aged under 18 will never be disclosed in a
DBS certificate (and does not have to be disclosed by a job applicant).

4.7.5 Regulated Activity

The Foundation 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 which amount
to "regulated activity" 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. Any

Recruitment & Selection Policy September 2022 Page 11 of 43


https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check

position undertaken at, or on behalf of, the Foundation (whether paid or unpaid), will amount to
"regulated activity" if it is carried out on an unsupervised basis:

e frequently, meaning once a week or more;

e overnight, meaning between 2.00 am and 6.00 am; or

e satisfies the "period condition", meaning four times or more in a 30-day period; and

e provides the opportunity for contact with children.

This definition will cover nearly all posts at the Foundation or at one of the Schools. It is for the
Foundation to decide whether a role amounts to "regulated activity" taking into account all the relevant
circumstances.

4.7.6The DBS enhanced disclosure certificate

4.7.7

The DBS issues the DBS disclosure certificate to the subject of the check only. It is a condition of
employment with the Foundation that the original disclosure certificate is provided to the Foundation.
On receipt of the disclosure certificate the appointee must immediately arrange to meet with a member
of the HR team to verify the original certificate. Original certificates should not be sent by post. A
convenient time and date for bringing the certificate into the Foundation should be arranged with HR as
soon as it has been received. Applicants who are unable to attend at the Foundation to provide the
certificate are required to send in a certified copy by post or email within two weeks of the original
disclosure certificate being received. Certified copies must be sent to the Director of HR. Where a
certified copy is sent, the original disclosure certificate must still be provided preferably prior to the first
day of work or at the very latest on the first working day, prior to any contact with children.

Employment will remain conditional upon the original certificate being provided and it being considered
satisfactory by the Foundation. A delay in providing the certificate could result in the offer of
employment being withdrawn.

Although renewing the DBS certificate is not currently a regulatory requirement, it is considered best
practice. Therefore from January 2023, the Foundation will implement a process to update DBS checks
for all staff every three years, using the DBS Update Service. It is noted that it will take three years for
this to be implemented across all schools.

Applicants with periods of overseas residence

DBS checks will still be requested for applicants with recent periods of overseas residence and those
with little or no previous UK residence. The Foundation will take into account the "DBS unusual
addresses guide" in such circumstances.

In such cases the applicant will be required to provide additional information about their suitability from
the country (or countries) in which they have lived. The Foundation's policy is to request such
information from each overseas country in which the applicant has lived for a period of three months or
more in the previous 10 years.

When requesting such information, the Foundation has regard to relevant government guidance and
will therefore always require the applicant to apply for a formal check from the country in question i.e.,
a criminal records check (or equivalent) or a certificate of good conduct.

The Foundation recognises that formal checks are not available from some countries, that they can be
significantly delayed or that a response may not be provided. In such circumstances the Foundation will
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seek to obtain further information from the country in question, such as a reference from any
employment undertaken in that country.

In addition, where an applicant for a teaching position has worked as a teacher carried out teaching
work outside of the UK, the Foundation will ask the applicant to provide proof of their past conduct as a
teacher by obtaining a letter of professional standing obtain from the professional regulating authority
of the teaching profession in each country in which they have worked as a teacher, evidence which
confirms that they have not imposed any sanctions or restrictions on the applicant and that they are not
aware of any reason why the applicant may be unsuitable to work as a teacher. The Foundation will also
ask the shortlisted applicants (and their referees) to disclose whether they have ever been referred to,
or are the subject of a sanction issued by, the regulator of the teaching profession in the countries in
which they have carried out teaching work.

Sanctions and restrictions issued by the regulating authority of another country will not prevent a
person from working as a teacher at the Foundation. However, the Foundation will take all relevant
information into account in determining whether an applicant is suitable to work at the Foundation.

The Foundation may allow an applicant to commence work pending receipt of a formal check from a
particular country if it has received a reference and/or letter of professional standing from that country
and considers the applicant suitable to start work. Decisions on suitability will be based on all of the
information that has been obtained during the recruitment process. Unless expressly waived by the
Foundation, continued employment will remain conditional upon the Foundation being provided with
the outcome of the formal check and it being considered satisfactory.

If no information is available from a particular country the Foundation may allow an applicant to
commence work if they are considered suitable based on all of the information that has been obtained
during the recruitment process.

The relevant Head, on behalf of the Foundation, will take proportionate risk-based decisions on a
person's suitability in these circumstance