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Principles
Ashbury Meadow Primary School and Governors are committed to:
· Ensuring that the recruitment and selection of all personnel is conducted in a manner that is efficient, effective and safe
· Valuing equality and diversity in accordance  and undertaking its duties in accordance with the Equalities act 2010
· Securing a safe environment for children, staff and visitors.
· This policy complies with guidance outlined in Keeping Children Safe in Education – September 2016
Purpose
The policy sets out the minimum requirements of the recruitment process that aims to:
· Attract the best possible applicants to vacancies
· Deter prospective applicants who are unsuitable to work with children and young people
· Recruit staff in accordance with relevant legislation.
Scope
This policy applies to the recruitment and selection of all personnel to Ashbury Meadow Primary School: teaching staff; agency staff; volunteers; students in training; support staff and office staff.
All personnel involved in any stage of the recruitment process should be aware of, and adhere to, the contents of this policy.
At least one member of the recruitment team will have successfully completed accredited training in safer recruitment procedures. 
Guidelines
All recruitment advertisement will include a statement referring to Ashbury Meadow Primary School’s commitment to safeguarding children and young people and that all appointments are subject to a satisfactory check by the Disclosure and Barring Service (DBS).
All prospective candidates must complete an application form; CV’s alone will not be accepted.
References
Whenever possible, references will be taken up prior to interview in order that discrepancies may be explored. 
Written references will be sought directly from the referee: references or testimonials provided by the candidate will never be accepted. Where necessary, referees will be contacted by telephone or email. It may also be necessary to contact previous employers, not cited as referees, to check any anomalies. A written record of any such exchanges will be kept. A verbal reference shall never be accepted. 
Reference requests shall always clarify what information is to be provided. Referees will always be asked specific questions regarding:
· The candidates suitability for working with children and young people
· Any disciplinary warnings, including time-expired warnings that relate to the safeguarding of children and young people
· The candidate’s suitability for the post.
· For teaching staff employers will be asked whether the teacher has been subject to capability procedures in a recent period (2 years).
· All vacancies will be advertised in whichever manner and location that the panel determines as appropriate in the circumstances, normally for a minimum of 7 days.
References shall always be signed and dated as soon as they are received by the school and signed by the headteacher when read.
Selection process
Shortlisting will be undertaken by at least two persons who are involved in the interview process.
Selection techniques will be determined by the nature and duties of the post but will all include a face to face interview.
All interviews for a post will be conducted by the same panel.
Candidates will be assessed against agreed, written selection criteria based on required qualifications, relevant experience, competencies, knowledge and skills. 
Any skill test such as presentations and data tasks will be directly relevant to the role and measures against objective criteria.
Candidates will always be required to:
· Provide proof of identity upon arrival for interview 
· Satisfactorily explain any gaps in employment
· Satisfactorily explain any anomalies or discrepancies that appear to the recruiters
· Declare any information that is likely to appear on a DBS check
· Demonstrate their capacity to safeguard and protect the welfare of children, young people and vulnerable adults.
· All responses will be recorded in an agreed format and retained. A record of decisions made by the panel will be made including the reasons why candidates were unsuccessful.
The selection panel
The panel will be responsible for the following:
· Ensuring the process is transparent and fair
· Managing the interview
· Making a verbal offer to the preferred candidate subject to satisfactory references
· Providing feedback to applicants
· Providing a record of all stages of the recruitment process
Human resources
Any HR consultant used in the recruitment process will be responsible for providing advice, ensuring the process meets statutory requirements and advising on pay and advertisements.
Employment checks
All successful applicants are required to:
· Provide proof of identity 
· Receive a satisfactory clearance from DBS
· Provide actual certificates of qualifications
· Complete a confidential health questionnaire
· Provide proof of eligibility to work in the UK
· If a teacher, provide proof of a relevant teaching qualification
Induction
All staff new to Ashbury Meadow Primary School will receive induction training relevant to the role that will include our safeguarding policies and guidelines on safe working practices.
All staff appointments are subject to a relevant probationary period in accordance with terms and conditions of employment.
DBS central record
A central record of DBS checks for staff, agency workers,  governors and volunteers will be kept by the school in accordance with statutory guidance.
Responsibilities
The following outlines the key recruitment and appointment responsibilities of Ashbury Meadow Primary School. 
The Chair of Governors: (the governing body will seek advice and support from an HR consultant where appropriate)
· The creation of new posts and replacements for the governors
· The appointment of the Headteacher 
· The approval of the salary level for the headteacher and senior leadership team 
The Headteacher with the Chair of Governors
· Creation of new positions and replacements for the senior leadership team 
· Approval of salary levels within the school
For all posts below senior leadership, the headteacher is responsible for appointments. Governors can be involved as necessary.


