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SPRINGFIELD SCHOOL

Policy for:

Safer Recruitment procedures.

Interview Procedures                  
· Advertise Post, this will contain a prominent safeguarding statement including the requirement to have an enhanced DBS check.

· The Job description is clear and succinct.  The person specification is clear, specific and includes safeguarding information.

· Written references are taken up at short listing stage prior to interview.

· The interview is conducted by at least two senior members of staff and/or a senior member of staff and a Governor at least one of whom has been trained Safe Recruitment Practices.
Before Interview

· Advertise including requirement to have DBS check
· All applicants must complete county application form

· Inform in writing for candidate’s to bring evidence of:
· Qualifications

· Professional status, check QTS GTC membership (teachers only)

· Proof of identity for example passport / driving licence

· If possible obtain two references  before the interview, where possible on

headed paper.
At the Interview

· Check the applicant is clear as to the position they are applying for

· Check / confirm  qualifications

· Check / confirm professional status as above

· Check /confirm  proof of identity as above

· Check / confirm contact number(s)
After Interview

Offer position conditional based on the satisfactory completion of all pre-application checks.
· Identity

· professional status

· qualifications, 
· DBS disclosure (DBS application to be filled out on the day),
· List 99 protection of children act, 
· medical clearance DfE 4/99 physical and mental fitness to teach.

· Contact candidate by phone to offer the  post and be clear of the candidate reply
· Follow up decision in writing

· Ask for acceptance in writing
Recruiting from overseas

· Confirmation of right to work in UK

· Confirmation of qualifications

· A certificate of good conduct from the applicants home police force

· DBS fax back service for overseas, if not available care should be taken with the other checks referred to.

This policy will be reviewed annually.

Reviewed:

Annually

Next review:

September 2025
By whom?

HT
