
 

 

Safer Recruitment Policy 
General principles and guidelines 
The Hoddesdon School Trust is committed to safeguarding children and young people, and expects all staff and 
volunteers to share this commitment. Robust recruitment procedures are designed to deter, reject, or identify 
candidates who may be unsuitable for working with children. This policy sets out the relevant stages in the 
recruitment process. 

Where recruitment agencies are used, the Trust/ school must be satisfied that any candidates put forward for 
consideration have been through a rigorous vetting process compliant with safer recruitment. 

The application process 
• All posts will be advertised using a variety of platforms including, but not exclusively, Teach in Herts, the 

DFE national recruitment website ‘Teaching Vacancies’, and the Times Educational Supplement. 
• All adverts will contain a statement regarding the commitment of the Trust/school to safeguarding 

children and clearly affirming that all necessary background checks will be carried out on successful 
applicants. 

• Applications will only be accepted using the official The Hoddesdon School Trust forms. CVs will not be 
accepted. 

• Applications will ask for identifying details of the candidate including current and former names, 
address, NI number and DfE number (if appropriate). 

• Application forms will ask for a full employment history since age 18, with any periods out of 
employment accounted for. 

• Adverts will include a full job description and person specification form, both of which will include 
requirements to have an understanding of, and work within safeguarding regulations. 

• Adverts will ask for two referees, one of which must be the most recent employer. Referees may not be 
family members. 

The shortlisting process 
• Applications will be considered against the person specification for the position. 
• Any gaps in employment history will be identified and will either be followed up by telephone if all other 

elements of the application would lead to interview, or cause the applicant to be rejected. 

Post shortlisting 
• Candidates who have successfully passed the shortlisting stage will be called for interview. They should 

be informed that their references will be taken up at this point unless there this is a specific reason this 
should not be the case. 
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The interview process 
• Candidates will be asked to bring photographic proof of identity to the interview. 
• The interview panel must always include at least one member who has undertaken safer recruitment in 

the last five years. 
• Questions should be planned in advance, and always include at least one which will enable the panel to 

understand the candidate’s attitudes, motivations and suitability to work with children. 
• Candidates will be asked to declare whether they know of any reason they should not be working with 

children. 
• All notes made during the interview will be kept in the successful candidate’s personnel file. 

References 
• Referees will be asked to state whether the candidate has been the subject of any investigations 

involving misconduct, or if there is any reason the candidate should not be working with children.  

Post interview 
• A final decision to appoint can only be made once references have been received; a conditional offer 

may be made whilst awaiting references. 
• The successful candidate will be offered the post subject to all background checks. 
• The following checks will be carried out (dependent on role): 

- DBS 
- Right to work in the UK 
- Prohibited teacher check 
- Prohibition of management from independent schools (section 128) 
- Proof of good conduct (if candidate has been working overseas) 
- Health check 
- Qualifications (original certificates must be shown) 

Follow up actions 
Should any of the above checks raise concerns the following actions may be taken 

• The offer of employment is withdrawn 
• An individual risk assessment is put in place  
• The police and/or Disclosure and Barring Service are informed 

Supply teachers 
Where teachers are employed through supply agencies, either short or long term, the school will check that the 
agency has carried out sufficient checks to comply with safeguarding regulations. 

External companies 
Where the school uses staff from external companies e.g. sports coaches, the school will check that the company has 
carried out all necessary checks to comply with safeguarding regulations. 
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