
 

 

 

 

At Hungerford Primary Academy, we provide equality of opportunity. For us, inclusive education 

means tailored provision to meet the needs of all learners. We believe that quality learning takes 

place both inside and outside the classroom, and at the heart of our thinking is the commitment that 

all children are actively included and fully engaged. Our school is a working, cohesive community that 

removes barriers to learning and respects diversity in all its forms. We value differences in belief and 

opinion, customs, appearance, ideas and ability, and we always endeavour to be an inclusive school 

family. 

Safer Recruitment Policy 

Hungerford Primary Academy as an aware employer is committed to safeguarding and protecting 
the welfare of children and vulnerable adults as its number one priority. 
 
This commitment to robust Recruitment, Selection and Induction procedures extends to 
organisations and services linked to the school. 
 
We will:  

 Ensure that with immediate effect all appointments to posts will be subject to the Enhanced 
Disclosure regime. 

 Use County approved application forms which meet the Bichard Recommendations 
standards and assist safe and robust recruitment systems. 

 State in post adverts the above first paragraph regarding the school’s robust stance on safer 
recruitment. 

 Check IDs and professional qualifications on interview 

 Seek appropriate, written signed references for interview candidates. 

 Scrutinise Application Forms for gaps, unexplained periods of time and seek verifiable 
explanation.  

 Ensure that at least one member of each recruitment and selection panel has undergone 
appropriate Safer Recruitment training.  

 Ensure that when a positive DBS check is received the judgments made are at the 
appropriate level and consistent. 

 Ensure that the robust Recruitment and Selection processes we rely on are communicated to 
all who provide services on our behalf:  e.g. contractors, sports coaches, music tutors. 

DBS clearance is a requirement of any post meeting any one of the following criteria: 

 Has unsupervised access to children (regardless of regularity or duration). 

 Has supervised access to children or vulnerable adults on a regular basis. 

 Has substantial access to highly sensitive personal details relating to the care of children. 

The criteria apply equally to all types of employment, whether or not an established post, such 

as permanent, temporary, casual, supply, volunteer/unpaid, or self-employed.  If agencies are 

used, agency staff must be subject to the same checks as permanent staff, and it will be up to 

Headteacher to obtain and record confirmation from the agency that clearance has occurred.  

The criteria also apply to non-employment arrangements, acting on behalf of the Authority, such 

as Academy Governors, Elected Members, contractors. 

 



 

 

 

 

 

 

 

Recruitment and Selection Checklist 
Planning: Where the post is to be advertised, Timetable (visits, closing date, 
interview, start date), how applications are going to be received. JDQ & person spec 
prepared.  

Date 

Planning: Stuff to send out: application form, School Information, Code of Conduct, 
Safeguarding Policy 

 

Advert: Commitment to safeguarding statement, post, grade, hours, 
temp/permanent, subject to positive references, clear DBS check, medical clearance 
to perform role.  
Statement: At Hungerford, we have a strong commitment to promoting the welfare 
of our children and we consider Safeguarding to be a primary responsibility of All 
staff.  

 

Receipt of Applications: Scrutinise for gaps/discrepancies/anomalies. Long list.  

Prepare shortlist: with planned interview panel, Compare with JDQ and person spec. 
Remove monitoring information: race, gender, age etc 

 

References: Request both references using school’s agreed format, stipulating time 
limit. Follow up until received (at the latest one day before the interview).  

 

References: Check against application for and JDQ. Check for discrepancies and 
identify issues of concern. Follow up issues of concern by telephone.  

 

Invitation to Interview: send out invitation with details of time, location and duration 
of interview, and any task required. Also request: proof of identity, DBS supporting 
documentation, qualification certificates, proof of eligibility to work in the UK.  

 

Interview: Range of questions to explore suitability, safeguarding knowledge and 
beliefs and avoid hypotheticals. Tailor questions to the role and to the individual: 
compare information with Application form.  

 

Conditional Offer of Employment: conditional of successful DBS, positive reference 
and clearance form OHU screen. Follow up letter. Follow up with ESC to ensure 
documents are sent out in a timely fashion. (within one week of offer) 

 

DBS and conditions: Apply for DBS check. DBS barred list will be done by ESC – check.  
Check whether teacher is included on the prohibition or interim prohibition list. Link: 
Early years and extended services staff (F.S or Breakfast and After School clubs staff) 
need to complete the ‘by Association’ form.   

 

For teachers who have not shown QTS check DfE number and proof of QTS.   

DBS, eligibility and OHU: Receipt of OHU clearance, receipt of DBS certificate (and 
shown to Headteacher or SBM. BEFORE COMMENCEMENT DATE! 

 

Induction: H&S, Fire Procedures, Handbook, staff structure, Safeguarding policy, 
signposting to website & Staff Share. Mentor. Child Protection Basic Awareness 
Training. Identify Performance manager 

 

  

 

 


