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RYDES HILL PREPARATORY SCHOOL & NURSERY 
 

P45 (ISI 18A) – SAFER RECRUITMENT POLICY  
TEACHING, PERIPATETIC AND SUPPORT STAFF, GOVERNORS, SUPPLY 

WORKERS AND VOLUNTEERS 
 

 
 

 
 
 

 

MISSION STATEMENT 
 

IN OUR SCHOOL WE WILL TRY TO: 

 

 Please God in the way we behave by loving one another and working to the best 
of our abilities. 

 

 Think about the messages given by our Assemblies and Masses and talk to God as 
our friend each day, respecting others as they pray. 

 

 Be a good example to others by being obedient and kind, using our strengths to 
help others who experience difficulties and accepting everyone in our school as 
an equal. 

 

 Help to make our classrooms welcoming and happy places where we are kind and 
considerate and respect each other’s property. 

 

 Follow Jesus’ example wherever we are. 
 

Written By : Kathryn Pillar – Bursar 8th June 2017 

Reviewed By : Alison Packman – Compliance Officer 8th June 2017 

Approved By : Stephanie Bell – Headmistress 8th June 2017 

Governor Review By : Not required  

Updated: Kathryn Pillar & Alison Packman 27th June 2017 
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KCSIE Keeping Children Safe In Education 

SMT Senior Management Team 



  Policy: 45 

 

    Date of Next Review: March 2018: P45 Rev 2 

 

 
   

 

6 

Aim / Objective / Statement of Intent 

 
Rydes Hill Preparatory School & Nursery is committed to safeguarding and promoting the 
welfare of children and stringent checks are put in place both at interview and before the 
applicant is accepted to work at the school. This policy follows the guidance set out in KCSIE 
(September 2016) and the ISI Handbook for the Inspection of Schools, Commentary on the 
Regulatory Requirements (January 2017) 
 

Specific Terms 
 

Where this policy uses the word “Staff”, it should be interpreted to mean any person at the 
school whether:- 
 

 Under a contract of employment [this covers every employee, no matter what sort of 
work they do] 

 Under a contract for services [this covers self-employed people arranged and/or paid 
direct by the school.  It does not include those in a contract for services with others, 
subject to the exception mentioned below] 

 Or otherwise than under a contract [this covers self-employed people who are 
arranged by the school for the purposes of the school but, for example, paid direct by 
parents, such as some peripatetic teachers and therapists.  It does not include 
workers arranged privately by parents.] 

 
But does not include supply staff or volunteers. 
 

Where this policy refers to “Supply staff”, it should be interpreted to mean: 
 

Any person working at the school supplied by an employment business – this does 
not cover supply teachers, but any individuals supplied by an agency and catering 
medical and cleaning staff may also be included. 
 

Where this policy refers to “Volunteers”, it should be interpreted to mean: 
 

A person who performs an activity which involves spending time, unpaid (except for 
travel and other approved out-of-pocket expenses), doing something which aims to 
benefit someone (individuals or groups) other than or in addition to close relatives. 

 
 
The above definitions are in line with that provided in ISI Commentary on Regulatory 
Requirements January 2017.   
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Planning & Advertising 
 

1. The qualities, qualifications and experience the successful candidate will need to 
demonstrate to be successful in the post will be outlined.  Any other matters that need 
to be mentioned in order to prevent unwanted applications will also be specified, details 
of the post, salary, qualifications required, etc.   
 

2. When the vacancy is advertised it will include a statement about the employer’s 
commitment to safeguarding and promoting the welfare of children.  The requirement 
for the successful applicant to undertake criminal records checks via the DBS will appear 
on the Application Form. 

 
3. All vacancies will be advertised internally, on the school website or in other appropriate 

mediums.   
 

4. All advertisements will reiterate Rydes Hill’s commitment to safeguarding and promoting 
the welfare of children. 
  

Application Form 

 
5. An application form provides the common set of core data for all applicants which should 

be used.  A CV should not be used because of their non-standard nature but may be 
supplied by candidates as a means of providing supplementary data. 
 

6. A different application form is used depending on whether the role is for a Teaching Post 
or a Non-Teaching Post.(See Appendix 1 & 2) 

 
7. A statement will be made informing applicants that previous employers may be 

approached. 
 

Job Description and Information to Candidates 

 
8. The job description will set out duties and responsibilities of the post and identify the 

obligation to promote and safeguard the welfare of children, young persons and 
vulnerable adults. 
 

9. A candidate will be posted/emailed a pack to include: 

 Application Form (an interactive form is available to email) – see Appendix 1 or 2 

 Job Description 

 Person Specification 

 Relevant information about the school and safe recruitment statement 

 Safeguarding Policy 



  Policy: 45 

 

    Date of Next Review: March 2018: P45 Rev 2 

 

 
   

 

8 

 

Short Listing and References 
 

10. The completed application form will be scrutinised to ensure that it is completed fully 
and properly; particular attention will be given to gaps in employment, repeated changes 
in employment without career or salary progression or mid-career move to supply 
teaching or temporary work.  
  

11. At least two references will be sought for all candidates and be directly obtained from 
the referees.  Character references may be sought in addition to professional references.  
In situations where this post will be the candidates first, character references may be 
obtained exclusively from appropriate sources.  The references of the successful 
candidate will be directly verified with the referees.  (See Appendix 3). 

 
12. Open references (e.g. “To whom it may concern”) or testimonials will not be accepted. 

 
13. Details of the applicant’s current or most recent post, salary and sickness records will be 

requested from the current or most recent employer. 
 

14. Details of any disciplinary procedures the applicant has been involved with and which 
disciplinary action is current. 

 
15. Details of candidates who were not short-listed for interview will be kept on file for a 

period of 6 months.  Candidates will be given the option to ask the school to retain their 
details after this period via the Application Form.(See Appendix A & B).  Candidates who 
do not give this permission will have their Application Form confidentially destroyed 
after this period. 

 

Interview 
 

16. A letter giving time, place and directions to the venue, etc. will invite candidates to an 
interview.  This may be sent by post or email. 
 

17. The identity of all candidates will be checked thoroughly before interviewing.  
Candidates will be asked to bring with them some form of photo identification. 

 
18. The interview panel will always constitute of two or more persons, one of whom has 

successfully undertaken Safer Recruitment training, in the past five years. 
 

19. Notes of the interview will be taken. 
 

20. The panel will explore the candidate’s attitude towards children and young people; the 
ability to support the School’s agenda for safeguarding and promoting the welfare of 
children. 
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21. Gaps in the candidate’s employment history, (e.g. if there are any concerns or 
discrepancies arising from the information provided by the candidate or referee). 

 
22. In the light of the requirement for a DBS check, the candidate will be asked to declare 

any information. 
 

Conditional offer of Employment 

 
23. A conditional offer of employment will be made to the successful candidate provided the 

following has taken place:- 
 
1. Contact by the school (where feasible) with each previous employer where work with 

children was involved to check the reason why the employment ended.  Overseas 
checks will be made where available. 

2. Two satisfactory references have been received. 
3. Verification of the candidate’s identity  
4. A satisfactory DBS certificate has been received 
5. Acceptance of terms and conditions as laid out in the offer letter (Appendix 4 or 5) 
6. Verification of the candidate’s medical fitness and verification of qualifications 
7. Disqualification by Association form has been completed and signed, and no 

concerns have been highlighted (Required only by those working with children aged 
8 years and under and members of the SMT. 

8. Proof of the right to work in the UK obtained. 
9. In the case of any person for whom, by reason of that person living or having lived 

outside the UK, further checks will be made as the proprietor considers appropriate 
having regard to such guidance issued by the Secretary of State. 
(https://www.gov.uk/government/publications/criminal-records-checks-for-
overseas-applicants).  EEA Checks will also be made. 

10. If the candidate is being offered a management position role, a Section 128 check will 
be carried out to ensure that there is no prohibition from management of 
independent school direction. 

11. A List 99 Barred Check will be carried out if applicable.  
12. Verification of status. (Qualified teacher status is not a requirement for teachers in 

the independent sector, but schools must now check that anyone employed as a 
teacher is not subject to a prohibition order issued by the Secretary of State.  The 
check is completed using the free Employer Online Service. 

 

Following Acceptance of Position 

 
24. Once the candidate has accepted the conditional offer of employment the following will 

be carried out:- 
 
1. DBS check will be undertaken and copies of identity documents, proof of right to 

work and qualification certificates will be taken. 
 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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2. Candidates will be reminded that they cannot take up post before a satisfactory DBS 
check has been received. 

3. Where a candidate is employed under the “three-month rule”, a risk assessment will 
be completed prior to the first day of employment and will be reviewed every two 
weeks until a new DBS is received. 

4. A contract of employment will be drawn up. 
5. Personnel staff file will be set-up and details will be entered into the Single Central 

Register. 
6. Staff Handbook will be issued. 
7. Keeping Children Safe in Education (KCSIE) Part 1 and Annex A is given to candidate 

along with a copy of the school’s Social Media policy, Safeguarding Policy and Health 
& Safety Policy.  Where applicable, they are also given a copy of the Minibus Policy. 

 

Induction Training 

 
25. An induction programme for all staff, Governors, supply staff and volunteers newly 

appointed in the school will be carried out.  Training and information will be provided in 
the school’s policy and procedures and will be appropriate to the role for which they 
have been engaged. 

 

Supply Worker Checks 

 
26. Before supply workers are accepted to work at Rydes Hill the following procedures are 

carried out and recorded in the Single Central Register: 
 

 Photographic Identity check – copy is taken and kept on file 

 Enhanced DBS status check – original must be seen and note of number kept 

 Written confirmation must be received from employer that appropriate checks have 
been undertaken by them including references, right to work in the UK, prohibition 
order check, disqualification from childcare and overseas checks where applicable. 

 

Volunteer Checks 

 
27. When accepting a volunteer in school, the proposed activity to be undertaken by the 

volunteer will be assessed to ascertain whether the individual will be in regulated activity 
or not.   

 If the volunteer will be supervised (in accordance with guidance contained within 
Annex F to KCSIE 2016) then this activity will not be considered to be regulated 
activity.  “One-off” volunteers, for day outings, school concerts and such do not 
require vetting checks but will be supervised and will not undertake any kind of 
personal care. 

 Where there is an unsupervised volunteer, whose presence is frequent and regular, 
this person is considered to be in regulated activity. 
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28. The following vetting checks will be undertaken for volunteers:- 

 

 Photographic Identity Check (All volunteers) 

 Proof of Right to Work Check (All volunteers) 

 Enhanced DBS Check (All volunteers) 

 List 99 Check (only for those in regulated activity) 

 Risk Assessment (All volunteers) 

 Two references (only for those in regulated activity) 
 

29. Where the volunteer is a child (i.e. under the age of 16 years) the following vetting 
checks will be undertaken:- 
 

 Photographic Identity Check 

 Risk Assessment 
 

Chair of Governor & Governing Body Checks 
 

30. Rydes Hill School Governing Body is made up of a Chair of Governors and a number of 
Governors who serve on the main committee and on selected sub-commitees.  All 
Governors serve the school for no more than 4 years and often have a previous 
connection with the School such as former parents, staff members or are senior 
members of other schools. 
 

31. The following vetting checks will be undertaken for Governors regardless of any previous 
relationship with the School:- 
 

 List 99 

 Enhanced DBS (All Governors except Chair of Governors) 

 Enhanced Criminal Record Check by Secretary of State (Chair of Governors only) 

 Photographic Identity Check (All Governors) 

 Overseas checks, where appropriate 

 Right to Work in the UK   

 Prohibition from teaching 

 Disqualification from Childcare 

 Section 128 check 
 

32. Although not a regulatory requirement the Headmistress and/or Bursar will seek 
references for any person seeking to become a member of the Governing body.  These 
references are likely to be of an informal nature. 

Responsibility 

 

33.  The Head and the Bursar are responsible for implementing this policy on a day to day 
basis. 
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Appendix A – Application Form for Teaching Staff 
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Appendix B – Application Form for Support Staff 
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Appendix C – Reference Request Letter 
 

 



  Policy: 45 

 

    Date of Next Review: March 2018: P45 Rev 2 

 

 
   

 

31 

Appendix D – Professional Reference Request Form 
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Appendix E – Character Reference Form 

 

 

 

 
  
 

 
Rydes Hill Preparatory School, Aldershot Road, Guildford. GU2 8BP 

 

 
CONFIDENTIAL CHARACTER REFERENCE FOR XXXXX FOR THE POSITION OF yyyyy 

 
 
How long have you known xxxxx and in what capacity? 
 
  
 
 
How well do you know xxxxx? 
 
  
 
 
Are you related to xxxxx? 
 
 
 
xxxxx has applied for the post of yyyyy at Rydes Hill School.  Do you believe she has the ability and is suitable to 
undertake this position?   If you do not consider xxxxx to be suitable, please elaborate. 
 
 
 
 
 
 
Have you ever had any concerns about xxxxx behaviour towards children and young adults?  
 
 
 
 
 
Are you aware of any concerns about xxxxx behaviour towards children or young people? 
 
 
 
 
 
Name:       Date: 
 
Address:       Signature: 
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Appendix F – Sample Staff Offer Letter 
 

Rydes Hill Preparatory School 
Rydes Hill House 

Aldershot Road 
Guildford, 

Surrey, UK 
GU2 8BP 

Tel: 01483 563160 
Email: bursar@rydeshill.com 

Bursar www.rydeshill.com  
Mrs Kathryn Pillar  

 
Date xx xxx xxxx 

Xxxx 
Xxx 
Xx 
 
Dear xxxx, 
 
Thank you for attending the interview for the post of xxxxxx at Rydes Hill Preparatory School and Nursery. 
 
I am delighted to confirm that subject to the appropriate checks, the School wishes to offer you employment as a 
xxxx with effect from xxxx 2017.   You are contracted to work xxxx days a week. The FTE salary for this post is £xxxx, 
which equates to a pro-rata salary of £xxxx.  This includes all INSET days for which you are expected to attend and 
no further remuneration is paid.  All other terms are in accordance with the enclosed contract of employment. 
 
This offer is conditional upon the following:  
1. Receipt of at least two satisfactory references. 
2. Verification of identity and qualifications including, where appropriate, evidence of the right to work in the 

UK. 
3. A satisfactory enhanced Disclosure and Barring Service (DBS) with list check.  The DBS must be presented to 

the School within 21 days of issue. 
4. Disqualification by Association 
5. Satisfactory medical fitness; and 
6. If relevant, evidence that you have not been prohibited from participating in the management of 

independent schools. 
 
The position is subject to satisfactory completion of the probationary period. 
 
I enclose two copies of your contract of employment together with supporting documentation.  I should be grateful 
if you would complete and sign one copy of your contract and return it to me, along with the forms, as soon as 
possible.     
 
I should like to take this opportunity to welcome you to Rydes Hill.  Mrs Bell and the team here look forward to a 
long and successful relationship. 
 
With kind regards, 
 
Kathryn Pillar 

mailto:bursar@rydeshill.com
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Appendix G – Induction Checklist for Non-Teaching Staff 

 



  Policy: 45 

 

    Date of Next Review: March 2018: P45 Rev 2 

 

 
   

 

38 

Appendix H – Induction Checklist for Governors 
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Appendix I – Induction Checklist for Teaching Staff 

 


