APPENDIX 20
FLOWCHART FOR SAFER RECRUITMENT
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Post Appointment

·

Decide on a timetable

·

Ensure you have up-to-date JD and PS

·

Ensure you have all documents to be 

included in the application pack.

·

Ensure the above and the application form 

includes all the relevant information and 

safeguarding statements.

·

Ensure advert includes reference to 

safeguarding policy and commitment to 

promoting welfare of children.

·

Send out invitation letter, ensuring candidates 

are informed about documentation required at 

interview (see Appendix 7).

·

Ensure at least 3 panel members one of 

which has a Certificate in Safer Recruitment.

·

Panel to agree criteria and questions.

·

Explore applicants suitability to work with 

children.

·

Explore gaps in information supplied on 

application.

·

Take copies of all documents, inc. right to 

work in UK.

·

Take notes to support selection decision and 

complete interview assessment form (see 

Appendix 8).

·

Ensure that each application is scrutinised in 

a systematic way.

·

Use short-listing criteria (see Appendix 6)

·

Note gaps in employment, discrepancies or 

anomalies to be explored and accounted for 

at interview.

·

Use the reference pro-forma to see 

references prior to interview (see Appendix 

12b)

·

Scrutinise for discrepancies to be explored at 

the interview.

·

Issue conditional offer letter, subject to receipt 

of satisfactory references and DBS check 

(see Appendix 12).

·

Issue ‘Starter Pack’ and complete HR 

recruitment checklist (see Appendix M)

Confirmation of 

Appointment

·

Send notification form and completed 

recruitment checklist to your traded HR for 

ISA Children’s Barred List’, prohibtion check 

and other statutory pre-employments checks 

to be carried our and issue of contract.

·

Put in place supervision arrangements if still 

awaiting DBS clearance.

·

Arrange statutory induction/training

·

Issue school code of conduct and 

safeguarding policies.

·

Child Protection Training

·

Carry out probation reviews
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Conditional Offer


Send notification form and completed recruitment checklist to your traded HR for ISA Children’s Barred List’, prohibtion check and other statutory pre-employments checks to be carried our and issue of contract.


Post Appointment


Decide on a timetable
Ensure you have up-to-date JD and PS
Ensure you have all documents to be included in the application pack.
Ensure the above and the application form includes all the relevant information and safeguarding statements.


Ensure advert includes reference to safeguarding policy and commitment to promoting welfare of children.


Use the reference pro-forma to see references prior to interview (see Appendix 12b)
Scrutinise for discrepancies to be explored at the interview.



Issue conditional offer letter, subject to receipt of satisfactory references and DBS check (see Appendix 12).
Issue ‘Starter Pack’ and complete HR recruitment checklist (see Appendix M)


Send out invitation letter, ensuring candidates are informed about documentation required at interview (see Appendix 7).
Ensure at least 3 panel members one of which has a Certificate in Safer Recruitment.
Panel to agree criteria and questions.
Explore applicants suitability to work with children.
Explore gaps in information supplied on application.
Take copies of all documents, inc. right to work in UK.
Take notes to support selection decision and complete interview assessment form (see Appendix 8).



Ensure that each application is scrutinised in a systematic way.
Use short-listing criteria (see Appendix 6)
Note gaps in employment, discrepancies or anomalies to be explored and accounted for at interview.



Confirmation of Appointment


Put in place supervision arrangements if still awaiting DBS clearance.
Arrange statutory induction/training
Issue school code of conduct and safeguarding policies.
Child Protection Training
Carry out probation reviews



