
SAFER EMPLOYMENT PRACTICES POLICY 

 

This document has been produced taking advice from the Suffolk Safeguarding Children 

Board and taking into account the publication ‘Keeping Children Safe in Education 

September 2018 

Barnardiston Hall believes that it is vital that our School creates a culture of safe recruitment of staff 

and volunteers.  We have a robust recruitment policy and make all reasonable checks in advance of a 

new member of staff joining us to ensure that the adults in our School are suitable to work with 

children. 

 

 

Safer Employment Policy  

Barnardiston Hall takes the recruitment of staff and associated safeguarding procedures 

very seriously.  All staff undergo a series of checks as outlined below and employment will 

not begin until the Headmaster is satisfied that the person is suitable to work with children 

and is fully committed to the safeguarding of children in our care. 

 

1           Pre-Interview Planning: 

a.      Timetable decided. 

b.      Job Specification prepared. 

 

2           Vacancy Advertised: 

a. Advert includes paragraph about Barnardiston Hall Preparatory School being 
committed to promoting the welfare of children. 

b. The successful applicant will be advised that he / she will need an enhanced DBS 
(with or without Barred List information as required). 

 

3          Applications Received: 

Any gaps in employment, anomalies or discrepancies are explored with the candidate 

and, if necessary, previous employers contacted to confirm employment dates and 

reasons for leaving.  Applications are only accepted on official Application Forms. 

 

4           Short-List Prepared and Candidates advised that References will be Taken Up: 



At least two references are requested using the covering letter to ask specific 

questions and including a statement about the need for accuracy.  A reference will 

always be requested from the previous employer and, in the case of a candidate who 

has previously worked with children, every effort will be made to contact these 

establishments. 

Every request will include: 

a.   Referee’s relationship with candidate, how long known to them and in 

what capacity. 

b.   Whether satisfied the applicant has ability and is suitable to perform the 

job in question and has demonstrated ability to meet the Person Specification. 

c.   Specific comments about the person’s suitability for the post and how he / 

she have demonstrated his / her ability to meet the Person Specification. 

d.   Whether referee is completely satisfied that the candidate is suitable to 

work with children and, if not, to provide specific details of concerns and 

reasons why. 

e.   Confirmation of details of applicant’s current post, salary and sick record. 

f.    Specific verifiable comments on applicant’s performance history and 

 conduct. 

g.   Details of any disciplinary procedures the applicant has been subject to 

which have involved issues relating to safety and welfare of young people, 

including anywhere the disciplinary sanction has expired, and the outcomes of 

those. 

h.  Details of any allegations or concerns that have been raised about the 

applicant that relate to the safety or welfare of children or young people or 

behaviour towards young people, and the outcomes of those concerns ie 

whether allegations or concerns were investigated, the conclusion reached 

and how the matter was resolved. 

i.   Reminding referees that they have a responsibility to ensure the reference 

is accurate and does not contain any material misstatement or omission.  

They should provide relevant factual content that could be discussed with the 

individuals. 

 

5           Receive References: 

a.      Check against information on Application Form and note any concern or 

discrepancy to take up with candidate at interview. 

b.      References should be followed up with a telephone call to verify. 



c.      References addressed ‘To whom it may concern’ will not be accepted. 

d.     References will always be obtained from the current / most recent employer. 

e.     If there is no current employer, verification of the most recent period of                

employment and reasons for leaving should be obtained. 

f.     References must be from a senior person with ‘suitable authority’. 

g.    Where references are obtained electronically, they will be checked to ensure they 

come from a legitimate source. 

6            Invitation to Interview: 

 Include itinerary for the day and any other relevant information. 

7           Interview: 

All Interview Panels to have a minimum of two interviewers.  At least one person on 

the Interview Panel will be trained in safer recruitment and have completed the 

recommended NSPCC training: Safer Recruitment  In Education.(NSPCC), Educare or 

another such course. 

a.      All interviews are face-to-face even if there is only one candidate.  Phone 

interviews are not allowed. 

b.      Notes are made and destroyed after 6 months; successful candidate’s notes are 

held on P file indefinitely. 

c.      Interviews should be carried out with regard to the ‘Warner Interviewing’.  

Warner recommends that employers should include the following questions that 

would probe candidates about their: 

i.     Personal life including the candidate’s mental and physical fitness to carry 

out their work. 

             ii.     Attitudes and motivations.  

             iii.     Suitability to work with the client group. 

c. In the case of those applying to work in Early Years or later years’ childcare, 
additional questions will be asked at interview regarding disqualification by 
association and whether or not the candidate has every had a childcare 
registration refused. 

 

8      Conditional Offer of Appointment: 

a.      Offer of appointment is made conditional on satisfactory completion of the 

following:             

          i.     References (if not already obtained).     



ii.    Identity – only photographic evidence - a passport or driving licence - is 

acceptable.  In addition, evidence of current address must be seen (utility bill, 

bank statement or similar). 

              iii.   Where appropriate, verify qualifications. 

iv.   Enhanced DBS.  All staff working with children will be required to apply for 

an Enhanced DBS (with barred list information for people working with 

children).  Where appropriate, if the applicant has subscribed to the DBS 

Update Service, and with the individual’s consent, this can be checked on-line.  

The flowchart on page 38  in the document ‘Keeping Children Safe in 

Education 2018’ outlines the requirement for DBS checks. ( Annex F of KCSIE 

outlines the definition of regulated activity) 

              v.   Health Questionnaire (Medical Fitness). 

             vi.  Right to work in the UK. 

vii.  If the person has been living outside the UK, checks will be made to 

establish his / her suitability to work with children, having regard to any 

guidance published by the Home Office (Criminal Records Checks for Overseas 

Applicants).  This will include checks on any individuals from countries in the 

EEA who will be carrying out ‘teaching work’ to ensure they are not subject to 

a sanction or restriction imposed by another EEA professional regulating 

authority for teachers.  The check will be carried out using the TRA (Teaching 

Regulation Agency). 

viii.  In the case of teachers, a check of any prohibition will be checked using 

the Employer Access Online Service. 

ix Any staff member who is considered to be in a management position 

(Headteacher, Senior Management Team or Departmental Head) will be 

checked to ensure that they are not subject to a s128 direction via the  TRA 

 

 

9   Prior to starting work, staff must bring into the School the original copy of their DBS prior 

to commencement of work.   All staff are required to sit a number of on-line, certificated, 

courses as well as attending face-to-face Safeguarding and On-Line Safety training.    

 

10 All new staff will be inducted by a member of the Senior Management Team.  This 

will include staff being advised to read all policies which are located on the School website.  

These include.: 

The Child Protection Policy  

The Behaviour Policy  



Staff Code of Conduct  

Children Missing in Education  

Peer on Peer Abuse Policy  

Part One of Keeping Children Safe in Education (2018) (Also given in hard copy during face-

to-face safeguarding training). 

In addition, full information regarding the DSL and alternate DSL will be given together with 

details of their role. 

Early Help – Staff will be advised as to who they can speak to should they identify a child / 

family who would benefit from Early Help (as outlined in ‘Working Together to Safeguard 

Children 2018, Chapter 1). 

Staff will be made aware of the process within the School for making referrals to Children’s 

Social Care 

Staff will be informed as to the procedure to follow should a child disclose that they are 

being abused or neglected. 

11. Following recruitment, an induction period takes place when staff are monitored and 

shadowed by an experienced member of staff.  Staff are expected to read  the School’s 

policies and procedures, all of which are available on the School Website or in hard copy 

form from the School Office.   Staff members are invited to discuss any areas of uncertainty 

with the SDL. 

10      Barnardiston Hall Preparatory School does not use Agency / Contracted Staff and does 

not allow volunteers to work with the pupils without full checks having been carried out. 

11     A Single Central Record of staff is maintained which confirms the checks that have been 

made and the date upon which the checks were completed. 

12       Contractors who come into contact with children at the School will be supervised at all 

times.  Contractors working in the School who may have an opportunity for regular contact 

with children will be required to apply for an Enhanced DBS (either with or without barred 

list information depending on whether or not they are working in regulated activity). 

13 Once recruitment is complete, the Registrar will enter the details of the new member 

of staff onto the School’s SCR 
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Information Pack for Applicants 

CONTENTS:  

Job Description (Varies according to job advertised)  

Statement of Safeguarding 

The Interview Process 

 Checks that will be made at shortlisting:  

o Self Disclosure Form considered at shortlisting stage: 

 Applicants are expected to disclose all convictions and cautions, 

including those which are spent; Applicants  must declare if they or 

any member of their household who live or work from there, are 

disqualified from working with children; Applicants may apply for, and 

be granted a waiver of disqualification from OfSTED, unless they are 

barred from working with children.  

o Medical Form considered at shortlisting stage: 

 Applicants must be medically (physically and mentally) fit to “carry out 

the duties of the post applied for”. To that end, applicants must 

complete a medical form. The School may ask for medical advice, with 

the applicant’s consent.  

o References checked and considered at shortlisting stage  

 Timescale and actions for interview process 

 Checks made after offer of post 

Support during induction period and during first year (see below) 

 

 

 

 

 

 

 

 

 



Induction of New Staff and Volunteers 

1. All staff and volunteers will be met on their first day in the School by: 

a.  the Headmaster 

b. The SDL who will identify the key Safeguarding leaders and explain their role; 

what to do if they have concerns and give them the full, most current, 

Safeguarding Policy, including Code of Conduct and outline their 

responsibilities with regard to Safeguarding and e-safety.  

c. Members of the Senior Management Team will meet new staff and explain 

their role.  

2. Staff will be shown around the School and the administration and day-to-day running 

of school will be explained. 

3. The staff Code of Conduct will be discussed and the points contained therein 

explained in relation to the School’s ethos and safeguarding of children and of staff.  

4. All staff and volunteers will be assigned a mentor, who will be an experienced 

member of staff working in their particular area.   

5. Within the first half term of their appointment, all new members of staff and 

volunteers will do Level 2 training “Introduction to Safeguarding Children in 

Education” (3h) and “e-Safety for the Workforce” training (2h). These courses are 

designed and approved by Safeguarding Learning and Quality Assurance Service for 

Suffolk County Council.  

6. Teachers will be observed in their role by a senior member of staff and feedback 

given on their observed lessons. This forms a part of the annual appraisal process. 

Peer mentoring is encouraged and new members of staff are invited to observe 

other teachers at work. 
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