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Read in accordance with Keeping children safe in education July 2015  
Greenways Primary School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this 
commitment.  
Greenways Primary School is committed to recruiting and selecting high quality staff 
with the necessary skills, experience and aptitude to care for, nurture and enable the 
pupils to learn and thrive in a happy, caring and safe environment.  
When recruiting any staff, there is always at least one member of staff of the 
interviewing panel who has completed the Safer Recruitment Training. It is recognised 
that, whilst the online training is no longer a viable training option, for staff and 
Governors who have completed the online module, this is still recognised and validated.  
All staff employed at Greenways School, including volunteers, casual staff, and 
university and college students will be required to undertake an enhanced disclosure via 
DBS.  
All applicants for any post within the school will be required to complete an application 
form; a curriculum vitae will not be accepted in place of this. All applicants will be asked 
to provide two referees, one of whom should be the applicant’s current or most recent 
employer. NB where an applicant who is not currently working with children, has done 
so in the past, it is important that a reference is also obtained from the employer by 
whom the person was most recently employed in work with children.   
All  applicants shortlisted will have references taken up. References will not be accepted 
by relatives or friends.  
During the shortlisting process, it is important that applications are scrutinised, that 
information provided is consistent and does not contain any discrepancies, and to 
identify any gaps in employment.  
Incomplete applications will not be accepted, and will be returned for completion.  
References will be sought directly from the referee; including internal ones, before 
interview,  so that any issues of concern they raise can be explored further with the 
referee, and taken up with the candidate at interview.  ( Open references and 
testimonials will not be accepted.)  
The purpose of seeking references is to obtain objective and factual information to 
support appointment decisions. References should always be obtained, scrutinised and 
any concerns resolved satisfactorily, before the appointment is confirmed. If a candidate 
for a teaching post is not currently employed as a teacher, it is also advisable to check 
with the school, college or local authority at which they were most recently employed, 
to confirm details of their employment and their reasons for leaving.   
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On receipt, references should be checked to ensure that all specific questions have been 
answered satisfactorily. The referee should be contacted to provide further clarification 
as appropriate: for example if the answers are vague. They should also be compared for 
consistency with the information provided by the candidate on their application form. 
Any discrepancies should be taken up with the candidate.   
Any information about past disciplinary action or allegations should be considered 
carefully when assessing the applicant’s suitability for the post (including information 
obtained from the Employer Access Online checks referred to previously).   
  

  

  

During the interview, any discrepancies noted from the shortlisting, including any gaps 
in employment, will be explored. If the interviewing panel are not satisfied with any 
explanation given, the applicant will not be successful.  
A successful candidate will be offered a conditional offer of employment; this will be 
subject to a series of checks:  
• receipt of at least two satisfactory references, confirming that the referee knows 

of no reason why the candidate should be prohibited from working with young 

people;  

• verify a candidate’s identity. Identification checking guidelines can be found on 

the GOV.UK website;   

• obtain a certificate for an enhanced DBS check which will include barred list 

information, for those who will be engaging in regulated activity with children  

• obtain a separate barred list check if an individual will start work in regulated 

activity before the DBS certificate is available;   

• verify the candidate’s mental and physical fitness to carry out their work 

responsibilities. A job applicant can be asked relevant questions about disability 

and health in order to establish whether they have the physical and mental 

capacity for the specific role  

• verify the person’s right to work in the UK. If there is uncertainty about whether 

an individual needs permission to work in the UK, then prospective employers, 

or volunteer managers, should follow advice on the GOV.UK website;   

• if the person has lived or worked outside the UK, make any further checks the 

school or college consider appropriate (see paragraph 75 of Keeping Children 

Safe document July 2015)   

• verify professional qualifications, as appropriate.   

The purpose of seeking references is to obtain objective and factual information to 
support appointment decisions. References should always be obtained, scrutinised and 
any concerns resolved satisfactorily, before the appointment is confirmed. They should 
always be requested directly from the referee and employers should not rely on open 



 

references, for example in the form of ‘to whom it may concern’ testimonials. If a 
candidate for a teaching post is not currently employed as a teacher, it is also advisable 
to check with the school, college or local authority at which they were most recently 
employed, to confirm details of their employment and their reasons for leaving.   
On receipt, references should be checked to ensure that all specific questions have been 
answered satisfactorily. The referee should be contacted to provide further clarification 
as appropriate: for example if the answers are vague. They should also be compared for 
consistency with the information provided by the candidate on their application form. 
Any discrepancies should be taken up with the candidate.   
Any information about past disciplinary action or allegations should be considered 
carefully when assessing the applicant’s suitability for the post (including information 
obtained from the Employer Access Online checks referred to previously).   
  

Single Central record  
  

  

  

There is a Single Central Register kept in school detailing every member of staff. This 
includes details of the rights of individuals to work in the UK.  
During induction for all staff, procedures for Safeguarding Children and reporting 
concerns are shared.  
The monitoring of the recruitment process and induction arrangements will be carried 
out by the Governing Body of Greenways School.  
The Head Teacher will be responsible for reporting staff turnover and reasons for 
leaving and monitoring the attendance of new staff at Child Protection training.  
It is important that this policy is read in conjunction with the school’s Child Protection 
Policy and Guidance.  
If supply staff are used then checks will be made regarding ensuring that agencies 
provide written evidence of in date enhanced DBS.  
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