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Ashmead Primary School recognises that sometimes people who want to cause harm to children 

actively seek employment that provides them access to young people.  

The school will protect our pupils from having to come into contact with people with the propensity to 

cause harm by thorough and rigorous scrutiny of all applications. We will:  

• Verify applicant’s identity  

• Check applicants qualifications/experience/ employment/history  

• Obtain professional and character references  

• Check applicant’s health and physical capacity to undertake the job  

• Hold a face-to-face interview for all candidates with at least one member of the panel having 

attended safer recruitment training  

• Ensure all adults in regulated activity with the children have been DBS checked and barred list 

checked.  

• Make staff aware of their contractual, legal, administrative and pastoral responsibilities. A key 

document to support staff’s understanding in this area is ‘Keeping Children Safe in Education’ 

(2016) which will be made available to all staff.  

In recruiting and appointing staff, the Head Teacher and the School’s Governing body have key 

responsibilities to create a culture of safe recruitment and, as part of that, adopt recruitment 

procedures that help deter, reject or identify people who might abuse children.  

Employees: Advertising / Shortlisting / Interviews  

We ensure that the advertisement makes clear our school’s commitment to safeguarding and 

promoting the welfare of children.  

All person specifications include specific reference to suitability to work with children.  

We ask for written information about previous employment history and check that information is not 

contradictory or incomplete. If a candidate for a teaching post is not currently employed as a teacher, 



we will 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.  

We will always seek at least two references to obtain objective and factual information to support our 

appointment decisions. These will be scrutinised and any concerns need to be resolved satisfactorily, 

before the appointment can be confirmed.  

We endeavour to seek references on all short-listed candidates 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.  

We will always request references directly from the referee and employers and will not rely on open 

references, for example in the form of ‘to whom it may concern’ testimonials.  

On receipt, references will be checked by the Head Teacher to ensure that all specific questions have 

been answered satisfactorily. The referee may 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 will be taken up 

with the candidate.  

Any information about past disciplinary action or allegations will be considered carefully when 

assessing the applicant’s suitability for the post; including information obtained from the National 

College for Teaching and Leadership (NCTL) Teacher Service Portal (formerly known as the Employer 

Access Online service).  

We verify that the successful applicant has all the academic or vocational qualifications claimed.  

We check his or her previous employment history and experience.  

We conduct a face-to-face interview that explores the candidate’s suitability to work with children as 

well as his or her suitability for the post.  



Offer of appointment  

An offer of appointment to a successful candidate, including one who has lived or worked abroad, will 

be conditional upon satisfactory completion of our pre-employment checks.  

Before new staff are appointed, we will:  

• Verify a candidate’s identity from current photographic ID and proof of address;  

• Obtain a certificate for an enhanced DBS check with a barred list information where  

the person will be engaging in regulated activity;  

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

before the DBS certificate is available;  

• Check that a candidate to be employed as a teacher is not subject to a prohibition  

order issued by the Secretary of State, using the NCTL Teacher Service Portal  

(formerly known as the Employer Access Online service);  

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

responsibilities. This is done through the council’s occupational health services;  

• Verify professional qualifications, as appropriate.  

Disqualification by Association  

• In November, 2014, Non-statutory advice was issued by the DfE, to supplement Keeping 

Children Safe in Education. It concerns how staff can be disqualified by association with others 

and explains the effect of the Childcare (Disqualification) Regulations 2009. The advice applies 

to staff in schools who work in early years’ provision and to those who work in later years 



provision for children who have not attained the age of 8. It also applies to employees who are 

directly concerned in the management of such provision even though they may not work in the 

early years or relevant later years provision themselves. Later years’ provision covers childcare 

that is provided outside of school hours including breakfast clubs and after school care.  

• The supplementary advice reminds schools that they may not allow people to work in these 

settings or to be directly concerned in their management, if they or others in their households 

are “disqualified”.  

• The grounds for disqualification are not only that a person is barred from working with children 

(included on the children’s barred list) but also include, in summary, that: they have been 

cautioned for, convicted of or charged with certain violent and sexual criminal offences against 

children and adults, at home or abroad.  

• • Other orders have been made against them relating to their care of children  

• • They have had their registration cancelled in relation to childcare or children’s homes or have 

been disqualified from private fostering  

• • They are living in the same household where another person who is disqualified lives. 

Disqualification occurs as soon as the above criteria are met, for example, as soon as a caution 

or conviction occurs, even before the person is formally included on the children’s barred list. 

However, there are two points to bear in mind: the person is not guilty of an offence if they do 

not know a person they are living with is disqualified for example if your staff member lives in 

shared housing. If the member of staff lives in shared housing and does not have any 

knowledge about the people they live with, including whether those people are disqualified, 

neither your member of staff nor the school has any legal requirement to seek this type of 

information.  

• • The law is clear that this issue centres on ‘knowingly employing’ an individual who is 

disqualified. Schools who regularly ask staff to confirm there are no changes in their 

circumstances and act on information received with regards to a staff member’s suitability can 

be seen to be taking reasonable and appropriate steps to ensure they do not knowingly employ 

someone who is disqualified.  



• The action we are required to make:-  

• To identify people caught by the “by association” rule, which requires that we ask existing 

employees working in the early and later years provision and those who are directly concerned 

in the management of such provision to provide the relevant information about themselves or a 

person who lives or works in the same household as them. It is recommended by the 

supplementary advice that this is done by way of self-declaration. Staff caught by the ‘by 

association’ rule may be able to apply to Ofsted for a waiver of disqualification but such staff 

may not be used unless and until such waiver.   

Additional checks on individuals who have lived or worked outside the UK:  

Individuals who have lived or worked outside the UK must undergo the same checks as all other staff. 

In addition, we will make any further checks we think appropriate so that any relevant events that 

occurred outside the UK can be considered.  

We will 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, we will follow the council’s guidance and the advice on the 

GOV.UK website.  

We will use the NCTL’s Teacher Services system to provide restriction information about teachers from 

the European Economic Area (EEA) and these checks will be recorded for staff from these countries.  

Single Central Record  

We keep a single central record for the school. Generally, the information to be recorded is whether or 

not the following checks have been carried out or certificates obtained, and the date on which the 

checks were completed:  

• an identity check;  

• a barred list check;  

• an enhanced DBS check;  



• a prohibition from teaching check;  

• further checks on people living or working outside the UK;  

• a check of professional qualifications; and  

• a check to establish the person’s right to work in the United Kingdom.  

The single central record will cover the following people:  

• all staff (including supply staff) who work at the school  

• all others who work in regular contact with children in the school including volunteers.  

• Governors  

In order to comply with the requirements of the Data Protection Act, we will not retain a copy of 

the individual’s Disclosure and Barring Service (DBS) Certificate. However, copies of other 

documents used to verify the successful candidates identity, right to work and required 

qualifications will be kept on their personnel file.  

Visiting Professionals/Agency Workers/Third Party Staff  

We only use supply agencies that are able to provide full written vetting information about their 

staff prior to them starting work at the school.  

The vetting information must contain the following:  

• Photograph  

• ID Evidence  

• Teaching Agency Check  

• DfE and Welsh Assembly Number  

• Qualification Evidence  

• Medical Check  

• Barred List Check and Date  

• Valid DBS Date  



• Enhanced DBS number  

• Further Disclosure Information, if necessary  

• Right to work in the UK Check  

• References Check  

• CV History Check  

We ask supply agencies to email the vetting information to the School Business Manager.  

The school’s receptionist or Business Manager checks this evidence on arrival, checking that 

the person presenting themselves for work is the same person on whom the checks have been 

made.  

Any discrepancies will be reported to the Business Manager immediately and the agency staff 

will not be able to start their work until satisfactory checks have been concluded.  

Safer Recruitment records of regular agency workers are included in the school’s Single Central 

Record.  

We provide an induction for supply staff, which includes safeguarding. 

Trainee/Student Teachers  

Initial Teacher Training Students, e.g. Schools Direct Students, who are salaried by the school, 

have to undergo the same safer recruitment checks as regular staff, before they can start 

working for the school.  

Safer Recruitment records for Initial Teacher Training Students, e.g. Schools Direct Students, 

who are salaried by the school, are included in the school’s Single Central Record.  

Where trainee teachers are fee-funded, it is the responsibility of the Training Provider to carry 

out the necessary checks.  



Regulated Activity  

A person will be considered to be in ‘regulated activity’ if as a result of their work they:  

• will be responsible, on a regular basis, in any setting for the care or supervision of children; or  

• will regularly work in a school or college at times when children are on school or college 

premises (where the person’s work requires interaction with children, whether or not the work is 

paid (unless they are a supervised volunteer), or whether the person is directly employed or 

employed by a contractor);  

All visiting professionals e.g. PE coaches, Music teachers, Health Professionals have to provide 

the school with their valid enhanced DBS details.  

All kitchen staff have to provide the school with their valid enhanced DBS details. It is the 

responsibility of the Catering Contractor to carry out the necessary checks.  

All kitchen staff’s safer recruitment records are included in the school’s Single Central Record.  

It is the responsibility of the Business Manager to make sure all enhanced DBS checks are current and 

recorded.  

Volunteers E.g. Parents/Carers  

Under no circumstances should a volunteer in respect of whom no checks have been obtained be left 

unsupervised or allowed to work in regulated activity.  

We will obtain an enhanced DBS certificate with barred list check for all volunteers in regulated activity 

who will regularly teach or look after children on an unsupervised basis or provide personal care on a 

one-off basis.  

According to the DfE guidelines there is no requirement to request an enhanced DBS check for existing 

volunteers not in regulated activity.  



However the school may still choose to request one as they judge necessary but may not request a 

check of the barred list. 

School Governors  

Governing bodies must apply for an enhanced criminal records certificate for any governor who does 

not already hold one. They must do this by 1 September 2016 where a governor was elected before 1 

April 2016 and within 21 days of appointment or election if a governor is elected or appointed after 1 

April 2016.  

Contractors  

The Receptionist and/or a member of the Premises Team will always check the identity of contractors 

upon their arrival in the school.  

Contractors and contractors’ employees for whom an appropriate DBS check has not been undertaken 

will be supervised by a member of the Premises Team, if they will have contact with children.  

If a self-employed contractor is working at the school and will have unsupervised contact with children, 

the school will obtain a DBS check, as self-employed people are not able to make an application 

directly to the DBS on their own account.  

 


