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1 Scope

This code of practice is recommended for adoption by the governing bodies of all
schools though Catholic and Church of England voluntary aided schools may also refer
to the specific guidance published by the Catholic Education Service and National
Society.

The code applies to the recruitment and selection of all employees appointed by the
school, whether permanent or fixed-term and full-time or part-time. This includes
where the governing body provides extended services directly under the
management of school staff. Additional requirements apply to the recruitment of
members of the leadership group (head teachers, deputy head teachers and assistant
head teachers) and these are set out in separate guidance.

Schools should also apply relevant parts of the code of practice to the recruitment of
unpaid volunteers.

2 Purpose

The purpose of this code of practice is to ensure that the recruitment and selection
process is carried out in a fair, efficient and cost-effective manner and takes account
of relevant legislation and the school’s equalities policy. This should result in the
appointment of suitably qualified employees, minimise the risk of unlawful
discrimination and enable schools to compete effectively in the job market.

3 Roles and Responsibilities

= Governing body: The governing body has overall responsibility for all staff
appointments. Under the School Staffing (England) Regulations 2009 it may
decide to delegate responsibilities for appointing staff (except the head
teacher) to one or more governors, to the head teacher or to one or more
governors and the head teacher together. Statutory guidance is that
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governors should delegate the responsibility for staff appointments outside
the leadership group to the head teacher.

Members of the governing body may also be involved in dealing with
grievances or complaints from applicants.

. Person(s) delegated to make appointment decisions: Their role is to make
sure that the recruitment and selection process is carried out fairly and
without discrimination. They will:

. decide how the vacancy is to be filled;

. plan and manage the recruitment process;

. finalise the job description, person specification and advert;

. arrange appropriate selection panels and appoint a chair;

. select an applicant to appoint;

. make an offer of employment to the selected applicant and explain
that this is conditional;

. make sure all pre-appointment checks are satisfactory;

. ensure a single central record of recruitment and vetting checks is
maintained; and,

. ensure that children are not put at risk by failing to recruit staff in line

with the procedures to safeguard children.

= Chief Education Officer and Diocesan representatives: In community and
voluntary controlled schools the postholder designated as Chief Education
Officer has the right for his/her representative to attend and give advice on
teacher appointments. Voluntary aided schools in Newcastle accord these
rights to the Chief Education Officer’s representative and the relevant
diocesan authority.

. Recruitment administrator: S/he is responsible for managing the administration
of the recruitment and selection process and will:

" issue application forms and packs;

. detach equalities monitoring forms from the returned application form;

. send an interview letter and safe recruitment form to applicants;

= ask for references;

" inspect and copy proof of identity and qualifications documentation
provided by the selected applicant;

= send documentation to Employee Services to enable pre-appointment
checks to be carried out and a statement of terms and conditions to be
issued;

= maintain the recruitment file;

= maintain the single central record of recruitment and vetting checks;
and,

= complete equalities monitoring returns.
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. Employee Services: Providing that schools buy into an appropriate service
level agreement, Employee Services will:
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place adverts in external media at the request of the school;

include vacancies in the Council’s Customer Service Centre, jobs
bulletin and website;

carry out pre-appointment checks; and,

issue conditional letters of appointment, statements of main terms and
conditions and confirmation of appointment letters.



4 Legal Considerations

. Equalities legislation: Employers must not discriminate, either directly or
indirectly, against people because of a protected characteristic. This applies
to all aspects of the recruitment process from advertising jobs through to
appointing staff. In limited circumstances there can be a genuine
occupational requirement (GOR) to advertise for people of a particular age,
sex, race or ethnic origin, disabled status, sexual orientation or religion or
belief. The Equality Act (2010) prevents employers from asking applicants
questions about their health before offering them work or including in a pool
of successful candidates

. Disabled persons: An employer must make reasonable adjustments in the
recruitment and employment of disabled people. This can include
adjustments to recruitment and selection procedures, working arrangements
and physical changes to premises or equipment.

= Safeguarding children: This code of practice complies with DfE guidance on
safer recruitment and selection in education settings. It is a legal requirement
that all posts in schools require the appointed applicant to obtain an
enhanced certificate of disclosure and barred list check from the Disclosure
and Barring Service (DBS). Schools are required to maintain a single central
record of recruitment and vetting checks undertaken. The Governing Body
must ensure that at least one member of the appointment panel has
completed safer recruitment training.

. Preventing illegal working: Only applicants allowed to work in the UK under
the Immigration, Asylum and Nationality Act 2006 can be appointed. (See
Appendices 2 and 3 for further information)

. Data protection: People applying for jobs have a legal right to see the interview
notes under the Data Protection Act.

. Working time directive: The working time directive says that workers over the
age of 18 must not work (on average) more than 48 hours a week (40 hours a
week for people under 18). Appointed staff cannot work over 48 hours a
week.

5 Policy Statement

This policy recognises that recruiting a skilled and effective schools’ workforce is
important in improving the outcomes for children and young people in Newcastle.

It reflects the commitment of the governing body to:

= recruit the best staff, no matter what their age, sex, race or ethnic origin,
disability, sexual orientation or religion or belief;
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aim to make the workforce representative of the community that the school
serves and remove barriers to employment for under-represented groups;
safeguard and promote the welfare of children and young people;

recruit within the law and according to best practice; and,

treat applicants with dignity and respect.

The governing body expects all staff and volunteers to share this commitment.

It aims to:

ensure that governors, head teachers, managers and recruitment
administrators follow this policy and code of practice; and,
support them to do so by ensuring that they understand their
responsibilities and have access to appropriate training.

The governing body takes seriously any applicant who provides false information.
This could result in:

the applicant being rejected or summary dismissal of the employee if this
comes to light after s/he has started work; and
referral of the matter to the police and/or DfE.

Summary of the recruitment and selection process and its application

A summary of the recruitment and selection process is provided in Appendix 1.

The school will apply the recruitment and selection process as follows:

all stages of the recruitment and selection process will apply to paid
employees;

all stages will apply where unpaid volunteers are actively sought and there are
candidates about whom there is little or no recent knowledge; and,

a streamlined process will apply where a parent well known to the school is
approached: seeking references, checking to ensure others in the community
know of no concerns and can make a positive recommendation, conducting an
informal interview to gauge the person’s aptitude and suitability, undertaking
a Barred List Check (for paid employment) and obtaining an enhanced
certificate of disclosure from the DBS.

The school will not need to apply the recruitment and selection process where:

a volunteer is used on a one-off basis, for example accompanying a school trip
or helping at a school event, provided that the person is not to be left alone
and unsupervised in charge of children; or,

a volunteer is recruited by another organisation, for example sports coaches
from a local club, although the school should obtain assurance from that
organisation that the person has been properly vetted.

Define the vacancy
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. The following details need to be clear before starting the recruitment
process:

the job role;

whether teaching or support staff terms and conditions apply;

the pay and grading of the post;

whether the post is full- or part-time and, if part-time, the
number/pattern of hours of work;

in the case of support staff posts whether the post is required full year
round or part year and, if part year, the number/pattern of weeks to
be worked; and,

the duration of the contract to be offered to the appointed applicant.

= Posts within the school’s staffing structure are determined by the governing
body through the school staffing structure review process. This includes the
number, type and pay/grading of teaching and support staff posts.
Consultation with staff on job roles and job descriptions is also within this
process. The current school structure should be included as an annex to the
school’s ‘Pay Policy for Teachers and Support Staff’.

= The duration of the contract is determined by the governing body. The
factors to consider in whether the appointment is permanent or fixed-term
are set out in the ‘Policy and Procedure for Making Appointments and
Contractual Changes’.

8 Define the scope of the recruitment process

= All vacancies will normally be advertised to external applicants as well as
existing employees; this promotes open competition, avoids indirect
discrimination and attracts a wider field of applicants to select from.

. The school will restrict the recruitment process for a vacancy in the following
circumstances:

where there is an existing employee at the school who must be
considered for redeployment because s/he is under notice of dismissal
or at risk of dismissal on grounds of redundancy, ill-health, capability,
conduct (except gross misconduct), contravention of a statutory
enactment or for some other substantial reason and the vacancy may
be suitable alternative employment;

where the school structure review process has decided that the
appropriate method of appointment to the post is “ringfencing” or
“slotting in”.

. The school can choose to restrict the recruitment process for a vacancy in the
following circumstances:
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where the vacancy can be filled without advertising by converting an
employee’s contract from fixed-term to permanent (using the
procedure set out in the ‘Policy and Procedure for Making
Appointments and Contractual Changes’);

where the vacancy can be filled without advertising by transferring an
employee from another post within the school at the same grade (if
more than one person is interested in transferring, a selection
interview should take place);

where an employee asks to “step down” to a lower-graded job;

where a post is already covered by job sharing and one of the sharers
leaves as the remaining sharer can be offered the option of holding the
post full-time; or,

where a vacancy arises within six months of the same or an identical
one having been filled as the school may appoint one of the previously
unsuccessful applicants without advertising the position, as long as the
applicant meets all of the essential conditions and was deemed
appointable.

9 Define the post

= The job description is a statement of the purpose and responsibilities of the
post. The delegated person(s) must ensure it is up-to-date before the post is
advertised. Consultation with staff and consideration of the pay/grading is
needed if the proposed changes to the job description are significant.

. The job description must include:

the title of the post;

the grade;

the points score (support posts);

the post to which the holder is responsible;

the posts for which the holder is responsible;

the job purpose or main function;

the main duties and responsibilities;

the post’s responsibility for promoting and safeguarding the welfare of
children and young people;

a statement about the school’s commitment to safeguarding children
and young people, for example “We are committed to safeguarding
children and young people and expect all staff and volunteers to do the
same”; and

the date of the latest revision.

10 Decide if this vacancy has a genuine occupational requirement (GOR)

= In certain circumstances it is a genuine occupational requirement (GOR) to
advertise for people of a particular age, sex, race, sexual orientation,
disability status, religion or belief.
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. These circumstances are likely to be rare within community schools but, if
you consider that a GOR may apply, contact your human resources adviser
before taking further action.

. In voluntary aided schools a GOR may apply to some posts on the grounds
that the appointed applicant needs to be of a particular religion.
Consideration must be given to:

. the nature, type and role of the post (for example, whether the post is
responsible for leading school worship or providing Christian
leadership within all or part of the school); and,

. whether the post requires a detailed knowledge or commitment to a
religion which could only be obtained by being of that particular faith.

A GOR may be justifiable for the post of head teacher, deputy head teacher,
religious education teacher or chaplain in a voluntary aided school. Additional
guidance is published by the Catholic Education Service and Church of England
National Society. Schools should consult their HR adviser and Diocesan officer
for advice.

= Where the delegated person(s) decide that a GOR applies, a detailed written
record must be made of the reasons for the decision.

11 Define the person specification
. The person specification describes the skills and abilities needed to carry out

the post. The delegated person(s) must ensure it is up-to-date before the
post is advertised. It cannot be amended once the recruitment process has

begun.
. The person specification must only contain criteria that:
= are objective, fair, measurable and do not discriminate unlawfully; and,
. genuinely affect job performance and can be justified.
. The person specification must not include, unless there is objective
justification to do so:
. specific formal qualifications (that are not necessary to do the job);
. general qualifications as an entry requirement (for example, five
GCSEs);
= a specific number of years of experience (it should be defined in terms
of quality, level and type);
. age as a condition or as an indicator of experience or maturity; or,
= physical requirements that could exclude people with disabilities.
. The following requirements must be included in the person specification for
posts in schools:
= no adverse criminal record;
. any Genuine Occupational Requirement (GOR) that applies.
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There must also be a statement about the school’s commitment to
safeguarding children and young people, for example “We are committed to
safeguarding children and young people and expect all staff and volunteers to
do the same”.

. The person specification must identify the method that will be used to assess
applicants against each of the criteria. The recruitment process must involve
an interview that uses information collected from other sources, for example,
a job application form, references and so on. It is not essential, but strongly
recommended, that at least one other method of assessment, such as a
lesson observation, occupational test, work sample or practical job-related
exercise, is used to give unbiased information.

12 Plan the recruitment exercise

] The delegated person(s) should identify the key timescales for the different
stages of the recruitment process and allow sufficient time at each stage so
that safeguarding requirements are met. For example, the process must
allow references on short-listed candidates to be obtained before interview.

= Applicants should be given advance notice of the planned interview dates in
the advert or application pack.

. In the case of a teaching appointment, the plan may need to consider
resignation dates in case the selected applicant is already employed as a
teacher. These are:

. Autumn Term: 31 October (30 September for head teachers)
. Spring Term: 28 February (31 January for head teachers)
. Summer Term: 31 May (30 April for head teachers).

13 Prepare the job advert

. Except as detailed in the ‘Define the vacancy’ section above, all vacancies will
be available to both external and internal applicants. The delegated person(s)
must prepare an advert, decide the publications it is to be placed in and the
closing date (usually two weeks later).

= The City Council’s external advertising agency can place adverts in all
publications or the school may make its own arrangements. Advice on
copywriting is available free of charge and, unless the school opts out, the
agency will edit adverts appearing in the Evening Chronicle composite to
ensure cost-effectiveness. Only schools that agree to the City Council’s
equalities policy can place adverts in the Council’s composite advert in the
Evening Chronicle.

. All adverts placed via Employee Services are also publicised in the Council’s
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Customer Service Centre, weekly jobs bulletin and public website at no
additional cost.

. The delegated person(s) should give Employee Services:

an advert request form including the publication(s) and date(s) the
advert is to appear in and the closing date;

the text of the proposed advertisement including a statement about
the school’s commitment to safeguarding children and young people
(for example “We are committed to safeguarding children and young
people”), the need for the selected applicant to obtain an enhanced
certificate of disclosure and barred list check from the DBS and any
Genuine Occupational Requirement (GOR) that applies; and,

the job description and person specification for the post.

14 Decide the content of the application pack

= People enquiring about a job must receive:

the job advert;

an application form;

the job description and person specification;

the safe recruitment form that includes information about the pre-
appointment checks that will be made on the short-listed and
appointed applicants; and

any additional information about the school or job that the delegated
person(s) decide to provide.

. There are two application forms available. Both include all of the
requirements for safer recruitment in education settings. The delegated
person(s) must decide which form is most appropriate for the post being
advertised:

Form 1 is appropriate for all teaching and most support staff jobs;
Form 2 is appropriate for support staff jobs with no or limited entry
requirements.

The job application form is divided into three sections. Part A covers personal
details, part B covers experience, qualifications and skills, and part C covers
equality monitoring. CV’s cannot be accepted under any circumstances.

= The Catholic Education Service provides application forms for teachers and
support staff. The National Society provides application forms for teachers
and head teachers in Church of England voluntary aided schools.

15 Set up the recruitment file

= The recruitment administrator must set up a recruitment file and update it
during the recruitment process. It must be retained for 12 months and
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include copies of the following:

job description, person specification and any additional information
provided to applicants;

a written record of the reasons for a Genuine Occupational
Requirement (if this applies);

job advert;

application forms;

safe recruitment form;

equality monitoring forms;

record of shortlisting decisions;

interview notes and a record of the decisions made and reasons why;
test results and other forms of assessment (if this applies);
reference request letters and references received;

rejection letters; and

all other correspondence relating to the appointment.

. Additional documentation for the appointed applicant is set out in the ‘Offer
of employment and pre-appointment checks’ section below.

16 Handling applications

16.1 Sending out applications

The recruitment administrator will send out the application pack to
applicants. S/he should amend the instructions at the end of part A
(personal details) of the application form to state where completed
forms should be returned to.

16.2 Receiving and acknowledging applications
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When the form is returned the recruitment administrator will remove
part C (equalities monitoring) of the application form, the recruitment
monitoring information section of the CES application form or part E
(additional information and equalities monitoring sheet) of the
National Society application form. This is used for monitoring purposes
only and must not be seen by anyone involved in the selection process.

The recruitment administrator should scrutinise the application form
and safe recruitment form to ensure that they are fully completed.
Incomplete forms should not be accepted and returned to the
applicant for completion.

Completed forms should be returned by the closing date. The
recruitment administrator will contact the delegated person(s) to ask if
they will accept any applications received after the closing date. Late
applications should not be accepted once the short-listing process has
started.



. The school will not acknowledge application forms or contact people
who have not been short-listed due to the costs involved.

16.3 Alternative formats

. Disabled people may choose to apply for jobs in Braille, on audio tape
orin large print. Advice on these formats is available from Employee
Services.

. An applicant who cannot fill in a job application form themselves (for

example, because of reading or writing difficulties or a disability)
should still be considered, unless this is directly relevant to the job. In
such cases, they may get help to fill in the form. .

16.4 Applicant’s relationship with a governor or senior staff

. An applicant must tell us about any relationship with a governor or
senior staff in the school where they are applying for a post

. Under the ‘Code of Conduct for Staff Employed in Schools’ staff must
tell the head teacher on form CCES.2 about their relationship to an
applicant for a job in the school.

16.5 Canvassing

" Any applicant who canvasses (tries to use their relationship to gain an
advantage in the recruitment process) or allows someone to canvass
on their behalf will be disqualified.

. Unless they are related to or have a close personal relationship with
someone applying for a job, governors and employees are allowed to
act as referees for an applicant for a post in the same school. If they
are involved in the recruitment process (short-listing or interviewing) it
must be an employment reference, not a personal reference.

16.6  Declaring outside interests and other employment

. People applying for a support staff job over spinal column point 30
must not carry out any other business or take up additional
appointments without the school’s permission.

17 Short-list applicants

17.1 Short-listing process

= Applications should be short-listed by at least two people who will be
involved in the final interview panel. As far as possible, the people
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short-listing for each post should be a reasonable balance of men and
women.

. All applications should be scrutinised to ensure that the information
provided is consistent and does not contain any discrepancies. Any
gaps in employment should also be identified. Any anomalies or
discrepancies or unexplained gaps in employment should be noted and
consideration of the totality of these may influence whether the
applicant is short-listed.

. The people creating the short-list review each application form and
assess that applicant against the person specification for the post. Any
applicant who does not meet the minimum essential conditions should
not be included on the short-list. A record of each decision should be
made on the short-listing form.

. The delegated person(s) are responsible for the security and
confidentiality of the application forms.

. The short-listing form should be returned, together with the
application forms of the successful and unsuccessful applicants, to the
recruitment administrator.

. It is policy to interview all disabled applicants who meet the essential
requirements for the post. The recruitment administrator is
responsible for reviewing the short-listing form against the equalities
monitoring forms (which were separated from the application forms
on receipt) to identify any disabled applicants who have not been
short-listed. The delegated person(s) responsible for short-listing will
add to the short-list any disabled applicants who meet the essential
conditions.

17.2 Contacting short-listed applicants
. The recruitment administrator will check if any of the short-listed
applicants have asked for special interview arrangements on the

application form and make the necessary arrangements.

. The recruitment administrator will send a letter to the short-listed
applicants inviting them to an interview.

17.3  Take up references and verify facts
= All short-listed applicants must provide two referees, one of which

must be the current or most recent employer. References must be
requested direct from the referee. References provided by the
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applicant or open references addressed “to whom it may concern”
should not be considered.

Written references must be requested before the final selection stage
and made available to the people carrying out the interview. The
recruitment administrator will write to the referees and enclose the
reference request form, job description and person specification.

In exceptional circumstances it may not be possible to obtain
references prior to interview, either because of delay on the part of
the referee or because the candidate strongly objects to the current
employer being approached at this stage but that will be the aim in all
cases. Itis up to the delegated person(s) to decide whether to agree to
a candidate’s request to approach their current employer only if s/he is
the preferred applicant after the interview.

If a short-listed applicant claims to have some specific qualification or
previous experience that is particularly relevant to the post that will
not be verified by a reference, the delegated person(s) should
telephone the relevant previous employer and ask for written
confirmation of the facts.

18 Interview and assessment

18.1 Interview panel
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The interview panel must include the delegated person(s) making the
appointment. One-to-one interviews are not acceptable and, as far as
possible, the panel should have a reasonable balance of men and
women.



At least one member of the panel must have undergone appropriate
Safer Recruitment training.

People other than the delegated person(s) can be on the interview
panel. This may include people external to the school, for example,
where there are partnership arrangements in place. Their role should
be viewed as advisory and only the delegated person(s) can make the
final decision on appointing staff.

The panel must meet before the interviews to:

. agree their interview questions to assess the relevant criteria on
the person specification; and,
. consider the issues to be explored with each candidate based

on the information provided in the application form, safe
recruitment form and references.

18.2 Conducting the interview
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All applicants must be asked a series of standard questions. It is
acceptable to follow up the standard questions with related questions
to make sure the applicant has the opportunity to demonstrate their
knowledge or to expand on the information they have given on their
application form. The interview panel must always ask for information
about previous employment and get satisfactory explanations for any
gaps in employment/education or discrepancies in the information
provided.

The selection process for all posts in schools must include an
assessment of each applicant's suitability to work with children.
Appropriate questions must be asked at interview to assess this
including the applicant’s:

. attitude towards children and young people and their
motivation to work with them;

° ability to form and maintain appropriate relationships and
personal boundaries with children;

° emotional resilience in working with challenging behaviours;
and,

° attitudes to discipline.

The interview panel must discuss the safe recruitment form with each
applicant, even if no convictions have been declared. The delegated
person(s) must consider the requirements of the ‘Code of Practice on
the Disclosure of Criminal Convictions for Schools’.

Where there is a discrepancy or concern about the information
provided by a referee, the interview panel must discuss this with the
applicant. If references have not been received before the interview,



the applicant must be asked at interview if there is anything s/he
wishes to declare or discuss in light of the questions that have been
put to the referee.

The interview panel must use an interview record form to record the
guestions asked and to summarise each applicant's answers. It must
show how each applicant has met (or not met) the person
specification. Interviewers should summarise the evidence presented
by the applicant.

At the end of the interview, the panel should discuss the responses
given by each applicant and agree who best meets the person
specification and the reason why. A summary of their decision must be
recorded on an applicant assessment form. This must have enough
detail to make sure that the reason for the decision is clear in case of
any future complaint about the recruitment process.

18.3 Other forms of assessment

Observing applicants as part of the formal assessment process is an
ideal opportunity to assess how they interact with children and young
people. This may be by observing a lesson or through a structured task
that directly involves children, young people, parents and carers or
other stakeholders in the recruitment process. The delegated
person(s) must make sure that they are effectively briefed on their role
within the process.

Reasonable adjustments must be made for disabled persons where the
assessment method would put them at a disadvantage. The applicant
may need to complete tests or presentations in alternative formats, be
allowed more time or have a support worker.

18.4  Contacting interviewed applicants
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The delegated person(s) must make arrangements to tell short-listed
applicants the outcome of their application as soon as possible.
Applicants with a sight or hearing difficulty must be contacted in the
appropriate way, for example, a phone call or in Braille for people with
a sight difficulty or by letter or minicom for people with a hearing
difficulty.

Both internal and external applicants may ask for feedback on how
they performed during the selection process. If asked, the delegated
person(s) should make arrangements for this to happen.



19 Offer of employment and pre-appointment checks

19.1 Conditional offer of employment

Any offer of appointment must be made on the condition that the
applicant satisfactorily meets all of the pre-appointment checks
required by the post. These are listed in Appendix 2. Itis the
responsibility of the delegated person(s) making the appointment to
ensure that the checks have been carried out, decide whether the
outcome is satisfactory and ensure that school’s single central record
of recruitment and vetting checks is updated.

There is a duty to make reasonable adjustments for disabled people.
Disabled applicants should be asked about workplace adjustments only
if they are selected for the job. The job offer should be on the
condition that reasonable adjustments can be made.

In the case of community and voluntary controlled schools the local
authority must appoint the selected candidate unless they fail to meet
one of the requirements relating to qualifications, health and physical
capacity, professional registration or conduct.

19.2 Documentation requirements
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The recruitment administrator must take to all reasonable steps to
check that the following documents are original and valid, and be
satisfied that the applicant is the person named in the document
before copying for the selected applicants:

. identity documents including photographic evidence;

. the specific proof of identity documents required for an
application for an enhanced certificate of disclosure from the
DBS;

. the specific proof of identity documents required to show the

right to work in the UK or any documents required to submit an
application for entry clearance or leave to remain in the UK
under the points based immigration system; and,

= certificates, diplomas or letters of confirmation for the
academic qualifications that the applicant has stated on their
application form.

The head teacher must sign the appointment instruction form before it
is sent to Employee Services. This confirms those pre-appointment
checks that have already been satisfactorily completed and gives
instructions for the remainder to be done.



The recruitment administrator must send the appointment instruction
form to Employee Services with a copy of:

. the appointed applicant’s application form;

] references received;

= the safe recruitment form;

. proof of identity documents obtained;

. the employee appointment/changes form confirming the key
terms and conditions of the post; and,

. any interview expenses claimed.

Copies of these documents should also be kept on the individual’s
personal file in the school and a record maintained of when the
outstanding pre-appointment checks are satisfactorily met.

Employee Services will take up the outstanding pre-appointment
checks; reminders for outstanding references will be issued on 2
occasions; if references are not provided no further reminders will be
issued. A memo will be sent to the head teacher confirming this and
the assumption that the school has obtained the required references
held on the school files.

Employee Services will issue an appointment letter and statement of
main terms and conditions to the appointed applicant. This is
regardless of whether a provisional start date has been identified or
not.

19.3 Identifying a start date

The selected candidate must not be confirmed in post or start work
until all the pre-appointment checks in Appendix 2 are satisfactorily
completed.

The only exception is that the delegated person(s) do have discretion
for an individual to start work before the enhanced certificate of
disclosure is received from the DBS, subject to certain conditions.
These are set out in the ‘Code of Practice on Disclosure of Criminal
Convictions for Schools’. If this discretion is used, the head teacher
must sign a declaration form confirming that these conditions are met
and send this to Employee Services.

19.4  Starting salary
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The arrangements for starting salaries are set out in the school’s ‘Pay
Policy for Teachers and Support Staff’.

In the case of support staff the starting salary is usually the lowest
point of the grade for the post. Exceptions are allowed in certain



circumstances, for example, where the employee would not otherwise
receive an increase in pay.

19.5 Confirming the appointment

Employee Services will write to the selected applicant to confirm their
appointment once all pre-appointment checks are satisfactorily
completed and the start date and starting salary are agreed.

A record of all pre-appointment checks will be retained on the
employee’s personal file in Employee Services. Employee Services will
notify the delegated person(s) of the outcome of the checks so that
the school can maintain its single central record of recruitment and
vetting checks.

19.6 Interview expenses

Community schools must follow the Council’s policy on interview
expenses. This may also be adopted by the governing bodies of other
schools.

Interview expenses are paid to applicants at the rates set out in the
policy once the interview process is complete. Expenses are not
refunded if an applicant withdraws or turns down an offer of
employment. The expenses of the appointed applicant are paid when
they start work.

Additional expenses may be paid to meet any reasonable requirements
for a disabled person attending an interview. This could include
travelling expenses for a support worker or the reasonable cost of
travelling by taxi rather than bus or train.

19.7 Resettlement Scheme

The governing body has discretion to pay the appointed candidate
appropriate expenses if they need to relocate. Community schools
must follow the Council’s resettlement scheme. This may also be
adopted by the governing bodies of other schools.

20 Equalities monitoring

. The recruitment administrator is responsible for collating equalities
monitoring information on applicants and appointments to the timetable
provided by the local authority.

. The local authority is responsible for publishing this information on an annual
basis, identifying trends and making an action plan.
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21 Complaints

. If anyone applying for a job believes that they have been unlawfully
discriminated against during any part of the recruitment and selection
process, they have the right to make a complaint within three months.
Internal applicants within the school should submit their complaint under the
formal stage of the school’s ‘Grievance Procedure’, which will be investigated
within the timescales set out in that procedure. External applicants should
submit their complaint in writing to the chair of governors, which will be
investigated within a reasonable timescale.

= If a complaint that an applicant has been unlawfully discriminated against is
upheld, the solution offered will usually be for the person who made the
complaint to re-join the selection process. Examples of solutions are:

. if an applicant is not included on the short-list and there is no justified
reason for this, they may be put on the short-list for the job or for
another appropriate vacancy;

. if the questions asked at the interview are considered to be unfair, the
applicant's suitability may be reassessed and another interview
arranged for that job or another appropriate vacancy;

. if it is found that the person making the complaint was the best person
for the job, they may be offered either that job or another appropriate
vacancy;

" if it is found that the school has failed to make a reasonable

adjustment for a disabled person who has been made a conditional
offer of appointment and the post is still vacant, the adjustment will be
made with an offer for that job; or,

. if it is found that the school has failed to make a reasonable
adjustment and the post applied for has been filled, arrangements will
be made to interview the disabled person for another suitable vacancy
and to make reasonable adjustments if the person is selected.

In the case of applicants to community schools these solutions may apply to
jobs within the school or to posts in Directorates within the City Council. In
the case of applicants to voluntary aided schools these solutions can only
apply to jobs within the school.

22 Monitoring and review

Feedback is encouraged from governing bodies and head teachers on the
effectiveness of this policy and code of practice. It will be reviewed on a regular basis
to ensure it is appropriate in light of recommended best practice and complies with
statutory regulations. Inthe event of any conflict with statutory regulations, the

legal provisions will have precedence over this procedure in all cases.
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Governing bodies should monitor the application of this policy and code of practice,
particularly to ensure that their practices comply with it and are not discriminatory.

Revision Record of Published Versions

Author Creation Date Version Status

HR Services 10 January 2007 1.0 Approved by Executive Director of
Children’s Services

Changed by Revision Date

HR Services 19 January 2007 2.0 Minor update

HR Services 31 December 2007 3.0 Approved by Executive Director of
Children’s Services

HR Services 18 July 2008 4.0 Approved by Executive Director of
Children’s Services

HR Services 1 December 2010 5.0 General update and changes from
Equality Act

HR Services 17 April 2012 6.0 General update

HR Services 20 August 2013 7.0 General update

HR Services 05 August 2014 8.0 General update

HR Services Autumn 2014 9.0 General update

HR Services Autumn 2016 10.0 General update

HR Services Summer 2018 11.0 General update
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Appendix 1 — Summary of Recruitment and Selection Process

1.

10.

11.

12.

13.

14.

15.

16.

17.

Define the vacancy

job role

b. payand grading

c. hours and weeks to be worked
d. duration of the contract

Q

Define the scope of the recruitment process
a. is it appropriate to restrict the recruitment process?

Define the job description
Decide if this vacancy has a Genuine Occupational Requirement (GOR)
Define the person specification
Plan the recruitment exercise
a. timescales for advert, closing date
b. who will be involved and responsibilities
c. resources needed
Prepare the job advert
a. text of advert
b. publications and dates
c. closing date
Decide the content of the application pack
Set up the recruitment file
Handle applications
Short-list applicants
Contact short-listed applicants
Take up references and verify facts
Interview and assessment
Make conditional offer of employment

Undertake pre-appointment checks

Confirm the appointment
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Appendix 2 — Pre-Appointment Checks

Overview

Pre-appointment checks are key to ensure that children are safeguarded and the risk
of harm from those who are in contact with them is minimised.

Everyone selected for appointment to a teaching or support staff post in a
maintained school must satisfy checks on:

= identity;

. criminal convictions (DBS);

. Barred list check (List 99);

= the right to work in the UK, or gain entry clearance or the right to remainin
the UK under the points based immigration system;

= academic qualifications

= Prohibition check; EEA Regulatory body check

. medical fitness.

In accordance with safer recruitment practices, the following checks should also be
undertaken:-

= 2 written references, one of which must be from the current or most recent
employer. Where the current employment does not involve working with children
but a previous employment did, a reference should be obtained from the previous
employer.

. Full employment history and satisfactory explanation for any gaps in
employment

Teachers must have qualified teacher status, except in limited circumstances.

Additional checks may be necessary for newly appointed staff who have lived outside
of the UK.

The delegated person(s) must ensure that information on pre-appointment checks is
included in the school’s single central record of recruitment and vetting checks.

The delegated person(s) must report the facts to the police and/or the DfE Children’s

Safeguarding Operations Unit where:

. the selected applicant is found to be on the Barred List (List 99) or the PoCA
list or the DBS disclosure shows s/he has been disqualified from working with
children by a court;

. an applicant has provided false information in, or in support of, his/her
application;

. there are serious concerns about an applicant’s suitability to work with
children; or

. there are medical grounds for barring a person from working with children.
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The delegated person(s) should notify the DfE where they have refused employment,
paid or unpaid, to an individual on the basis of the DBS disclosure information and
where s/he does not already appear on the Barred list check.

Identity

The delegated person(s) must make sure that the selected applicant is who he or she
claims to be. Proof of identity such as a birth certificate, driving licence or passport
combined with evidence of address must be seen. Some form of photographic
identity should be seen except where for exceptional reasons none is available.

Proof of identity is also required for an application for a certificate of disclosure from
the DBS and to confirm the selected applicant has the right to work in the UK.

Criminal Convictions

The delegated person(s) must ensure that the selected applicant does not have an
adverse criminal record. All new staff appointed to the schools workforce need an
enhanced certificate of disclosure and barred list check from the DBS under the
School Staffing (England) (Amendment) Regulations 2006.

The procedure for obtaining a disclosure and deciding whether it is satisfactory is set
out in the ‘Code of Practice on Disclosure of Criminal Convictions for Schools’. This
includes the need to check proof of identity to make an application to the DBS for an
enhanced certificate of disclosure and barred list check. There is a list of acceptable
proof of identity documents (which is different to the list of acceptable proof of
identity documents required for the right to work in the UK below).

Barred List Check

The delegated person(s) must ensure that the selected applicant is not barred from
working with children.

The Barred List is a confidential document kept by the Department for Education
which contains the names, dates of birth, National Insurance numbers and, in the
case of teachers, the teacher reference numbers, of people who have been stopped
or restricted from working in certain jobs by the Secretary of State. A Barred List
Check is required for all posts in schools.

The POCA list is managed by the Department for Education on behalf of the
Department of Health (DH). It lists people banned from working with children. A
POCA list check is required for posts in residential establishments.

The enhanced certificate of disclosure from the DBS does not automatically contain
details of whether the person is included on the Barred List Check and/or the POCA
list. A separate Barred List check is required if the DBS certificate of disclosure
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remains outstanding and the delegated person(s) have used their discretion to allow
the person to begin work.

Right to work in the UK

The delegated person(s) must ensure that the selected applicant has the right to
work in the UK.

The delegated person(s) must make sure that the documents presented as proof
belong to the selected applicant, and that they allow the applicant to do the type of
work they are being appointed to do. If an applicant gives two documents which
have different names, ask them for a further document to explain the reason for this,
such as a marriage certificate, a divorce decree, a deed poll or statutory declaration.

The proof of eligibility to work in the UK will either show an ongoing right to work in
the UK (List A) or it will show an entitlement to work in the UK for a limited period
only (List B). These lists are attached as Appendix 3

If you appoint someone who provides the specified documents from List B you must make
repeat checks at least once every 12 months to ensure the employee can still work legally
in the UK.

Further advice is available if you wish to appoint someone who is from Bulgaria or
Romania, or from the Czech Republic, Estonia, Hungary Latvia, Lithuania, Poland, Slovakia
or Slovenia, or someone who is not an EEA national

Where the selected applicant does not have the right to work in the UK, the school
can submit an application to the UK Border Agency to gain entry clearance or the
right to remain in the UK for the individual. This application will be made under the
appropriate tier of the points based immigration system where this applies.

Academic qualifications

The delegated person(s) must always check that the person selected has actually got
the academic or professional qualifications that are legally required for the post and
should check any others that they claim they have on their application form. Schools
can do this by asking to see the relevant certificate or diploma, or a letter of
confirmation from the awarding institution. If original documents are not available,
the school must ask to see a properly certified copy.

Prohibition Check

The delegated person(s) must ensure that a prohibition check is carried out for those
applying for a teaching post to ensure that they are not subject to a prohibition order
which prevents them from teaching. This also includes a check of any restrictions
imposed by another EEA regulatory body.

References
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. The delegated person(s) must make sure that two satisfactory references are
received for the selected candidate, one of which must be from the current or most
recent employer. The references must be scrutinised and any concerns resolved
satisfactorily before the appointment is confirmed.

. If the applicant is not currently working with children but has done so in the past, the
delegated person(s) should contact their previous employer to make sure they are
suitable to work with this group.

= The reference request should remind the referee that they have a responsibility to

ensure that the reference is accurate, that relevant factual content of the reference

may be discussed with the applicant and they may be subsequently contacted for

clarification of any part of a reference. As all posts in schools involve working with

children it should ask:

= about the referee’s relationship with the applicant, for example, the nature of
any working relationship, how long the referee has known the applicant and
in what capacity;

= whether the referee is satisfied that the person has the ability and is suitable
for the post based on the criteria in the person specification;
= whether the referee is completely satisfied that the candidate is suitable to

work with children and, if not, for specific details of the referee’s concerns
and the reasons for these.

Where the referee is the applicant’s current or previous employer in work with
children, it should also ask:

. confirmation of the applicant’s current post, employment dates, position
held, salary record;

. specific verifiable comments about the applicant’s performance history and
conduct;

. details of any current disciplinary procedures the applicant has been subject
to in which the disciplinary sanction is current;

. details of any disciplinary procedures the applicant has been subject to

involving issues related to the safety and welfare of children or young people
including any in which the disciplinary sanction has expired and the outcome
of those; and,

. details of any allegations or concerns that have been raised about the
applicant that relate to the safety and welfare of or behaviour towards
children or young people and the outcome of those concerns, for example
whether the allegations or concerns were investigated, the conclusion
reached and how the matter was resolved.
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If the delegated person(s) telephone the referee for more information, a written
record should be made and attached to the reference received from that referee.

The reference should be compared to the application form to ensure that the
information provided is consistent. Any discrepancy in the information should be
taken up with the applicant.

Any information about past disciplinary action or allegations should be considered by
the delegated person(s) in the circumstances of the individual case. Cases in which
an issue was satisfactorily resolved some time ago or an allegation was unfounded or
did not require formal disciplinary sanctions, and in which no further issues have
been raised are not likely to cause concern. More serious or recent concerns or
issues that were not resolved satisfactorily are more likely to cause concern. A
history of repeated concerns or allegations over time is also likely to give cause for
concern.

Previous employment history

The delegated person(s) must discuss previous employment history with applicants
at interview and ensure that there is a satisfactory explanation for any gaps in
employment.

If an applicant for a teaching post is not currently employed as a teacher, the
delegated person(s) should also check with the school, further-education institution
or local education authority at which they were most recently employed to confirm
details of their employment and their reasons for leaving.

Medical fitness

Anyone appointed to a post involving regular contact with children or young people
must be medically fit. The delegated person(s) should consider advice from the
Council’s Occupational Health service.

The selected candidate will be asked to complete a confidential medical
questionnaire. This is assessed by Occupational Health and s/he may be asked to
attend Occupational Health in person to assess their fitness for that particular post.

Attendance Record

The Equality Act prevents employers from asking any health related questions
before a job offer is made. Successful applicants will be asked for details of their
absence record on the EAS11 Employee Details Form. The delegated person(s)
must be satisfied that this is acceptable before a final offer is confirmed
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Additional checks for staff who have lived outside the UK in the last 5 years

DBS Disclosures will not generally show offences committed by individuals whilst living
abroad. Therefore in addition to an enhanced DBS Disclosure and barred list check, if an
applicant has worked or lived overseas in the previous 5 years where possible you should get
a check of the applicant’s criminal record from the relevant authority in that country or
additional checks such as obtaining certificates of good conduct from relevant embassies or
police forces are necessary.

Further information on obtaining criminal record checks for those who have lived or worked
abroad can be obtained from the DBS.

A certificate of good conduct and any other references should be obtained from potential
overseas employees. The standard of foreign police checks varies. To find out the standard,
you should contact either the authorities in a particular country, or their embassy.

Either you or the employee should obtain a certified translation of the certificate of good
conduct. The DBS does not offer a translation service.

If it is not possible to get this information within a reasonable time scale, the delegated
person(s) must take extra care in taking up references and carrying out other background
checks. For example, additional references should be sought and references followed up by
telephone as well as letter.
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Appendix 3

Preventing lllegal Working

Step 1 You must ask for and be given acceptable document(s)
Step 2 You must check the validity of the document(s)

Step 3 You must take and verify a copy of the document(s)
Step 1 Acceptable Documents

Lists of acceptable documents for right to work checks

List A

Acceptable documents to establish a continuous statutory excuse

A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen or a
citizen of the UK and Colonies having the right of abode in the UK.

A passport or national identity card showing the holder, or a person named in the passport as the child of the holder,
is a national of a European Economic Area country or Switzerland.

A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office to a national of a
European Economic Area country or Switzerland.

A Permanent Residence Card issued by the Home Office to the family member of a national of a European Economic
Area country or Switzerland

A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder
indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK.

A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay
indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating
that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together
with an official document giving the person’s permanent National Insurance number and their name issued by a
Government agency or a previous employer.

A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents
or adoptive parents, together with an official document giving the person’s permanent National Insurance number
and their name issued by a Government agency or a previous employer. Note - if your birth or adoption certificate
differs to your current name you must provide proof to support the change of name, i.e marriage certificate, divorce
papers, deed poll, etc.

A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official
document giving the person’s permanent National Insurance number and their name issued by a Government
agency or a previous employer.

10.

A certificate of registration or naturalisation as a British citizen, together with an official document giving the
person’s permanent National Insurance number and their name issued by a Government agency or a previous
employer.

List B

Group 1 — Documents where a time-limited statutory excuse lasts until the expiry date of leave

1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the
type of work in question.

2. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder
which indicates that the named person can currently stay in the UK and is allowed to do the work in question.

3. A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by the Home

Office to a non-European Economic Area national who is a family member of a national of a European Economic Area
country or Switzerland or who has a derivative right of residence.
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A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a
valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in
question, together with an official document giving the person’s permanent National Insurance number and their
name issued by a Government agency or a previous employer.

Grou

p 2 — Documents where a time-limited statutory excuse lasts for 6 months

A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the Immigration
(European Economic Area) Regulations 2006, to a family member of a national of a European Economic Area country
or Switzerland stating that the holder is permitted to take employment which is less than 6 months old together
with a Positive Verification Notice from the Home Office Employer Checking Service.

An Application Registration Card issued by the Home Office stating that the holder is permitted to take the
employment in question, together with a Positive Verification Notice from the Home Office Employer Checking
Service.

A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective
employer, which indicates that the named person may stay in the UK and is permitted to do the work in question.

DISCLOSURE AND BARRING SERVICE (DBS) — GUIDANCE FOR APPLICANTS

Please note

All documents provided must be in your current name, for guidance on birth/adoption
certificates see below.

One document must confirm your date of birth.

At least one document must confirm your current address.

Route One check - you must provide: - 3 documents which include at least one Group 1
document.

e 1 document from Group 1 and

e 2 further documents from Group 1, 2a or 2b; one of which must verify your current address.

Non-UK/Non-EEA Nationals: Must provide the following combination of documents:
e Current Passport or current UK Driving Licence (photo card only); and
e 2 further documents from Group 2a or 2b one of which must verify your current address.

If you are unable to provide the required documents for a Route One check please telephone
0191 211 5205 or email jobs@newcastle.gov.uk.

LIST OF VALID IDENTITY DOCUMENTS ORIGINALS ONLY - photo copies and documentation printed

from

Grou

the internet are not acceptable

p 1: Primary Trusted Identity Credentials

Passport - any current and valid passport

Biometric residence permit - UK

Current driving licence photo card - UK/Isle of Man/Channel Islands and EU (full or
provisional) all licences must be valid.

Birth certificate - issued within 12 months of birth - UK & Channel Islands - including those
issued by UK authorities overseas, e.g. Embassies, High Commissions and HM Forces. Note —
if your birth certificate differs to your current name you must provide proof to support the
change of name, i.e. marriage certificate, divorce papers, deed poll etc.

Adoption certificate - UK and Channel Islands. Note — if your adoption certificate differs to
your current name you must provide proof to support the change of name, i.e. marriage
certificate, divorce papers, deed poll etc.
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Group 2a: Trusted Government/State issued Documents

e Current driving licence photo card — (full or provisional) all countries outside the EU
(excluding Isle of Man and Channel Islands.

e Current driving licence (full or provisional) - paper version (if issued before 1998) — UK/Isle of
Man/Channel Islands and EU.

e Birth certificate issued after time of birth - UK and Channel Islands. Note — if your birth
certificate differs to your current name you must provide proof to support the change of
name, i.e. marriage certificate, divorce papers, deed poll etc.

e Marriage/civil partnership certificate - UK and Channel Islands

e HM Forces ID Card - UK

e Fire Arms licence — UK, Channel Islands and Isle of Man

- All driving licences must be valid

Group 2b: Financial/Social History Documents

e Mortgage statement - UK or EEA**

e Bank or building society statement — (online prints not acceptable) UK and Channel Islands or
EEA *

e Bank or building society account opening confirmation Letter — UK *

e Credit card statement - UK or EEA*

e Financial statement e.g. pension or endowment - UK**

e P45 or P60 statement - UK and Channel Islands**

e Council tax statement -UK and Channel Islands **

e  Work permit or visa - UK (valid up to expiry date)

e Letter of sponsorship from future employment provider - Non-UK or Non-EEA only - valid
only for applicants residing outside of the UK at time of application — must still be valid

e Utility bill - UK - Not mobile telephone bill*

e Benefit statement* - e.g. Child Benefit, Pension UK*

e Central or local government, government agency or local council document giving
entitlement e.g. from the Department for Work and Pensions, the Employment Service,
HMRC - UK and Channel Islands*

e EU National ID card - must still be valid

e Cards carrying the PASS accreditation logo - UK and Channel Islands - must still be valid

e Letter from head teacher or college principal — UK for 16 to 19 year olds in full time
education only used in exceptional circumstances if other documents cannot be provided

Please Note: If a document in the list of Valid Identity Documents above is:
e Denoted with * - it should be less than three months old.
e Denoted with ** - it should be issued within the past 12 months.
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Step 2 Validity of Documents

You must satisfy yourself that the documents are genuine and that the person presenting
the documents is both the rightful holder and allowed to do the type of work you are
offering.

PwnNnpE

Are photographs consistent with the appearance of the person?

Are the dates of birth listed consistent with the appearance of the person?

Are expiry dates for limited leave to enter or remain in the UK in the future?

Do any endorsements show the person is able to work for you and do the type of work
you are offering?

5. Are you satisfied that the document is genuine, has not been tampered with and belongs
to the holder?
6. Have you asked for further documents to explain why you have been given documents
with different names?
Step 3 Copies of Documents

You must take a copy of the documents in a format which cannot later be altered and retain
them securely.

If one of the documents is a passport then you must photocopy or scan:

The front cover and any pages providing the holder’s personal details; their nationality;
photograph; date of birth; signature; date of expiry and biometric details; and

Any pages containing UK Government endorsements’ showing the person is allowed to
work in the UK and carry out the work you are offering.
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