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CONCORD COLLEGE 

Recruitment and Selection Policy and Procedures 
 

Concord College is committed to providing the best possible environment for the children and 
young people in its care. Safeguarding and promoting the welfare of children and young 
people is our highest priority and, in consideration of this, the College is dedicated to 
practicing safer recruitment. 

The College aims to recruit staff that share and understand our commitment and to ensure that 
no job applicant is treated unfairly by reason of a protected characteristic as defined within the 
Equality Act 2010. 

All queries on the College’s Application Form and recruitment process must be directed to the 
Assistant Bursar (HR) or the Bursar. 

The College maintains a Single Central Register evidencing the checks and considerations 
within this policy.  An entry will be made on the Single Central Register for all current members 
of staff at the College, the proprietorial body and all individuals who work in regular contact 
with children including volunteers, supply staff and those employed as third parties.  All checks 
will be made in advance of appointment or as soon as practicable after appointment. 

1. Scope of this Policy 
This Recruitment and Selection Policy and Procedure refers and applies to staff directly 
recruited and employed by the College.  In the Education (Independent Schools Standards) 
(England) Regulations 2014, staff are defined as:  

Any person working at the School whether under a contract of employment, under a 
contract for services or otherwise than under a contract, but does not include supply staff 
or a volunteer. 

Agency and contract workers 
In the case of agency or contract workers, the College sets out the safeguarding requirements 
in the contract between the organisation and the College and we obtain written confirmation 
from the agency or company that it has carried out the same checks as we would otherwise 
perform on any individual working at the College (or who will be providing education on the 
College’s behalf, including through online delivery). We conduct identity checks on agency and 
contract workers on arrival at the College and, in the case of agency workers (which includes 
supply staff), we must be provided with a copy of the appropriate level of DBS check.  

We will check with the relevant supply agency that the required checks have been carried out 
(identity, enhanced disclosure, barred list, prohibition, qualifications, overseas checks plus 
those checks set out in KCSIE as ‘pre-employment’ checks). The Single Central Record shows 
these checks have been made and we carry out our own identity check and have seen a copy 
of the disclosure (whether or not it discloses any information).  

In respect of contractors, unchecked contractors will under no circumstances be allowed to 
work unsupervised in the College.  We will determine the appropriate level of supervision 
depending on the circumstances. 



Section 6.50 

 

3 

2. Recruitment Advertising and Recruitment Pack 
Recruitment advertising occurs internally, on the College website, other online platforms and 
elsewhere as applicable.  All adverts and job descriptions contain a reference to Child 
Protection, which is normally worded: 

‘Concord College is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment.  Child 
protection screening is undertaken which includes checks with previous employers and 
the Disclosure and Barring Service.’ 

All applicants are sent (or can obtain directly from the College website) a recruitment pack 
containing the following: 

• Job description/person specification for the role applied for 
• Application form  
• Safeguarding and Child Protection Policy Statement 
• Recruitment and Selection Policy and Procedures 
• Recruitment of Ex-Offenders Policy 
• Information about the College as appropriate. 

 

3. Application 
Concord College only accepts applications from candidates completing the relevant 
Application Form in full.  CVs are not accepted in substitution for completed Application Forms 
but are permitted to be submitted alongside an Application Form. 

All posts in the College involve some degree of responsibility for safeguarding children, 
although the extent of that responsibility will vary according to the nature of the post.   

Checks will be made of previous employment history to ascertain satisfactory reasons for any 
gaps in employment. These checks will then be checked against references and any 
discrepancies discussed with the candidate.  

The successful applicant will be required to complete a Disclosure Form from the Disclosure 
and Barring Service (“DBS”) for the position and, where appropriate, a check of the Barred List 
will be undertaken. Any offer of employment will be conditional on obtaining such satisfactory 
checks. Additionally, successful applicants should be aware that they are required to notify us 
immediately if there are any reasons why they should not be working with children.  This 
includes any staff who are disqualified from childcare or registration.  

We take our responsibility to safeguard children very seriously and any staff member and/or 
successful candidate who is aware of anything that may affect his/her suitability to work with 
children must notify their manager or the HR Department immediately.  This will include 
notification of any convictions, cautions, court orders, reprimands or warnings they may receive. 

Staff and/or successful candidates who are disqualified from childcare or registration may apply 
to Ofsted for a waiver of disqualification.  Such individuals may not be employed in the areas 
from which they are disqualified, or involved in the management of those settings, unless and 
until such waiver is confirmed.  

If the candidate is currently working with children, on either a paid or voluntary basis, we will 
ask their current employer about disciplinary offences, including disciplinary offences relating 
to children or young persons (whether the disciplinary sanction is current or time expired), and 
whether the candidate has been the subject of any child protection allegations or concerns and 
if so the outcome of any enquiry or disciplinary procedure. Any information about past 
disciplinary action or substantiated allegations should be considered in the circumstances of 
the individual case. 
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If the candidate is not currently working with children but has done so in the past, we will ask 
the previous employer about those issues.  Where neither the current nor previous employment 
has involved working with children, we will still ask the current employer about the candidate’s 
suitability to work with children. Where the candidate has no previous employment history, we 
may request character references which may include references from the candidate's school or 
university. 

All candidates should be aware that provision of false information is an offence and could result 
in the application being rejected or summary dismissal by the College if they have been 
appointed, and a possible referral to the police and/or DBS. 

 

4. Shortlisting 
We will shortlist applicants according to the relevance and applicability of their professional 
attributes and personal qualities to the role. At least two people will carry out the shortlisting 
exercise, consider any inconsistencies, look for gaps in employment and reasons given for them 
and explore all potential concerns. 

As part of the shortlisting process, we will carry out an online search on shortlisted candidates 
as part of our due diligence.  This may help to identify any incidents or issues that have 
happened, and are publicly available online, which we may want to explore with an applicant 
at interview. This forms part of our wider safeguarding due diligence which aims to prevent 
and/or deter individuals who may be unsuitable to work with children from working in a school 
environment. 

Shortlisted applicants will then be invited to attend a formal interview at which their relevant 
skills and experience will be discussed in more detail.  

Shortlisted candidates are asked to complete a self-declaration form in relation to their criminal 
record or information that would make them unsuitable to work with children.  Applicants are 
asked to sign a declaration confirming that the information they have provided is true.   

 

5. References 
We will seek references for shortlisted candidates (including internal applicants) and will 
approach previous employers for information to verify particular experience or qualifications, 
before interview.  An offer of employment is subject to receipt of references which are 
satisfactory to the College.   

• Two written references are required as a minimum.  One referee must be the applicant’s 
current employer. 

• Open ‘to whom it may concern’ references and testimonials are not acceptable. 

• References written by family or friends are not acceptable. 

• Telephone/verbal references alone are not acceptable, they must be confirmed in writing.  
In addition, if there are any follow-up queries by telephone then anything substantial added 
to the original reference will be formally recorded and the referee asked to confirm that in 
writing. 

• Referees will be asked about an applicant’s suitability to work with children and about 
disciplinary offences (whether current or time expired).  They will also be asked about 
whether the applicant has been the subject of any child protection allegations or concerns 
and, if so, the outcome of any enquiry or disciplinary procedure. 
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• We will only accept references obtained directly from the referee and will not rely on 
references or testimonials provided by the applicant or open references or testimonials.  All 
references are verified and referees will be contacted by telephone to obtain confirmation 
that the reference is genuine. 

We will compare any information provided by the referee with that provided by the candidate 
on the Application Form.  Any inconsistencies will be discussed with the candidate. 

 

6. Interviews 
The interview will be conducted in person and the areas which it will explore will include 
suitability to work with children including where appropriate, any discussion of information 
shared by a candidate in their self-declaration form. 

Interview and visit procedures will vary according to the post, but will normally include a tour 
of the College, introduction to relevant members of staff and, in the case of teachers, will usually 
include teaching a lesson. 

Certain interview questions will be agreed in advance and asked of all the candidates (there 
will obviously be some variation dependent on information provided in the application).  
During the interview it is likely that an applicant’s answers will also lead to some variations in 
follow-up questions. 

Child protection questions will feature within the interview process. 

There will be at least two interviewers involved in the process of interview (but they will not 
necessarily interview simultaneously) and one of these will have undertaken safer recruitment 
training as recommended by the DfE.  The interviewers involved will be required to state any 
prior personal relationship or knowledge of any of the candidates and a judgment shall be 
made as to whether the interviewer shall withdraw from the panel. 

Qualifications will be verified.  This involves seeing the original certificates, diplomas, etc, as 
appropriate.  If it is not possible to see originals, the successful candidate will be asked to obtain 
written confirmation of the relevant qualifications from the awarding body.  Qualifications may 
also be checked with the awarding body. 

Identity will be checked.  This involves seeing a candidate’s passport or photo driving licence, 
a full birth certificate and, if applicable, any documentation evidencing a change of name (eg 
marriage certificate) and a utility bill or financial statement showing the candidate’s current 
name and address.  Photocopies are not sufficient. 

The right to work in the UK will be checked and copies of the relevant documentation, eg 
passport, will be held in the personnel file of each successful applicant. 

Candidate assessment notes will be taken at interview and a meeting held post interview to 
discuss the candidates before a decision is taken on the appointment.  All interview records are 
securely stored for 12 months after which those for unsuccessful applicants are destroyed. 

Candidates with a disability who are invited to interview should inform us of any necessary 
reasonable adjustments or arrangements to assist them in attending the interview. 

It is not the College policy to offer feedback after an interview. 
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7. Conditional offers of employment 
Offers of employment are subject to the following: 

• The applicant providing accurate information.  Provision of false information is an offence 
and could lead to possible referral to the police and/or the DBS.  Applicants should note 
that College appointments are exempt from the Rehabilitation of Offenders Act and 
therefore all convictions, cautions and bind-overs, including those regarded as ‘spent’ must 
be declared. 

• A satisfactory enhanced DBS check.  The procedures laid down by the Disclosure and 
Barring Service (DBS) are followed.  All employees must have an enhanced DBS check (with 
a check on the Children’s Barred List maintained by the DBS, the cost of which is met by the 
College.  DBS checks must be completed prior to commencement of employment.   

When an application is processed, certificates are sent directly to applicants and the 
College receives notification by e-mail.  All applicants must produce their original 
certificates to the HR Department on or before their first working day at the College. 

If the certificate contains additional information, the College will be notified by email and 
will contact the applicant.  The College must see the original certificate and discuss matters 
revealed on the certificate with the applicant directly, before any decision is taken to as to 
whether or not to withdraw an offer of employment.  The original certificate will be returned 
to the applicant and a copy retained on file in accordance with our Policy on Secure Storage, 
Handling, Use, Retention and Disposal of Disclosures and Disclosure Information.   

• For a candidate to be employed as a teacher, a check must be carried out that that the 
candidate is not subject to a prohibition order issued by the Secretary of State or any 
sanction or restriction imposed (that remains current) by the historic General Teaching 
Council for England before its abolition in March 2012. Teaching work is defined in The 
Teachers’ Disciplinary (England) Regulations 2012 to encompass: 

- Planning and preparing lessons and courses for pupils; 
- Delivering and preparing lessons to pupils; 
- Assessing the development, progress and attainment of pupils; and  
- Reporting on the development, progress and attainment of pupils. 

• Where a candidate has worked or been resident overseas in the previous 10 years, such 
checks and confirmations as the College may require in accordance with statutory guidance 
(eg a written report from a local police station confirming that the person has no record and 
is suitable to work with children).  Overseas criminal record check documents must be 
provided prior to commencement of employment. 

• Verification of medical fitness by completion of a pre-employment medical questionnaire. 
The information contained in the questionnaire will then be held by us in strictest 
confidence. This information will be reviewed against the Job Description and the Person 
Specification for the particular role, together with details of any other physical or mental 
requirements of the role i.e. proposed workload, extra-curricular activities, and/or layout of 
the College. 

• Verification of identity and qualifications including, where appropriate, evidence of the right 
to work in the UK (if not already received). The status of qualified teachers will be checked 
using the Teacher Services on-line service, including verification of successful completion 
of a statutory induction period (for teaching posts applies to those whop obtained QTS after 
May 1999) 

• Receipt of at least two satisfactory references (if not already received) and verification by 
telephone. 
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• Where the successful candidate will be taking part in the management of the College, a 
check will be carried out under section 128 of the Independent Educational Provision in 
England (Prohibition on Participation in Management) Regulations 2014. This applies to all 
Trustees, Senior Team and teaching heads of department. 

 

8. Retention, Security of Records and Data Protection Obligations 
The information provided on the application form will be processed using manual and 
computer records.  The application form will be held on the personnel file of each successful 
applicant.  Application forms of unsuccessful applicants will be destroyed after a period of 12 
months. 

 

9. DBS certificate information 
DBS certificate information is kept confidential and communicated on a need-to-know basis 
only.  Copies of DBS Certificates are not retained.  The College keeps a record of the date of 
issue of the Certificate, the name of the subject, the position for which the certificate was 
requested and the unique reference number of the certificate. 

 

10. Equal opportunities 
All staff involved in the recruitment and selection of staff will treat applicants fairly and make 
decisions objectively and in line with the College’s commitment to equal opportunities by: 

• ensuring that no job application or employee receives less favourable treatment on the 
grounds of any of the protected characteristics covered by the Equality Act 2010; 

• ensuring that all employees are recruited on the basis of ability, qualifications and 
experience as measured against the job description/person specification. 

Concord College welcomes applications for employment from disabled people and is 
committed to providing reasonable adjustments, where necessary, to make interviews and jobs 
more accessible to disabled people. 
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