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PURPOSE 
 
The aim of this policy is to ensure that at Swansea Campus there are clear processes for the 
recruitment of both permanent and fixed-term staff including supply and voluntary staff and that the 
process is conducted in a fair, effective and economic manner free from discriminatory practices. 
 
The Recruitment policy and procedures ensure that the Safer Recruitment processes are in place and 
applied consistently at Swansea Campus and follow national guidance.  
 
To achieve this, those who are responsible for each stage of the recruitment process will demonstrate 
a professional approach by dealing honestly, efficiently and fairly with all internal and external 
candidates. 
 
This policy advises on all aspects of the recruitment and selection process, including statutory and 
regulatory guidance, job descriptions, the interview process, and pre-employment checks that need to 
be carried out.  
 
The Safer Recruitment Procedures are comprehensive and that a systematic process is in place 
designed to: 
 

• Deter unsuitable people from seeking employment or opportunities to volunteer to work with 
children and young people 

• Reject applications from unsuitable people 
• Prevent abuse and neglect of children by staff and volunteers 
• Identify incidents of abuse and neglect by staff and volunteers 
• Respond to concerns in an open and positive way  
• Manage allegations in accordance with Safeguarding procedures 

 
 
SCOPE 

 
This policy applies to all Trustees and employees at Swansea Campus responsible for and involved 
in the recruitment and selection of staff.   
 
When a Senior Leadership, teaching or support staff are being appointed, Trustees should contact 
the National Support Office (NSO) to assist with the recruitment process. 
 
The ultimate responsibility for recruitment and selection lies with the Trustees.  The Trustees may 
delegate some responsibility to the Headteacher for appointing staff; this should be agreed at Trust 
level and would ensure that the educational professional input is utilised. 
 

 
UPDATE TO POLICY 

 
The Up-date to the Policy reflects the latest Guidance from the DfE Keeping Children Safe in 
Education issued in July 2015. 
 
This is an interim Policy in light of Focus NSO building HR Resources in order to offer more directive 
and involvement in the recruitment, selection and interview process at local school level. 
 
The Recruitment Handbook will follow in due course, however the documents are available from 
NSO. 
 

Recruitment Policy & Procedure 
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Reinforcement of the following within the Policy: 
 

• Every endeavour should be made to obtain References for all candidates invited to attend 
interview prior to the interview date. 

 
• That a pre-meeting is held for the Interview and Selection Panel to agree an assessment / 

shortlisting / interview criteria. 
 

• Clarification that at interview we assess candidates against the same standard / 
competencies for the role. 
 

• Clarification that the Child Care Disqualifications Requirements do not need to be carried out 
for current and new appointments within Focus Schools at this time. 
 

• Clarification that the HR Trustee and Headteacher have Safer Recruitment Training as a 
minimum. 
 

• Clarification that the school needs to be registered with the Employers Access Online service 
to carry out Prohibition Checks of Teachers. 
 

• Barred List 99 Check; ensure that you obtain a separate barred list check if an individual will 
start work in regulated activity before the DBS certificate is available.   

  
 
POLICY STATEMENT 

 
The aim of this Policy is to ensure that safe and fair recruitment and selection is conducted at all times 
at Focus Campuses and to avoid possible unlawful discrimination.   
 
Safeguarding and promoting the welfare of children and young people is an integral factor in 
recruitment and selection.  It is essential in creating a safe environment for children and young people.  
Focus Learning Trust expects all staff and volunteers to share in this commitment. 
 
All Focus campuses are committed to attracting, selecting and retaining employees who will 
successfully and positively contribute to providing an excellent teaching and learning service.  A 
motivated and committed workforce with appropriate knowledge, skills, experience and ability to do 
the job is critical to the schools’ performance and fundamental to the delivery of a high quality 
education. 
 
To ensure that the safeguarding and welfare of children and young people at each stage of the process 
is paramount. 
 
To ensure a consistent approach to the appointment of all staff. 
 
To ensure all relevant equal opportunities legislation is adhered to and that appointees are not 
discriminated against, and to ensure that arrangements comply with Independent Schools Part 3 and 
Part 4 regulatory requirements, on the grounds of race, nationality, gender, religion, age, disability, 
marital status and sexual orientation. 
 
This recruitment and selection policy has been produced in accordance with the following guidance: 
 
Working Together to Safeguard Children* – DfE Guidance March 2013  
*Working Together to Safeguard Children is currently out to consultation with a review planned in the 
not too distant future.   
 
Keeping Children Safe In Education – DfE Guidance July 2015  
 
Keeping Children Safe in Education, Childcare Disqualification Requirements - DfE 
Supplementary advice.  Disqualification Under the Childcare Act 2006 February 2015.  This 
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clarifies that the Child Care Disqualifications Requirements do not need to be carried out for current 
and new appointments within Focus Schools. 
 

 
 
 
 
PROCEDURES 

 
At Focus Swansea Campus the Trustee with responsibility for HR is: Click here to enter text. 
 
The HR Trustee is responsible in ensuring that the most cost effective use is made of resources in the 
recruitment and selection process and that the appropriate procedures are followed. 
 
The HR Trustee has responsibilities with regard to Safeguarding as detailed in the Child Protection 
Policy and Safeguarding and Child Protection Handbook. 
 
The HR Trustee will:  

• ensure that the statutory responsibilities for recruitment and the Recruitment Policy and 
Procedures are followed, preventing people who pose a risk of harm from working with 
children 

• ensure Safer Recruitment Procedures are followed, including pre-employment checks and 
vetting of new staff and volunteers working with children and records kept in line with the 
Keeping Children Safe in Education Guidance  

• ensure that the school is registered with the Employers Access Online in order to carry out 
Prohibition from Teaching Checks (you will need Full Name, TRN - Teacher Reference 
Number and Date of Birth to carry out this check)  

• ensure that the Recruitment Procedures meet all of the Regulatory Requirements and a 
Single Central Register is duly compliant and up-to-date at all times  

• ensure that all child protection checks and procedures are applied to staff employed by 
another organisation such as agency staff working with the school’s students, and that they 
are carried out 

• ensure that no barred person is allowed to work in any regulated activity 
• have procedures to fulfil legal duty to make referral to DBS in event of dismissal of staff on 

safeguarding grounds  
• ensure that at least the HR Trustee and Headteacher has had Safer Recruitment Training 

and that at least one member of the recruitment panel has undertaken safer recruitment 
training at all times  

• ensure that assurance is obtained that appropriate child protection checks and procedures 
apply to any staff employed by another organisation and working with the school’s pupils on 
another site (refer to the Camera and Using Images Policy for Video Conference) 

• ensure that full records of the recruitment process are retained.  Any written records from 
the recruitment process should be retained in respect of an unsuccessful candidate for 6 
months before 

The school has a legal duty to refer to the DBS anyone who has harmed or poses a risk of harm to a 
child or if there is reason to believe the member of staff has committed one of a number of listed 
offences, and who has been removed from working (paid or unpaid) in regulated activity, or would 
have been removed had they not left.  Referrals should be made as soon as possible after the 
resignation or removal of the individual.    
 
Principles 
The following principles are encompassed in this policy: 

• All applicants will receive fair treatment and a high quality service. 
• The job description and person specification are essential tools and will be used throughout 

the process. 
• Employees will be recruited on the knowledge, experience and skills needed for the job. 
• Selection will be carried out by a panel with at least two members but preferably three.  One 

of the panel members will have received Safer Recruitment training. 
• Selection will be based on a minimum of completed application form, shortlisting and 

interview.  A CV alone is not acceptable. 
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• Monitoring and evaluation are essential for assessing the effectiveness of the process. 
• Wherever possible, existing employees will be invited to apply for promotion opportunities 

when a suitable vacancy arises. 
 

Equal Opportunities 
The campus is committed to providing equality of opportunity for all and ensuring that at all stages 
recruitment and selection are fair.  Recruitment and selection procedure will be reviewed on a regular 
basis to ensure that applicants are not discriminated against. 
 
Safer Recruitment  
Safer recruitment should be applied to all stages of the recruitment and employment process including 
all of the following: 

• Ensure job descriptions and person specifications reflect the importance of safeguarding and 
define accurately the safeguarding responsibilities of the role 

• Advertising and information for applicants 
• Structured application process including scrutiny of information from applicants and taking up 

and satisfactorily resolving any discrepancies or anomalies  
• Shortlisting 
• References – obtaining independent professional and character references that answer 

specific questions to help assess an applicant’s suitability to work with children and to follow 
up any concerns 

• Other checks before interview 
• Interviewing shortlisted candidates, face to face interviews that explores the candidates 

suitability to work with children as well as their suitability for the post 
• Pre-appointment check including DBS checks as detailed in the procedures and that comply 

with the Keeping Children Safe in Education Guidelines including verifying the successful 
applicant’s identity, academic and vocational qualifications, previous employment history and 
experience, medical fitness, criminal records, Prohibition from Teaching 

• Offer or Conditional Offer of appointment to successful candidates 
• Induction of newly appointed staff 
• Probationary periods 
• Supervision and appraisal of staff 
• Staff codes of conduct 
• Open and listening workplace culture 
• Effective whistleblowing and management of allegations (Grievance and Disclosure in the 

Public Interest Policy including Whistleblowing) 
• Ongoing culture of vigilance 
• Provision and scrutiny of references  

  
It is a requirement that at least one member of the interview panel has completed the Safer 
Recruitment training programme successfully, prior to the start of the recruitment process.   
 
Recruitment and selection procedure will be reviewed on a regular basis to ensure that the Safer 
Recruitment process is applied consistently and that any supplementary guidance is implemented. 
 
The NSPCC Safer Recruitment Online Training Link, costs £30:  
http://www.nspcc.org.uk/what-you-can-do/get-expert-training/safer-recruitment-education-course/ 
 
Keeping Children Safe in Education – Safer Recruitment 
Part 3 of Keeping Children Safe in Education - Safer recruitment 
This covers the duty of schools to prevent people who pose a risk of harm from working with 
children, through adhering to statutory responsibilities for recruitment, checking and supervision of 
staff and volunteers. When appointing new staff, schools must:  

• verify a candidate’s identity, preferably from current photographic ID and proof of address 
except where, for exceptional reasons, none is available 

• obtain a certificate for an enhanced DBS check with a barred list information where the 
person will be engaged in regulated activity (unless individual has been continuously 
employed 

• obtain a separate barred list check if an individual will start work in regulated activity before 
the DBS certificate is available  

http://www.nspcc.org.uk/what-you-can-do/get-expert-training/safer-recruitment-education-course/
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• 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 Employer Access Online service.  You can only 
do this for a teacher who has a Teacher Reference Number  

• 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 

• if applicable, verify the person’s right to work in the UK 
• if the person has lived or worked outside the UK, make any further checks the school or 

college consider appropriate  
• verify professional qualifications, as appropriate 
• seek information about employment history and obtain references, ideally for all short-listed 

candidates, prior to interview, so that any gaps or discrepancies can be explored. Check 
references carefully 

• maintain an up to date Single Central Record. 
 
Regulated Activity 
The level of DBS check required, and whether a prohibition check is required, will depend on the 
role and duties of an applicant to work in school.  For most appointments, and Enhanced DBS 
Check with Barred List information will be appropriate as the majority of staff will be engaged in 
regulated activity.   
 
A person will be considered to be in Regulated Activity if as a result of their work they are in paid 
work, volunteers or employed by a contractor: 

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

• Will regularly work in school at times when children are on school premises     
 
Further guidance on Regulated Activity can be found in the Keeping Children Safe in Education 
Guidance. 
  
DBS Checks 
Schools have a legal duty to refer to the DBS anyone who has harmed, or poses a risk of harm to a 
child, or if there is reason to believe the member of staff has committed one of a number of listed 
offences, and who has been removed from working (paid or unpaid) in regulated activity, or would 
have been removed had they not resigned. 
 
Inspectors will check that the proprietor knows of this duty and knows what to do in the event of such 
an occurrence. 
 
The school will operate Safe Recruitment Procedures and will check all involved in Regulated 
Activity - staff, trustees, volunteers and others who work in school to ensure their suitability to work 
with children. 

The Recruitment Procedures for staff employed by the school and from agencies will meet Part 4 
regulatory requirements ensuring the Single Central Record is compliant.  Check on staff and 
volunteers with regard to previous employment history, character and professional references.  
Checks will be made in line with National Guidance. 
 
Barred List 99 Check 
In certain circumstances you may wish to carry out a List 99 Check this can be done by contacting 
the NSO with full name and date of birth of the individual. Ensure that you obtain a separate barred 
list check if an individual will start work in regulated activity before the DBS certificate is available. 
 
Pre Appointment Checks for new appointments to regulated activity since April 2014: 
An offer of appointment to a successful candidate, including one who has lived or worked abroad, 
must be conditional upon satisfactory completion of pre-employment checks: 
 
Verify candidate’s identity, preferably from current photographic ID and proof of address except 
where, for exceptional reasons, none is available. 
 
Obtain a Certificate for an Enhanced DBS Check with Barred List information where the person will 
be engaged in regulated activity.  If the individual subscribes to the DBS Up-dating Service you must 
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obtain their permission you can then check their DBS online, this is free:  www.gov.uk/dbs-update-
service .   
 
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 Employer Access Online service 
 
Verify the candidate’s mental and physical fitness to carry out their work responsibilities. 
 
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 should follow advice on the GOV.UK 
website. 
 
If a person has lived or worked outside the UK, you will need to make further checks as appropriate. 
 
Verify professional qualifications, as appropriate   
 
Supply Staff including those employed from Agencies 
For supply staff appointed by the school, all of the regular regulatory checks will be conducted to 
ensure their suitability to work with children. 

For staff appointed from an agency, the agency must provide written notification that all of the 
regular regulatory checks have been carried out including identity, qualifications, DBS in UK and 
overseas, right to work in the UK as regulated.  Before the supply staff work in school their identity 
must be checked. 

The school will, under contractual arrangements request a copy of the DRB certificate that contains 
any disclosures and Trustees will decide if the candidate is suitable. 
 
It is the duty of the HR Trustee to ensure that anyone who performs regulated work with pupils has 
been subject to the appropriate detailed checks and that the information is retained on the SCR. 
 
Individuals who have lived or worked outside the UK 
Candidates who have lived or worked outside the UK must undergo the same checks as all other 
staff.  In addition the school must make any further checks they think are appropriate so that any 
relevant events that occurred outside the UK can be considered. 
 
Further guidance can be found in the Keeping Children Safe in Education and by visiting the 
GOV.UK website. 
 
Volunteers 
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 
 
For new volunteers in regulated activity who will regularly teach or look after children on an 
unsupervised basis or provides personal care on a one off basis the school must obtain an 
Enhanced DBS Certificate with barred list check. 
 
For volunteers not in regulated activity an Enhanced DBS certificate should be obtained. 
 
Further guidance can be found in the Keeping Children Safe in Education as well as the relevant 
Focus policies for Volunteers, Contractors, visitors, work experience. 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.gov.uk/dbs-update-service
http://www.gov.uk/dbs-update-service
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Flowchart of Disclosure and Barring Service criminal record checks and barred list checks 
 

 
 



 

Recruitment Policy           November  2015  Issue 2     © Focus Learning Trust                                                                                                Page 8 of 
13 
 

Pre Recruitment Process 
When a post is vacated, the Trustees along with guidance from the Headteacher will decide whether 
it is essential to fill the post.  If it is to be filled it is an opportunity to review the scope of job 
requirements. 
 
Objective 
The objective of the recruitment process is to attract, select and retain staff who will successfully and 
positively contribute to the future development of the campus.  The first experience that an individual 
has is important, so that the experience should be positive and all those responsible for recruiting will: 

• Leave a positive image with unsuccessful applicants. 
• Give successful applicants a clear understanding of the post and what is expected of them 
• Strive to reduce the risk of a poor selection  
• To ensure that the Safer Recruitment Procedures are followed to deter, detect and deal with 

those who are deemed unsuitable to work with children.  
 
Application Form 
A Focus Application Form will be used to obtain a common set of core data from all applicants. 
 
A CV alone is not acceptable. 
 
The application form ensures that there is written information about previous employment history and 
scrutiny checks can be made for information is not contradictory or incomplete. 
 
If a candidate for a teaching post is not currently employed as a teacher, it is advisable to check with 
the school at which they were most recently employed, to confirm details of their employment and 
their reason for leaving. 
 
Job Description & Person Specifications 
An accurate job description including a person specification, which is a profile of the necessary 
requirements for the post, is required for all posts. 
 
Where the post will have a safeguarding responsibility an appendix to the job description and person 
specification will be used.  The Safeguarding and Child Protection Handbook details this information 
as an Appendix.    
 
Focus Job Descriptions will be worded to ensure that no potential candidate is discriminated against. 
 
Focus Person Specification will not contain language that uses male or female characteristics or is 
culturally biased.  All requirements in the Person Specification will be capable of justification.  Specific 
guidance must be obtained from Focus School Support Office and followed where a male or female 
appointment is required.  
 
The person Specification will be used to draw up the shortlist of candidates for interview and as a 
basis for the selection to the post. 
 
A selection of Focus job descriptions and person specifications for teaching and support roles are 
available from the Focus School Support Office and can be personalised to suit the role in schools 
(also as Appendix 3). 
 
Advertising 
The following principles will be adhered to during the advertising of vacancies: 

• Advertising for vacant posts at the campus will be based on the job description and person 
specification. 

• All vacancies for permanent posts will be advertised. 
• All advertisements will be advertised nationally, usually in the TES, and in some cases locally. 
• Where an advert contains an informal contact point, this shall be for the purpose of expanding 

on the job details and requirements and not as an informal selection procedure. 
• The Equality Act 2010 makes it a requirement to make reasonable adjustment to the 

recruitment process if an applicant makes the employer aware that they have a disability.  This 
applies to the entire recruitment process. 

 
References 
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The purpose of seeking references is to obtain objective and factual information to support 
appointment decisions.  Testimonials are useful however; references will always be sought and 
obtained directly from the referee. 
 
References must be called on all shortlisted candidates, and ideally obtained before interview so that 
any issues of concern that they raise can be explored further with the referee, and taken up with the 
candidate at interview if appropriate.  A referee can be contacted to provide further clarification as 
appropriate.   
 
If references are not secured prior to the interview for the successful candidate they must be followed 
up and any issues or concerns can be followed up further with the referee and candidate.  If references 
have not been secured the offer can only be ‘Conditional’.  
 
Any information about past disciplinary action or allegations should be considered carefully when 
assessing the applicant’s suitability for the post along with all other checks. 
 
References should be signed and dated by the HR Trustee and kept in confidential personnel files. 
 
If a telephone reference is taken, notes of this should be kept with the written reference again signed 
and dated by the HR Trustee. 
 
Appendix 7 details the Focus Reference Forms for: 

• Headteacher 
• Teacher 
• Support Staff 

 
Interviews - Objective 
The interview will assess the merits of each candidate against the job requirements, and explore their 
suitability to work with children and young people.  The selection process for people who will work with 
children and young people will always include a face-to-face interview, even if there is only one 
candidate. 
 
Conducting an Interview 
Interviews will be conducted in a professional manner.  Interviewers will be familiar with the Job 
Description and Person Specification for the post.  The content and structure of the interview will be 
applied consistently to all interviewees. 
 
Questions will be asked to assess the candidate’s suitability to carry out the duties of the post and 
assessment against the same standard should relate to the application form, the job description and 
the person specification. 
 
The interviewers should not ask discriminatory questions or questions about a person’s personal 
circumstances which are not related to the post.  
 
Interview - Panel 
A minimum of two interviewers will comprise the interviewing panel, but preferably three.  In the case 
of a senior leadership role a member of the Focus HR Team will be available to assist. 
 
The members of the panel will: 

• Have the necessary authority to make decisions about appointments 
• Be appropriately trained. 
• Meet before the interview to: 

• Reach a consensus about the required standard for the job to which they are 
appointing 

• Consider the issues explored with each candidate and who on the panel will ask about 
each of those. 

• Agree their assessment criteria in accordance with the person specification. 
• Where a candidate is known personally to a member of the selection panel it will be 

declared before shortlisting takes place.  It may be necessary to change the selection 
panel to ensure that there is no conflict of interest and that equal opportunities 
principles are adhered to. 
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Scope of interview 
In addition to assessing and evaluating the applicant’s suitability for the post, the interview panel will 
also explore: 

• The candidate’s attitude towards children and young people 
• The candidate’s ability to support the school’s agenda for safeguarding  
• Gaps in the candidate’s employment history. 
• Concerns or discrepancies arising from the information provided by the candidate and or 

referee 
• Whether the candidate wishes to declare anything in the light of the requirements for DBS 

checks in the UK and/or overseas.  (Further checks will be made on foreign nationals) 
• If, for whatever reason, references are not obtained before the interview, the candidate will 

also be asked at interview if there is anything they wish to declare/discuss in the light of the 
questions that have been put to the candidate’s referees.  It is vital that the references are 
obtained and scrutinised before a person’s appointment is confirmed and before they start 
work. 

 
Conditional Offer of Appointment 
An offer of appointment to the successful candidate will be conditional on: 
• The receipt of at least two satisfactory references. 
• Verification of the candidate’s identity. 
• Verification of eligibility to work in the UK. 
• Making appropriate overseas checks if the candidate has worked or lived outside the UK as per 

guidance on the Home Office website  
• Verification of the candidate’s mental and physical fitness to carry out their work (post interview, 

Medical Questionnaire as Appendix 9). 
• Verification of qualifications. 
• Verification of professional status, where required for example Teaching Agency registration, QTS 

status, NPQH. 
• Suitable DBS Check with Barred List Disclosure vetting check and/or overseas criminal record 

checks.  Refer to the Focus DBS Policy and Procedure.  
• For teaching posts, verification of successful completion of the statutory induction period (applies 

to those who obtained QTS after 7 May 1999). 
• The successful candidate does not have a Prohibition Order issued by the Secretary of State by 

checking the Employers Access on Line Prohibition Order for appointment since April 2014 
• For non-teaching posts, satisfactory completion of the probationary period. 
 
Single Central Record 
Campuses must ensure that all of the checks are carried out and recorded on the Single Central 
Record, failure to hold a complete and up to date Single Central Register can result in a regulatory 
failure at inspection. 
 
The Trustee with responsibility for overseeing that the Single Central Record is maintained is: Click 
here to enter text. 
 
The Trustee has delegated the daily administration of the Single Central Record to: Click here to enter 
text. 
 
Who should be on the Single Central Record? 

• all staff (including supply / agency staff teaching and support staff) who work at the school 
• all others who work in regular contact with children in the school including Trustees, 

volunteers, minibus drivers*, consultants, contractors including people brought into school 
who provide regular additional teaching and instruction to students and  

• for independent schools, all members of the proprietor body. 
 
*Where OneBus Limited provides the driver and vehicle the appropriate checks are carried out by 
OneBus and retained on their central database.  Drivers need to be on the Single Central Record if 
they carry out other duties in the school ie drive school owned minibuses or have unsupervised 
access to children.   
 
What information should be on the Single Central Record? 
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The SCR must record for each person whether or not the following checks have been carried out or 
certificates obtained for, and the date on which the checks were completed, including:  

• identity check  
• enhanced DBS with Barred List check, if appropriate Barred List Check 
• prohibition from teaching check  
• check of professional qualifications  
• further checks on people living or working outside the UK  
• check on right to work in the United Kingdom (if relevant)  
 

Focus provides a Single Central Record; the school SCR must contain this information as a 
minimum.  Some of the requirements are from specific dates and reference should be made of this.  
 
Appointment Induction (Induction Checklist Appendix 12) 
There will be an induction programme for all staff, Trustees, and other volunteers newly appointed to 
the campus, regardless of previous experience. 
 
The Trustee with responsibility for ensuring that new appointments receive an Induction Programme 
to the Campus is:Click here to enter text. 
Induction Checklist Appendix 12. 
 
Data Protection 
The Data Protection Policy and rules will apply to the recruitment process and that personal 
information will be handled appropriately. 
 
Do not collect more information than you need (It is a breach of data protection rules to collect personal 
information that is irrelevant or excessive.  The Focus application form has been designed with this in 
mind. 
 
Do not collect information from all applicants that you only need from the person that you are going to 
appoint such as account bank details, Medical Questionnaire. 
 
Personal information will be kept secure. 
 
If you are going to verify information that the candidate provides, make sure they know how this will 
be done and what information will be checked. 
 
Only keep information obtained through a recruitment exercise for as long as there is a clear need for 
it.  
   
ICO website links to, Guide to Employment Practices:  
https://ico.org.uk/media/for-
organisations/documents/1128/quick_guide_to_the_employment_practices_code.pdf 
It covers: 

• Recruitment and Selection 
• Employment Records 
• References 
• Monitoring Work 
• Information about Workers’ Health 

 
Within the recruitment pack it will state how the information provided by job applicants will be used 
including: 

• Who will receive the information and how it will be used 
• Only obtain relevant / necessary data 
• Only seek information about criminal convictions, if justified by the role 
• Tell candidates that checks will be undertaken for example, references, qualifications, DBS, 

Prohibition, Disqualification by Association and health checks 
• Provide confidential means of sending / receiving applications 

 
Employment Records 
The Data Protection Act will generally apply to information you keep about employees, the Act does 
not prevent you from collecting, maintaining and using employment records. 

https://ico.org.uk/media/for-organisations/documents/1128/quick_guide_to_the_employment_practices_code.pdf
https://ico.org.uk/media/for-organisations/documents/1128/quick_guide_to_the_employment_practices_code.pdf
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Workers should be made aware of what information is kept about them and what it will be used for. 
 
Ensure that those who have access to employment records are aware that the data protection rules 
apply and that personal information must be handled with respect. 
 
From time to time check what records you keep about employees, making sure that you are not 
keeping information that is irrelevant, excessive or out of date.  Delete information that you have no 
genuine business need for or a legal duty to keep. 
 
Only disclose employee information if, in all the circumstances, you are satisfied that it is fair to do so.  
Bear in mind that fairness to the employee should be your first consideration. 
 
Don’t provide a confidential reference or similar information about an employee unless you are sure 
that the employee would agree to this.  If in doubt, ask the employee concerned.  
 
Let workers check their own records periodically; this will allow mistakes to be corrected and 
information to be kept up to date. 
 
Keep employee records secure.  Keep paper records under lock and key and use password protection 
for computerised ones.  Ensure that only staff with authorisation from the HR Trustee and, with the 
necessary training have access to employment records. 
 
Where possible, keep sickness records containing details of an employee’s illness or medical 
condition; separate from other less sensitive information for example a simple record of absences on 
the Personnel Files and the detail in a sealed envelope or in a specially protected computer file. 
 
If you collect information about an employee to administer a pension or insurance scheme, only use 
the information for the administration of the scheme.   
 
When you no longer have a business need or a legal requirement to keep employees employment 
records, make sure it is securely disposed of, for example by shredding it.    
 
Complaints Procedure 
If an applicant has a complaint concerning unlawful discrimination in respect of recruitment, selection, 
appointment or promotion process, they have a right of reference to the Civil Courts and Employment 
Tribunals. 
 
All campuses have a formal grievance procedure to which such complaints should be referred in the 
first instance.  All schools have a formal disciplinary procedure. 
  

 
CONTEXTUAL INFORMATION about Click here to enter text.Campus 
relevant to the Recruitment Policy and its implementation in the 
Campus. 

 
Click here to enter text. 
 
 

 
ASSOCIATED DOCUMENTS 

 
 
The Focus Recruitment Handbook will contain the following documents: 
Appendix 1   Recruitment Policy Guidance 
Appendix 2   Focus Application Form  
Appendix 3   Focus Generic Job Descriptions and Person Specifications 
Appendix 4   Pre-employment Checklist 
Appendix 5   Invitation to Interview Letter / e-mail 
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Appendix 6   Interview Schedule, Question, Lesson, task and presentation Bank  
Appendix 7   Reference Letter and Forms 
Appendix 8   Conditional Offer of appointment Letter (Oneschool #21060) 
                     Unsuccessful Letter (Oneschool #21070) 
Appendix 9   Medical Fitness Form 
Appendix 10 Probation Completion Letter (Oneschool) 
Appendix 11  Exit Interview Form 
Appendix 12  Induction Checklist (Oneschool) 
Appendix 13  Staff Details Form for Personnel File 
 
 
Other Focus Associated Focus Documents: 
 

• Child Protection Policy and Child Protection and Safeguarding Procedures Handbook 
• DBS Policy 
• Single Central Record 
• Data Protection Policy  
• NQT Policy 
• Equality of Opportunity Policy 
• Employment Agreements (Teaching and Non-Teaching) 
• Grievance and Disclosure in the Public Interest Policy including Whistleblowing 
• Dismissal and Disciplinary Procedure 
• Performance Management  / Appraisal Policy 
• Capability Procedure 
• Headteacher Standards 
• Teachers Standards  
• Teaching Assistant Standards 
• Flexible Working Guidance  
• 6 Month Probation Review Advice Sheet Issue 2 February 2015 
• Blake Morgan, Vigil website access to statutory policies and advice such as sick leave, 

paternity and maternity  
 
Please ensure that you retain a copy of the following with the Recruitment Policy: 

• DfE Keeping Children Safe in Education – July 2015 
• DfE Working Together to Safeguard Children 
• National College of Teaching and Learning, Teacher Misconduct The Prohibition of 

Teachers Guidance October 2015   
 

 
LEGISLATION 

 
• Data Protection (ICO) 
• Race Relations Act 1976  
• Sex Discrimination Act 1975 and 1986 
• Employment Equality Regulations 2005 
• Equality Act 2010 
• School Staffing (England) (Amendment) Regulations 2012 
• Education (Specified Work and Registration) Regulations 2003 
• Immigration, Asylum and Nationality Act 2006 

 
 
ISSUED BY 

 
 
 
Focus Learning Trust 
 
Issue date;  November 2015                                             Review date:   November 2016 
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Version:         2 
 
 
Signed by Chair of Board of Trustees:  .CDB__________________________________ 
 
 
At a Trust Meeting on (date):  09/12/2015__________________________________________ 
 

 


