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SECTION 1

Introduction
This Code of Practice provides practical guidance on the processes involved in the recruitment and selection of employees.  Within Schools and indeed the Council there are many occupational groups operating at varying levels and it is important that we conduct recruitment and selection practices fairly, consistently and equitably.
Safer practice in recruitment means thinking about and including issues to do with child protection and safeguarding and promoting the welfare of children at every stage of the process.
This guidance outlines what should happen at each stage of the process and outlines schools responsibilities in order to comply with both the legislative requirements and the need for good practice.
We recognise the important role that Governors play in recruitment in schools and this guidance is offered also to support this important role.
The guide aims to:-
· Promote a planned objective approach to the recruitment of staff;
· Enable HeadTeachers and Governors to think more clearly about the knowledge and skills required to do a job;
· Help HeadTeachers and Governors assess objectively whether or not a candidate can meet the requirements of the job

· Ensure that HeadTeachers and Governors are aware of their safeguarding responsibilities, statutory guidance and good practice in relation to recruitment and selection.
St Helens Council and schools strives to be an equality of opportunity service provider and employer.  Any person applying for a post has a statutory right to take up a case of discrimination against a school if they believe this to be the case and HeadTeachers may be asked to justify and explain their actions/decision at an Employment Tribunal. Existing employees who apply for jobs also have access to the school’s grievance procedure.
Please note that this guidance also applies to the recruitment, selection and appointment of HeadTeacher and Deputy HeadTeacher posts.  Additional guidance on recruitment, selection and appointment is also available via the Code of Practice for the Recruitment of HeadTeachers and Deputy HeadTeachers from the School Improvement Service.
This guidance applies to Community, Voluntary Controlled and Aided Schools.  In putting this document together reference has been made to Diocesan related documents however it in no way detracts from their relevance.  The advice and guidance has been written as an aid to good practice across all schools and provides specific reference where required with particular regard to adherence to legislation.
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This Code of Practice has been revised to incorporate the DCSF guidance on Safer Recruitment, in order to safeguard and promote the welfare of children.  All recruitment documentation i.e. application form, adverts, job descriptions should include the  following statement “This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment”.  Adequate planning needs to be set aside to ensure that issues around Safeguarding are considered at all stages of the process.
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SECTION 2

Commencement of the Process
Acknowledging a Resignation
It may appear a little ironic but in many cases the recruitment process begins with the leaving of the current post holder.
When an employee resigns it is important that they confirm this in writing.  It is usual for this to be addressed to the HeadTeacher or Chair of Governors.  On receipt of the resignation it is important that the HeadTeacher passes a copy to the Human Resources Section for them to acknowledge formally and make the necessary arrangements regarding the termination of the employment.
Exit Discussion / Questionnaire
The next stage in the recruitment process is to explore with the jobholder their reasons for leaving.
It is good practice for all employees to be offered an Exit Discussion and/or have the opportunity to complete an Exit Questionnaire.  The purpose of the discussion / questionnaire is to gain vital information from the employee on their opinion about their job, their school, and their working environment.  The information gathered can be used to indicate future employment trends, help identify problems relating to recruitment, induction and retention along with development/review of new policies and detecting unfair employment practices.  It is also an opportunity to explore any ways of improving the safeguarding or welfare of children.  This is the last opportunity for the experienced jobholder to comment on any changes that they could suggest to ensure the job is structured efficiently and effectively.
Who carries out the Discussion?
The value of the information depends on the honesty of the person being interviewed. The employee should be given the option of a discussion or to complete the questionnaire.  The HeadTeacher should make the necessary arrangements for any discussion however it need not be the HeadTeacher who undertakes this discussion. This can be conducted by the Line Manager (if not the HeadTeacher) who has a greater understanding of the job and work environment or indeed another senior member of staff.

Who should be offered an Exit Discussion?
All contracted employees voluntarily leaving a school should be offered an Exit discussion.  If the employee does not want an Exit Discussion, the reason for this should be recorded.  Attached at Appendix 2 is a useful pro forma.
When should the Exit Discussion take place?
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The discussion should ideally take place in the last week of the employment when the employee will probably be winding down and still willing to discuss their reasons for leaving.
It should not take place on the final day, as the employee is more likely to be interested in celebrating their final day rather than explaining their reasons for leaving.
How are they carried out?
A standard questionnaire is detailed at Appendix 2 but it is recognised that it is not always possible for the employee to be interviewed prior to the employee leaving and in these cases the Exit Discussion may be forwarded to the employee by post - this however, should be the exception.
The discussion should be conducted in private with no interruptions and the manager should have all the relevant employee records e.g. job descriptions etc available.
Documentation / Analysis
Where a discussion has taken place or an individual has independently completed a questionnaire, the relevant documents should be fed in to senior management in the school for analysis.  Individual or collective analysis can then support decision making in the recruitment process.
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SECTION 3

Job Analysis/Job Description
Along with the information gained from the Exit Discussion, the HeadTeacher should review the job taking into account the following:
· Is the post still needed?
· (Has the situation changed, do you need to re-focus support or finance?)
· If so, is it still required at the same level?
· (Are you getting what you need from this post, is it pitched at the right level, do you need to address a grading issue?)
· Is the post still required on a permanent basis?
· (you may need to take advice)
· Should there be any changes to the hours or contract?
· (Think about current and future need)
Where there are revisions to a post, or a new post is to be created, and the post falls within the remit of NJC Conditions of Service, a revised / new job description and person specification must be evaluated in order to determine the grade prior to the post being advertised.  The job description and person specification need to be forwarded to Human Resources with a completed job evaluation template, which can be found at Appendix 6.
Why do we need a Job Description?
· So jobholders know what is expected of them.
· It is used as a basis for assessing what knowledge and skills are required for the job.

· Job applicants have a clear idea about the job itself.
· It forms part of the Contract of Employment.
· It is necessary for appraisals and forms part of schools Performance Management Framework.
The Job Description should be reviewed to ensure that it is still up to date.
Any changes to the job description can be discussed with Human Resources who can also provide any advice on the appropriate structure of a job description to ensure it is accurate and written in a non-discriminatory way.  Updating the job description does not necessarily mean an automatic re-grading, for example the responsibility level involved with the upkeep of a manual or computerised filing system is no different.  It is highly likely that the revised duties will be commensurate with the original grade.
A useful Job Description template is attached at Appendix 3, which includes some helpful standard inserts for guidance.
What should be included in the Job Description?
The job description should be a list of the main duties and responsibilities of the post.  It should not be an exhaustive list of every task.  The following is guidance on the completion of key areas of the job description.
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The Grade of the post.
Purpose of the post - a brief statement of the overall purpose and function of the post. The statement should be brief, ideally no more that 3 or 4 sentences.
Duties and Responsibilities - Gives further details of the key areas of responsibilities. Care should be taken to avoid repetition or overlap of duties and vague words such as ‘frequent’ or ‘regular’ should be avoided.
The job description should indicate that the post is subject to ‘Disclosure’, and indicate whom the post holder reports to and whom they are responsible for.

All job descriptions should contain reference to the following general duties:
· Safeguarding children and young people
· Complying with Health and Safety
· Complying with Data Protection Act, Caldicott Principles and Freedom of Information Act and Equal Opportunities
Finally the job description should be dated to indicate when it was last reviewed.
When should it be done?
The job description must be drawn up before the person specification and before the post is advertised.
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SECTION 4

The Person Specification
The purpose of a person specification is to provide a list of the skills, experience, qualifications etc. that a person should have in order to do the job.  The person specification is the crucial element of the whole recruitment process and is key to the ultimate decision making process.
Why do we need a person specification?
· Clarifies the relevant skills and knowledge do the job
· It is used as a basis to assess someone’s ability to do the job at the application and selection stages
· It enables the selection panel to assess fairly and objectively
· It describes the person you are hoping to recruit
· It is a fair and objective way of assessing candidates abilities
· It allows the candidate to target their application against essential criteria
· Ensures specific reference to the responsibility for safeguarding and promoting the welfare of children
· It will form the basis of any defence at an Employment Tribunal
When should it be done?
The Person Specification must be drawn up before the post is advertised.  If one already exists this should be reviewed.
Who draws it up?
It is normal practice for the HeadTeacher to draw up/review the person specification as they have the detailed knowledge about the job (although this can be delegated to other managers).  Advice and support is available from the Human Resources on drafting the specification.
If involved, a selection panel should be convened at this stage to discuss the person specification so that the panel members understand the requirements and how each item will be assessed.  This will assist with fairness and consistency.
It is advisable that at least two people are involved throughout the recruitment process. Where possible, it is also advisable that the selection panel is of mixed gender, particularly when the shortlist is of mixed gender.
Writing the Person Specification
Use the up to date job description as your starting point as you will need to consider the knowledge and skills required to perform each part of the job.
A person specification is required for each vacancy as differing knowledge and skills are required.  Schools may however develop generic person specifications to add / delete from as required.  Specifications must be job-related not contract related.  You must
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establish the same criteria for a temporary post as for a permanent post and apply the same standards equally to both during the selection process.
Justifiable Criteria
This is a key element.  It is important to determine whether the knowledge, skill/ability and qualifications are either desirable or essential. This is also probably the most difficult for managers to determine as most, naturally, have a wish list. Headteachers and Governors will need to review Job descriptions and person specifications especially when advertising posts to avoid claims of age discrimination. Please see guidance on Age Discrimination in a briefing paper sent to Governors Spring Term 
2007 regarding  the Employment Equality Age Regulations 2006
Essential/Desirable Criteria
The essential criteria should be the skills, experience or qualifications etc without which the job could not be done.  Problems arise when individuals are short listed or even appointed when they do not meet the essential criteria on the person specification.
Examples of this include appointing candidates with lower qualifications or less experience than detailed essential.  This can lead to claims of unfairness and should be avoided.  If it is necessary to dilute criteria then this must be applied to all candidates consistently.
If criteria would enhance the person’s ability to do the job rather than it being, say, a skill or knowledge they could not do the job without, this should be a desirable criteria.
It is important to ensure that the language used in the person specification should be clear, concise, free from jargon and non-discriminatory.  The criteria should be measurable and some thought should be given as to how each criteria will be measured
from the application form, interview, testing etc. (criteria should if possible be measured by more than one of these methods).  This should be made clear on the person specification to assist the candidate.
For all tasks on the job description consider the knowledge, skills, abilities and qualifications required for them to be performed well.
It is important that some reference is made within the person specification to safeguarding issues.  Examples could include references under Experience, Knowledge, Skills and Abilities.  Examples of wording could be around:
· Motivation to work with children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people
· Emotional resilience in working with challenging behaviours
· Attitude to use of authority and maintaining discipline
Knowledge
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What would a person need to know in order to do the job?  Do they need previous knowledge or can they find out rapidly through induction on starting the job?  If they can find out rapidly when they start the job, the knowledge is not an essential minimum requirement.
In most circumstances HeadTeachers should not expect applicants for junior posts to have a detailed knowledge of the service in question.  This tends to raise claims of unfairness and bias towards candidates already working in the service.
Skills and abilities
What are the specific skills?
Is it a requirement to lead and motivate a team?
Does the work require skills in managing challenging behaviour?
Must contain a specific criterion, which allows the Panel to explore the candidates’ suitability to work with children.
What is involved in doing a particular task?  What skills are needed?  Decide on what standard skills or specialised skills or abilities the job requires.  Try and put some qualitative or quantitative measure.  Do not ask for a higher level of skill than is really required.  When considering these skills, consider how you are going to assess them.  It should be possible for the candidate to be able to demonstrate certain skills on their application form and certain skills at the interview, through questioning, tests or exercises.  Use phrases on the person specification such as:
Ability to ........... Demonstrate ...... Able to ..............
Teaching observation (see also Section 7 Interview and Selection Process)
It is recommended that schools observe short-listed candidates and you should include this as a method of measuring as one of the criteria in your person specification.
Experience
This should be an area that is cautiously applied and should relate back to skill.  This is an area that can assist with selection at the application stage but needs to be tested at interview.  Just because someone has 5 years experience of teaching does not mean that they are good at it!  You need to consider both employment and life experiences. Many candidates for posts will have experiences in their domestic lives that can readily be transferred to posts within schools.
Qualifications
Within schools, often essential professional qualifications are a minimum requirement, particularly in teaching posts. Qualifications are an indication of a person’s capabilities, but care must be taken not to deter applicants who have the necessary skills and experience but not the required qualification, particularly in support roles.  Ask what skills and knowledge does this qualification give.  Often experience on the job enables an individual to become more competent in terms of abilities than others who are qualified
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but have no work experience. It must be recognised that older workers may not have had the opportunity to study mainstream qualifications such as GCSE’s, O’ levels etc. but could carry out the duties nonetheless due to experience.
It may be relevant to specify a particular qualification or an ‘equivalent’ qualification.  To aid clarification, please specify which other qualifications you deem to be equivalent or those which will be acceptable to you (bearing in mind obviously any statutory qualifications as a minimum).
Think about:
What standard of education does the work require e.g. for an admin or clerical position.
Other circumstances
One consideration may be “appropriate motivation for working with children” or “appropriate attitudes towards young people.”
Broad phrases like ‘must be flexible’ should not be used.  Ask yourself, what does this mean? What do I actually want, what actual flexibility do I need? Include details of specific work related circumstances.  Things like:
Will be required to work until 6.30pm on a Thursday evening on a rota basis (although you should be able to justify such rigid requirements)
Completion of this section does not mean that interviewers are permitted to ask questions about an applicants personal or family circumstances, but should ensure that the candidate is asked if they can work within the job related circumstances.  Be clear with regard to your requirements.  When considering job related circumstances look at the demands of the job.
A Driving Licence - is it really necessary or is mobility around the Borough really the issue?  You should consider the requirements of the Disability Discrimination Act (note earlier reference).
Things to consider when preparing the specification
Avoid requirements that unlawfully discriminate against candidates and remember the duty to make reasonable adjustments.  Funding or other support may be available to assist a disabled person.
Avoid trying to assess the attitude or personality required for the job. Look at this more objectively with defining the skills needed for dealing with other people being covered in the skills/knowledge section.
Avoid putting things like:
· Sense of Humour - How can you measure it and it is very subjective.
· Numeracy skills - what does this mean - the ability to make simple calculations or an accountancy qualification? Be more specific.
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· Interpersonal skills - again this means different things to different people - does it mean being able to deal with complaints from members of the public, being able to write letters?  Again think about examples of what you will actually need, be specific.
Finally always check the person specification relates to the job description.
A person specification pro forma is attached at Appendix 4.  Guidance on what should/should not be included is at Appendix 5.
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SECTION 5

Advertising
This stage is crucial in attracting the right candidate.  Schools’ posts are advertised both internally on Vacancy List/Intranet and externally in the Job Centre and if applicable in appropriate media.  If posts are advertised in external media the decision as to which publication to advertise in is for the school to determine.   As an employer striving to provide equality of opportunity and promote race equality, consideration should be given to advertising in the BME (Black and Minority Ethnic) press.  Further information can be found on their website www.ethnicmedia.co.uk or from Human Resources who can also advise on all advert costs, deadlines and possible publications for external adverts.
The Council is also the lead Authority for the Joint Investment Plan - Welfare to Work for disabled people, a Government Initiative which aims to ensure that there are joined up services for disabled people so they can get the support to work, stay in work or move closer to the world of work.  The plan for St Helens aims for the Council and its partners to improve job opportunities for disabled people and as such particularly HeadTeachers of Community and Voluntary Controlled schools should aim to promote equality for disabled people although obviously this in no way excludes Governing Bodies in Aided schools taking a similar pro-active stance.
The LA, on behalf of schools uses the Council’s appointed Advertising Agency and all external media adverts are processed via the Agency.
What should be included in the Advertisement
· The school and its location
· Job Title - ensuring this is meaningful to the target audience
· Grade, Salary - including any allowances which may make the post more attractive
· Hours of work
· A brief description of the school
· Job Content - the main purpose of the job, not the full job description
· What essential skills/abilities, experience, qualifications etc are required
· Details of an informal contact if possible
· Closing date (approx 2 weeks should be given to enable the candidate to receive and complete the application)
· The post is subject to Enhanced Disclosure
· Safeguarding commitment statement
· Interview Date if possible
· Information about how to obtain application forms and job information
Some tips on writing an advert
Identify the USP (Unique Selling Point).
It’s something, anything that this role/school /organisation offers that nobody else does. It’s the main reason why people should come to work for you.
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Whom are you speaking to?
Who do you want to fill this role? What’s their background, experience and what are they doing now?  What might they want from life, work and this role?  Write as if you are appealing to this person, highlighting the elements of the role or work environment they’ll find attractive.
What tone do you use?
Write as if you are speaking to this person.  Speak in appropriate tone and use appropriate language.  Chose whether you are going to be formal, chatty, dynamic, factual etc.  Always use ‘you’ when referring to the reader to personalise your advert and make it seem as though you are talking to the person who is reading it.
Go with the flow.
Try to let the words flow and not be a series of disjointed sentences.  By beginning with ‘And’, ‘After all’, ‘What’s more’, and ‘So’ you can link one section to another and one point to another.   Again that’s how we speak and it makes reading the advert easier and the content easier to digest.  There’s a time and a place for bullet points, for example if space is tight or you have to impart some factual information in a straightforward  manner.
Check you haven’t waffled
You have to sell the role and entice people to apply, but don’t add unnecessary detail. Avoid repetition of words, if you have to use one word a couple of times look for alternative ways of saying it, for example ‘job’ - you can also say ‘role’, ‘position’ or ‘career’.  Don’t use superfluous words and state the obvious - ‘A vacancy has arisen in the........’  Remember you are paying for the space!
Refer back to the person specification and describe the job as realistically as possible.  Don’t say things like ‘A good communicator’, ‘A great communicator, happy to talk to people all day..’ can describe the job more realistically, but beware of not selling the post as just a good opportunity to gossip!.  Don’t say ‘innovative’ instead say ‘with a proven track record of innovation in the Primary / Secondary Sector’.
Remember sell the job realistically, keep the text clear and simple, and refer back to the Person Specification to ensure that all the important criteria are included.  Try and make it clear in the advertisement what you do want.  Remember candidates do not want to receive an application form and find they cannot apply and you do not want to receive hundreds of requests for application forms from people who don’t meet the criteria on the person specification just because the advert has been too vague.  This wastes time and is very frustrating.
Finally ensure that the advert is not discriminatory and offensive or in any way off-putting to any person or group.  It is unlawful to publish an advertisement which indicates an intention to discriminate against applicants from certain groups.
Advertising Agency
The advertising agency can advise on the content and layout of an advert should a school wish to take this up.  This may be relevant should a school wish to advertise for a particularly difficult to fill post or when advertising for a number of posts simultaneously.
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Schools should however be aware that a cost will be attached to this in addition to any advertising costs.
Information to Applicants
All potential applicants who make enquiries about a job should be sent the following as a minimum:
· The appropriate Application Form along with guidance for applicants
· Equal Opportunity Monitoring Form
· An up to date Job Description and Person Specification
· A copy of the School’s Child Protection Safeguarding Policy statement Additional information may also be helpful to candidates which could include:
· Details about the school and the organisational structure
· Any other job related information which may assist the applicant
· Information about St.Helens and the Council/School
It may be necessary to provide information to applicants in different formats e.g. Braille, large print, or in different languages etc.  Requests for information in different formats should be dealt with speedily so as not to disadvantage the applicant.  Please contact Human Resources if advice is required.
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SECTION 6

Short listing
In many respects short listing can be the most difficult part of the recruitment and selection process, especially if a large number of applications have been received.
The short listing panel should consist of at least 2 people of suitable seniority and where possible gender mix. At least one member of the panel must have completed the Safer Recruitment training course or the online training tool, which has been developed to provide valuable advice and guidance to strengthen safeguards against employing unsuitable people in schools. Members of the interview panel should be involved throughout the selection process for fairness and consistency reasons.
At the short listing stage, the task of the selection panel is to assess the applicant’s eligibility for an interview based on information provided in the application form.  As part of the process of drawing up a person specification it should have already been  identified which elements of the criteria can be measured by considering the application form. All applications must be read and assessed against the criteria which are indicated for assessment via the application form. Application forms have limited information and a manager has to make judgments as to whether the candidate meets the criteria or not, although you should not assume anything.
Panel
Each panel member should independently assess the applications before meeting as a short listing panel and then the panel should meet to discuss their results, challenging the results and any discrepancies.  Be prepared to be flexible, remembering that each selector has equal status and must always contribute the reasons for their recommendations about each candidate.  It is the recruiting managers responsibility to ensure that one composite short list matrix (see below and appendix 7) is completed to record the final decision of the group.
Only applicants who fully meet the essential person specification requirements should be short listed.  This is often where the most problems occur with determining the essential/desirable criteria as it often turns out that someone who prepares a good statement hasn’t got the qualification or years of experience required.  This is why it is important to ensure that the criteria are realistic and necessary.
Drawing Up a Shortlist
A pro forma has been provided for use at short listing at appendix 8.
· Draw up your short list systematically.
· Do not assume things about candidates, particularly known candidates.
· Measure each candidate’s abilities and qualities methodically.
· Avoid making snap or gut reaction decisions based on casual or superficial examination.
· Search for key selection criteria.
· Examine each applicant’s present role for the range of responsibilities, achievements and challenges it offers.
18

· Look closely at each applicant’s previous career (not only in paid employment) and personal skills they possess.  In particular, reasons for leaving jobs working with children or young people should be scrutinised closely.  Applicants are expected to provide information about the day, month and year that they were previously employed and reasons for leaving, particularly for a post working with children or young people.
· Look closely at any gaps in employment, check that dates of employment are consecutive, note any discrepancies in information or dates provided and make a note of this to prompt questioning of the candidate if selected for interview.
· Ensure that applicants have signed and dated their application forms to confirm that the detail provided is complete, accurate and true.
Be aware of your own attitudes, stereotypes, likes and dislikes.  Introducing these into the assessment may affect your ability to shortlist in a fair and non- discriminatory way.
A good idea when trying to achieve a manageable shortlist in situations where a lot of candidates meet the essential criteria is to consider the desirable criteria to arrive at a manageable shortlist of preferred candidates.
Some Don’ts
· make assumptions or stereotypes about the physical or mental qualities of men and women for example e.g. ‘this job is not for a woman, or about those from particular racial   backgrounds or national origins.  Making such decisions could leave the Council / School open to a claim under the Sex Discrimination/Race Relations Acts.
· make assumptions about how an applicant’s home/family life will affect their work.
· make assumptions about how an applicant’s disability or health record will affect their work.   Disability can only disqualify in rare cases where it substantially affects the ability to work effectively, or create unreasonable demands for physical access in the workplace which cannot be met by aids, adaptations or reasonable adjustments to the job.
· not shortlist someone because of personal information contained in the application form - name, address, sex or marital status.  Selectors must not exclude a candidate on any of these grounds unless there is a genuine occupational qualification in accordance with the relevant Acts.
· consider age as an issue.  No applicant should be disregarded arbitrarily because of age in accordance with the Council’s / School’s current practice and age legislation.
· automatically discount someone because of the health absence data given by candidates. All appointments are subject to medical clearance and satisfactory references regarding their health and attendance, which will confirm an applicant’s health and attendance record.  Any job related information regarding someone's health will be identified by Occupational Health.
· disregard someone who has declared a previous conviction or caution – this will be the subject of a formal assessment by the Human Resources Manager in accordance with the CRB Code of Practice.
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· disregard someone because of their handwriting.  Poor handwriting does not necessarily mean a poor candidate.  A poorly presented application could be a valid reason for rejecting an application, but for many jobs, for example, those involving new technology or those with a low written content, this may not be a crucial factor.
Common Problems
If there are no suitable candidates, you will probably want to re-advertise the post.  The selection panel (along with any advice from the Human Resources Section) should review the quality of the whole process particularly the Person Specification, the advert and the potential source of applicants.
If only one applicant meets the essential criteria, it is acceptable that this applicant is interviewed.  Remember, candidates should be measured against the Person Specification not each other.

Shortlist Checklist
Before you shortlist you should check to consider:
· any declarations of interest or any relationships with candidates have been disclosed and considered
· will all selectors be equally involved and contribute to the shortlisting process?
· Is the criteria and process to be used to arrive at a manageable shortlist of candidates fair and objective?
· ensure that only criteria which are measurable from the application form are considered
· is the short listing system objective and systematic and are all decisions to be recorded on one matrix?
If an applicant has declared a conviction on the application form this should not, automatically, prevent the candidate from being shortlisted.  Advice should be sought from Human Resources as to the relevance of the conviction for the post applied for and suitability for employment with the school.  A criminal conviction should not automatically bar applicants from being shortlisted or appointed.
20

SECTION 7

The Interview and Selection Process
Informing the Candidate
You may wish to contact the shortlisted candidates by telephone initially to give them as much notice as possible and confirm they can attend the interview / selection process. Ideally at least one week’s notice should be given, in writing, before an interview/assessment.  This allows the candidate time to prepare and make the appropriate arrangements for them to attend.
A confirmation letter should include:
· The date, time and approximate length of the interview
· The interview venue along with details of how to get there if appropriate
· Access to car parking
· The selection methods to be used e.g.  interview, presentation and any tests.

· Where applicable, the title of any pre-prepared presentation required
· Where applicable, details of the equipment available for presentation (i.e. PowerPoint, Flip-Chart, OHP etc.)
· If a lunch is being provided and if so, any dietary requirements.
· All candidates should be asked if they have any special access or other requirements.  It is important to ensure that any special requests from candidates are followed up.

· A request to confirm their intention to attend
· Reference to an overnight stay if applicable
Before the Interview
Prepare a Schedule
Consider the timetable of interviews.  Most interviews take at least 30 minutes but this will depend on the post being recruited to.

Allow at least 5 to 10 minutes between each interview to individually write up notes.  It’s easier at this point than to try and remember everything at the end of a day of interviews.
The Venue
The place of the interview/ tests should be private with no interruptions.
Think of the physical environment and the layout of the room as this gives a message about the school.
Try and make the layout of the room as comfortable and as relaxing as possible.  The more relaxed the candidate is the more realistic responses are likely to be obtained.
Arrange a seating plan and make sure that the appropriate arrangements are made for the arrival of the candidates.  It is good practice that the reception or another member of
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staff greets the candidates.  Make sure that candidates have a suitable waiting area either prior to the interview or between various selection tests where applicable.
Ensure that the venue is accessible and if someone has indicated any special requirements, check that arrangements have been made to comply with these.
Study the Application Forms
Each panel member will be provided with an ‘Interview Pack’, which contains the application, forms and other relevant interview information including the Job Description, Person Specification and Candidate Assessment Forms.
All applications should be scrutinised to ensure that they are fully and properly completed; that the information provided is consistent and does not contain any discrepancies and to identify any gaps in employment. Any anomalies, discrepancies or gaps in employment identified should be noted so that they can be taken up as part of the interview process.  As well as reasons for obvious gaps in employment, the reasons for a history of repeated changes of employment without any clear career or salary progression, or a mid career move from a permanent post to supply teaching or temporary work, also need to be explored and verified during interview.  Rather than having anything serious to hide, the candidate may have omitted details of extended travel or jobs felt to be of little relevance to the post s/he is being interviewed for.

However, such gaps in the candidate’s employment history must be explored in the interests of gaining a complete picture of the candidate’s history as some applicants may wish to conceal previous employment and the reasons for leaving.  Notes of responses should be made in the interview notes.
Questions
Questions should be prepared before the interview and be agreed by all the panel members.
Care should be taken to ensure that all essential criteria are tested as part of the selection process and that interview questions relate back to the criteria on the person specification.
For those posts which involve contact with pupils, questions should be asked that   assess the candidate’s suitability and motivation to work with children.  The Panel should be aware of negative and positive indicators for these key question areas and be prepared to probe and this could involve the issue of “suitability” to work with children and young people.
Ask questions about the candidate’s aspirations and motivations. Knowing why candidates are interested in the position can provide insight and understanding of the person and how much research they have done about the work involved in the post.
Always probe incomplete answers. Probing questions are the most effective way to get complete answers. Use them where there is a discrepancy between what is said and the candidate’s behaviour, evasion or contradiction, and also in situations where there is a discrepancy between two answers given.
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It is best to ask Open questions which start with how, why, what or can you tell me about?  These questions get the most out of the candidates and can be followed by further questions dependent upon the response.
You should avoid:
Leading questions where the answer is given to the candidate e.g. “You get on well with people don't you?”  The likely response is going to be yes!
Multiple Questions, where a number of questions are asked at the same time.  This is confusing and the candidate is likely to only answer part of the question.  e.g.  “Have you supervised people, what difficulties did you have and how did you handle them?”
Alternative Questions, where the candidate is offered one or two alternatives.  This leads the candidate and denies them the opportunity of discussing other options e.g. ‘Do you think that good supervision is concerned with staff development or discipline?’
Think about the wording of ‘Hypothetical’ Questions, where a candidate is given a hypothetical situation and asked how they would respond.  More information is obtained from asking candidates about their previous experience and what they have done rather than how they would react.  If you ask a hypothetical question you are likely to get a hypothetical answer!  For example you are more likely to get a more meaningful response to the question ‘tell me about a time when you have dealt with an irate customer’ than ‘how would you respond to an irate customer?’  You may however need to defer to a hypothetical question if the candidate cannot provide an answer, although this may provide you with an insight to their experience to date, and should be reflected in the scoring of their ability to partially meet a criterion.
Do not ask questions about a person’s personal circumstances i.e. marital status, childcare arrangements, or questions relating to a persons colour, religion or racial origin.  Remember that the information you have provided via your advert and application pack should clearly outline your expectations of the individual you eventually appoint.  Whilst this should not detract in any way from the potential flexibility, this should have filtered at advertisement stage anyone who clearly would be unable to fulfill those requirements.
The interview should also be used to check out or explore in more depth information which has already been given on the application form.  For example:
· to clarify information which is vague, eg. reasons for leaving
· to check out any inconsistencies i.e. gaps in employment
· if you need more information on qualifications
· if there appears to be any issues with referees, for example where the applicant’s current or most recent employer is not listed as a referee, question the reason why
If, during the interview, the applicant has not satisfactorily explained a gap in employment or a reason for leaving, the panel should be aware of the need to verify the information and should contact Human Resources for guidance.
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This is a significant part of safeguarding in the recruitment process and notes of responses should be made.
Structure the Interviews
Panel arrangements - who will take what role e.g. Introductions, who’ll ask what questions.
Chairing - who has overall control and is responsible for the process ensures everything is planned and records are kept.  The Chair has an important role on the panel, which includes ensuring that the interview panel has probed the candidate sufficiently well to enable a valid suitability assessment to be made.
Benchmark answers – it is good practice for the panel to have listed, in bullet point form, areas which should be covered by the interviewee in answering each specific question.  In particular, this can aid less experienced panel members.  This also aids in note taking and subsequent deliberations.  Model answers can include positive and negative indicators, which can further aid the scoring and selection process.
Teacher Observation
It is at this point that you may wish to observe short listed candidates for teaching posts in the classroom environment. This is recommended by the LA. You will need to make the necessary arrangements for this within your selection process.
This should be included as a measure on your person specification and prior to undertaking the observation you should be aware of the criteria that needs to be met.

In some cases the HeadTeacher may be the only relevant professional sitting on the panel and should therefore ensure that other panel members are made aware of the criteria and have an understanding of the outcomes to be measured from the observation.
During the Interview
Introductions
The first stage is to introduce the panel and outline the format of the interview.  Explain the purpose of the interview, how long it is likely to last, that all candidates will be asked the same questions and let the candidate know where the vacant post fits into the school.
Note Taking
It is important to have records of candidate’s responses at an interview both for assessment and to ensure adherence to a fair recruitment process.  It is good practice to inform candidates that notes will be taken.  All interview notes should be collected by the Panel Chair and retained for 12 months.  It is important to remember that interview notes can be admissible evidence in Employment Tribunals and as such panel members should be mindful of the comments made.  A pro forma is attached at Appendix 9.
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Purpose
The purpose of the interview is to provide the selection panel with relevant information beyond that already contained in the application form - regarding a candidate’s ability to do the job.  The interview will also explore the candidate’s suitability to work with children.  It allows the candidate the opportunity to demonstrate their skills, knowledge and abilities against the person specification and provides the candidate with more information about the job and the school to help decide if the job is right for them.
The interviewer needs evidence to assess the candidate against the criteria set out in the person specification.
During the interview, in addition to assessing and evaluating the applicant’s suitability for the particular post, the interview panel should also explore:
· the candidate’s attitude toward children and young people;
· his or her ability to support the organisation or college’s agenda for safeguarding children;
· gaps in the candidate’s employment history; and
· concerns or discrepancies arising from the information provided by the candidate and/or the referee.
The panel should also ask the candidate if they wish to declare anything in light of the requirement for a CRB Disclosure
During the interview the applicant may disclose employment not listed on the application form.  The reasons for this omission must be explored and recorded in detail, showing the questions asked and the answers given as part of the interview notes.  Note:  This information will be kept on any successful candidates HR file, held by Human Resources.  For unsuccessful candidates, schools should retain the recruitment file for 12 months.  This is crucial to ensure that evidence exists of active safeguarding practices, or in the event of any fair recruitment challenge from applicants / candidates.
All candidates should be asked the same core questions. If the candidate has, in answer to a previous question, appeared to answer a subsequent question, that question should still be asked and the candidate given the opportunity of addressing  the  question directly, or supplementing the information already given. Supplementary questions may be asked by any panel member, but should only be used as clarification and elaboration of a candidate’s answers i.e. probing for further information and clarity in order  to evidence specific information to satisfy the original question, e.g. “tell  me  how  you tackled that situation” or “what did you learn from…”.
The candidate’s attitude to children and young people can be assessed through conversation and careful questioning. A selection of questions which can be used to explore these attitudes is included in the NCSL online training, but can only be accessed by those registered. It is highly recommended that the full list of questions be viewed by all members of the panel prior to questions being agreed.
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It is important that all interviewers keep notes to ensure that a properly reasoned assessment can be made as to whether a candidate meets the requirements of the person specification and whether they are suitable to work with children. It also enables a fair comparison to be made between candidates at the end of the interview process.
Remember, any paperwork used to record assessment and selection decisions may be used in candidate feedback, in the event of a recruitment complaint, or in the event of any legal action taken by an unsuccessful applicant and will, therefore, need to be retained for a minimum period of 12 months. These must be collected by the Chair and retained pending any subsequent queries to the panel.
Red Flags and Warning Signs in Interviews
Experts agree that it is difficult, if not impossible, to identify an abuser in the selection process. There are no conclusive sex offender profiles and no distinguishing physical characteristics. It is highly unlikely that someone with a history of offences against children would admit to these crimes. It is more likely that the sex offender will be watchful, studious and extremely careful not to exhibit any overt signals. There may be strange or inappropriate comments about children or signs of evasion or dishonesty. However, there may be none of these signs and indeed the individual may simulate the very person the panel had in mind for the job.

It is vital that interview panels keep an open mind and do not stereotype child abusers. Even though it is a complex area, do not stop looking for signs. When working with children and young people, all adults should be alert to the possibility that the behaviour of some adults, albeit a minority, may pose a risk.
Individuals unsuited to working with children may show one or more characteristics that can be viewed as possible danger signs. These are included in the NCSL on line training but can only be accessed by those registered.  It is recommended that this list of characteristics be viewed by a member of the panel, and shared with other panel members prior to the interview taking place.
At the end of the interview
It is good practice to ask the individual whether or not they remain a firm candidate for the position.  Remember that this is a two way process and they may have decided that after all, this post isn’t for them.
Be clear with the candidate with regard to the timescales and method of informing candidates of the decision.  Double check telephone numbers and availability to receive phone calls.
After the Interview
Following each interview the panel is required to agree how each candidate matches the requirements of the person specification and record and score a consensus decision.
The pre-prepared model bullet point answers will be invaluable at this stage.
The decision about selection must not be made until all the interviews have been completed.  All panel members should discuss their individual assessments and the
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evidence they have found in order that a decision can be recorded.  A standard pro forma is contained at Appendix 9.
It is usual for the successful candidate to be informed by telephone that they have been successful and a conditional verbal offer can be made (subject to the relevant employment checks).  It is normal practice to make the successful offer first, just in case there has been a change of heart on the part of the candidate.  If this is the case you can consider an offer to the second choice.
It is also usual to inform unsuccessful applicants (particularly internal candidates) by telephone.  It is good practice to offer feedback to candidates also.  This feedback should not be given during this conversation, as you will not have had time to prepare properly and the recipient will be in no fit state (whether successful or unsuccessful) to take full advantage of this. (see also section 11 – Feedback for further advice).
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SECTION 8

References
All appointments are subject to two references, which the school deems to be satisfactory, including internal appointments.  The requirement to take up references was highlighted nationally via the Bichard Enquiry.  Schools must ensure that references are satisfactory to the school, and are received prior to confirmation of appointment.  Church schools may in addition wish to request faith references.  This should be in addition to the above.  Schools should be aware that appointments will not be confirmed, and staff will not be entered on to the Council’s payroll system nor paid, until satisfactory references are received.
As an employer, the Council and Governors reserve the right to take up any reference from previous employers as deemed necessary.
One of the referees should always be the most recent employer.  For posts involving working with children and/or young people, one reference should be requested from the most recent employer where the applicant worked with children / young people. However, schools should be aware that it will not be possible to obtain this type of reference in cases where the applicant has not previously worked with children / young people.  If the person is currently unemployed it should be the most recent employer.  If the most recent employer is not put down as a referee this should be queried with the applicant.
References can be taken up prior to interview, so the panel can consider the information at the end of the selection process.  If a written reference cannot be obtained beforehand, a telephone reference can be taken up which should then be followed up in writing.  (Remember you cannot always prove what someone has said to you over the telephone!).  Schools must make every effort to ensure the authenticity of references.  Before references are taken up you should check that the candidate has given permission to contact their referees.  This is included on the application form, where the applicant is asked to indicate if their references can be contacted.
References must always be sought and obtained directly from the referee.  Schools should not rely on references or testimonials provided by the candidate, or on open references “to whom it may concern”, as their authenticity cannot be verified.  Such references may not be reliable or they may be the result of a compromise agreement and would therefore be unlikely to include any adverse comments.
If written references are not obtained beforehand it should be made clear to the candidate that the offer is subject to receipt of satisfactory references.
Standard reference request pro-formas should be used in all circumstances for both references from previous employers and for character references.  Open references should not be accepted.  These pro forma documents are at appendix 10 and 11 respectively.
Family members must not stand as referees.  Selection panel members should also not stand as referees directly.
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References should be checked for any discrepancies i.e. dates that do not correlate with the application form, questions that haven’t been answered e.g. on sickness or disciplinaries. If this is the case it is wise to go back and check this with the person providing the reference to seek further written answers. If all questions have not been answered or the reference is vague or unspecific, the referee should be telephoned and asked to provide written answers or amplification as appropriate. This makes it easier to clarify and/or expand upon certain aspects of the reference where necessary. It is also good practice to verify references verbally. It would be the role of the Chair of the Panel or the member of school staff leading on recruitment to do this.
The information given in the references should also be compared with the application form to ensure that the information provided about the candidate and his/her previous employment by the referee is consistent with the information provided by the applicant on the form. Any discrepancy in the information should be taken up with the applicant and the referee until absolute clarity is gained to the satisfaction of the panel.
Upon receipt of an adverse reference, the Chair of the Panel or the member of school staff leading on recruitment should contact Human Resources for advice.
If HeadTeachers are dissatisfied with any aspect of a reference they should seek advice from Human Resources. Any discrepancy in the information should be taken up with the applicant.
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SECTION 9

Appointment
All offers of employment are made conditionally subject to the relevant checks. After all checks are complete and satisfactory this is confirmed in writing by Human Resources, along with agreement of a start date.
NB: Should a school decide to confirm an offer in writing, it is essential that this letter refers to this as being a conditional offer.  This letter should also state that a full conditional offer will be forwarded on the schools behalf by the LA.
To enable the appointment to proceed, schools should provide the following to Human Resources as soon as possible to enable the conditional offer to be made in writing:
· Copy of the application form
· Schools New Engagement Form – please refer to Appendix 15

· Originals or copies of the two references (although these may follow within a reasonable time span).  Please ensure that references have been authorised as being satisfactory by the school / Governors as appropriate
· The completed Equal Opportunities Summary (see SECTION 11) where this is held by the school
In accordance with the Human Resources Section Service Level Agreement, this information needs to be received by Human Resources a minimum of four weeks prior to any intended commencement date.
Statutory checks must be satisfactorily cleared prior to actual commencement of duties.
Following DCSF guidance the following minimum checks are required for all school staff prior to commencement:
D   List 99 pending satisfactory CRB Disclosure certificate being obtained
D  Medical Clearance
D   Satisfactory references received (one being from the most recent employer) Please note that if the most recent employment did not involve working with children, then an additional reference must be obtained from the most recent employer involving working with children or young people
· Minimum qualification requirements confirmed
· GTC registration (teaching staff)
· Acceptance by the Department for education as a qualified teacher (teacher reference number) (teaching staff)
· National Professional Qualification for Headship (HeadTeacher posts)
· Proof of identity, including name, date of birth, address and photographic identity. Successful candidates will be notified of this requirement in the conditional offer letter.  Where staff are unable to provide evidence of their photographic identity, Human Resources must be contacted for further guidance.
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Starting Work Pending a CRB Disclosure
Ideally, where a CRB Disclosure is required, it should be obtained before an individual begins work. It must in any case be obtained as soon as practicable after the individual’s appointment and the request for a CRB Disclosure must be submitted in advance of the individual starting work.
HeadTeachers, Principals and Local Authorities have discretion to allow an individual to begin work within their schools or colleges pending receipt of the CRB Disclosure but should ensure that the individual is appropriately supervised; and that all other checks, including List 99, have been completed.
If an individual starts work pending receipt of a CRB Disclosure, the school must ensure that there is appropriate supervision in place.
Appropriate Supervision
This is the responsibility of the school.
Appropriate supervision for individuals who start work prior to the receipt of a satisfactory CRB Disclosure needs to reflect
· What is known about the person concerned
· Their experience
· The nature of their duties
· The level of responsibility they will carry
For those with limited experience and where references have provided limited information, the level of supervision required may be high.
For those with more experience and where the references are detailed and provide strong evidence of good conduct in previous relevant work, a lower level of supervision may be appropriate.  This may or may not be direct supervision by an individual. This will be dependent on a risk assessment undertaken by the HeadTeacher, based on all of the circumstances known about the member of staff.
For all staff without CRB Disclosures it should be made clear that they are subject to this additional supervision. The nature of the supervision should be specified and the roles of staff in undertaking supervision should be spelt out. The arrangements should be reviewed regularly, at least every 2 weeks until the CRB Disclosure is received.
Agency Workers
If a teacher or worker is provided by a third party, such as an employment agency, the school must use the recommended agency procedure developed by the LA and must check that the person who comes to them is the person referred by the employment agency by carrying out the identity checks including name, date of birth, address and photographic identity.  The recommended agency procedure can be found at Appendix 12.
Disclosure Checks
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· All school appointments are required to have Enhanced Disclosure checks in accordance with School Staffing Regulations and CRB guidance.  The application form for employment makes it very clear what information individuals are required to disclose regarding any convictions, cautions or reprimands, warnings or bind-overs which they have incurred, including any that would be regarded as “spent” under the Rehabilitation of Offenders Act 1974 in other circumstances.
Human Resources will ensure that the relevant check is carried out.  However, it should be made clear at advertisement stage that the school is committed to safeguarding and that CRB Disclosure will be obtained.
Staff who have lived outside the United Kingdom
Newly appointed staff who have lived outside the UK must undergo the same checks as all other staff in schools.  This includes a CRB Disclosure and List 99 check. In addition, employers must make such further checks, as they consider appropriate due to the person having lived outside the UK, taking account of DCSF guidance. These further checks must be completed prior to an individual starting work.
In addition all staff that have lived outside the UK and were recruited since March 2002 should have CRB Disclosures undertaken
Why is a CRB Disclosure not always sufficient for those who have lived abroad?
Schools should note that CRB Disclosures will not show offences committed by individuals whilst living abroad. Therefore, additional checks such as obtaining certificates of good conduct from relevant embassies or police forces are necessary.
Please contact Human Resources if further guidance is required. Qualifications
Where qualifications are a requirement of the post these should be checked and the appointment should be subject to receipt of these.  Schools must always verify that the candidate has actually obtained any qualifications claimed in their application that are either legally required for the job or which are listed as an essential requirement of the post, as detailed in the person specification.  Original documents should be seen by the HeadTeacher, a copy taken, signed and forwarded to Human Resources who will place a copy on the personal file.
For those applying for posts in schools, the qualification legally required for the job may include Qualified Teacher Status or National Professional Qualification for Headship.
Medical Clearance
All appointments are subject to satisfactory medical clearance and staff must not commence work without satisfactory clearance being gained.  The successful applicant will be asked to complete a medical questionnaire when the initial offer letter is sent and the candidate is informed that the offer is subject to medical clearance.  It is the
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role of Occupational Health to advise/determine whether the candidate is medically fit and suitable for the proposed employment.  If there are any health conditions Occupational Health will advise on the impact of these on the proposed employment. Head teachers should always be mindful of the requirements of the Disability Discrimination Act.

Prevention of Illegal Working
The Home Office has issued guidance to employers regarding changes to the law on preventing illegal working.
Under section 8 of the Asylum and Immigration Act 1996 employers are required to check original documents to obtain a statutory defence (i.e. so that if a person is subsequently found to be illegal they are immune from prosecution).
The changes now provide for a copy of one document from a specified list will provide statutory defence (for example a passport amongst others).  In the absence of a document from this list, two copies from a second list will suffice (for example a work permit plus another document, or proof of a National Insurance Number plus another document).
The role that the school plays in this is to actually check the documentation, make the copy and forward this to Human Resources. Confirmation of appointment is only sent when this plus a number of other relevant checks are completed satisfactorily.
It should be made clear that if an employer employs an individual without a statutory defence, then they may be committing a criminal offence under section 8 of the Asylum and Immigration Act.
The school must take reasonable steps to satisfy themselves that the potential employee is the rightful holder of the documents.  This will include:
· Checking of photographs
· Check dates of birth are consistent with appearance
· Check expiry dates on documents
· Check any stamps or endorsements to ensure that the potential employee has been cleared to undertake the type of work offered
· If there is an anomaly on names from list two (i.e. because of marriage) then a third document must be requested.
The employer must then take a photocopy or a scan (WORM package only) of the document which must be kept as evidence.
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SECTION 10
Single Central Record of Recruitment and Vetting Checks
Schools must keep and maintain a single central record of recruitment and vetting checks.
Schools must have a record of the following people:-
· All staff who are employed to work at the school
· All staff employed as supply staff to the school whether employed directly by the school or local authority or through an agency
· The record should also include all others who have been chosen by the school to work in regular contact with children. This will cover volunteers, governors who also work as volunteers with the school, and people brought in to the school to provide additional teaching or instruction for pupils but who are not staff  members e.g., a specialist sports coach or artist.
The record must show the date on which each check was completed or the relevant certificate obtained, and should show who carried out the check.  Further advice can be obtained from the Human Resources section.
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SECTION 11
Feedback
Both the successful and unsuccessful candidates should be offered feedback.  The successful candidate for their development and the unsuccessful candidates should be offered feedback as to why they didn’t get the job.  The panel chair or Head teacher should provide feedback either verbally or in writing at the request of the applicant.
There are two types of feedback, Constructive and Destructive.  This does not mean positive and negative.  Constructive feedback can be ‘negative’ so the recipient can learn and build from their mistakes.
Destructive feedback is given in an unskilled, unprofessional manner and usually leaves the recipient feeling annoyed, upset, frustrated and with little or no respect for the person giving the feedback.  It leaves the recipient with nothing on which to build or improve.
Constructive feedback is given in a skilled professional manner.  It will encourage self- awareness, enable the recipient to make choices about changes to be made and will help the individual learn and grow in a positive way.  Constructive feedback is not always positive.  Negative feedback given in a skilful, positive manner is extremely constructive.
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SECTION 12
Equal Opportunity Monitoring
Local  Authorities and schools have a duty to respond to the ethnic monitoring aspects of the Race Relations (Amendment) Act, as well as to the broader equality and diversity agenda.
Like all public sector organisations, LAs and schools are expected to be at the forefront in promoting and managing a diverse workforce.   For LAs and other employers of the school workforce, there is a need to comply with a growing range of requirements aimed at preventing discrimination and promoting diversity.
Voluntary Aided, Foundation and Community Schools
The CRE guidance states that although schools are not directly bound by the specific duties for employers, they will have to provide LAs the information they need to meet their monitoring duties.  This applies to voluntary aided and foundation schools, as well as to community schools.
Collection of data
To support this process, the Human Resources Section has already instigated a mechanism to summarise this data. A copy of the Summary Form is at Appendix 13.
Where Human Resources send and receive application forms on behalf of schools this information is collated at source.
Where schools have undertaken to send and receive application forms this summary must be completed at the end of every recruitment process.  This should then be forwarded to the Human Resources Section.
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SECTION 13
Induction
There should be an induction programme for all staff and volunteers newly appointed in an establishment, including teaching staff, regardless of previous experience.  The purpose is to:
· Identify training required
· Provide information about the school’s policies and procedures and day to day operational issues

· Support individuals in a way that is appropriate for the role for which they have been engaged
· Provide information on the standards school expects of staff, and it’s aims and objectives
· Provide opportunities for a new member of staff/volunteer to discuss any issues or clarify questions about their role and responsibilities
· Enable the person’s line manager to recognise any concerns or issues regarding the person’s ability or suitability at the outset and address them immediately
The induction may be conducted over a two week period.  However, the Health and Safety part of the Induction (PART 1) should be completed on the first day in all cases.
The manager should make sure that where appropriate the new employee’s place of work has been prepared and also prepare an information pack in readiness for the member of staff’s first day. The Schools Induction Checklist (please see Appendix 16) should form the basis of the pack with Part A being completed on Day One and all other sections must be completed by the end of Week One and being retained in school.
A member of staff could be assigned to act as a workplace ’buddy’ for the first few weeks.
The manager (not necessarily the Head teacher) should meet with the new member of staff regularly during the first week to discuss progress and thereafter on a weekly basis for approximately seven weeks.
The content and nature of the induction will vary according to the role and previous experience of the new member of staff, but as far as safeguarding and promoting the welfare of children is concerned the induction programme should include information about, and written statements of:
· Policies and procedures in relation to safeguarding and promoting welfare eg. child protection, anti-bullying, anti racism, physical intervention or restraint, intimate care, internet safety and any local child protection and safeguarding procedures;
· Safe practice and the standards of conduct and behaviour expected of staff and pupils in the establishment. The Safer Working Practice Guidance can be found at Appendix 14;
· How and with whom any concerns about those issues should be raised; and
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· Other relevant HR procedures eg. disciplinary, employee performance improvement and whistle-blowing.
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APPENDIX 1

The Law Affecting Recruitment and Selection in Schools
Outlined below are brief descriptions of the main features of the law relating to discrimination and equality of opportunity.  The legislation aims to provide a framework in which individuals can seek redress against discrimination and relates to all aspects of employment.  Also included is a briefing with regards to the Schools Staffing (England) Regulations 2003.
It is unlawful to discriminate against someone in or applying for employment on the grounds of:
Disability Race/Colour
Ethnic or National Origin Sex

Marital status
Gender re-assignment Religion and Belief Sexual Orientation Age

Council Policy promotes equality of opportunity for employees and users of its services and aims to ensure that no job applicant, employee or service user receives less favourable treatment, or suffers any form of harassment, on the grounds described above.  Also the Council applies these criteria to age, religion, beliefs and sexual orientation.
Aided schools, whilst not falling under the Councils umbrella regarding this also have a role to play with regard to equality of opportunity and must adhere to legislation. Aided schools however are exempt in some circumstances, which are outlined later.
There are four ways in which Discrimination can occur: -

1. Direct Discrimination
This is where a person is treated less favourably because of their sex, race, disability etc than other people not of their race, sex, disability etc would be treated in similar circumstances.
2. Indirect Discrimination
Generally indirect discrimination occurs where an employer applies a practice or policy equally to all workers, which intentionally or not puts one particular person or group of people at a significant disadvantage in relation to other workers. In some cases the employer is allowed to discriminate indirectly if it can show that the discrimination is a proportionate means of achieving a legitimate aim. The Race Relations Act 1976 (Amendment) Regulations 2003 introduced a revised criterion for indirect discrimination on the grounds of race, ethnic or national origin that formalises this. The definition in the Regulations includes any ‘provision, criterion or practice which puts (or would put)
people from that group at a particular disadvantage and it cannot be shown that the provision, criterion or practice is a proportionate means of achieving a legitimate aim.’ This has a broader scope than the existing ‘requirement/condition’ and will therefore cover informal as well as formal practices.
3. Harassment
Harassment means in broad terms unwanted conduct:
1. related to a person’s sex or to the sex of another person; or

2. on the grounds of gender reassignment or sexual orientation; or
3. on the grounds of race, ethnic or national origins, or
4. on the grounds of disability
5. on the grounds of religion, belief or age.
In order to count as harassment the harasser must engage in unwanted conduct that has the purpose or effect of violating the victim’s dignity, or of creating an intimidating, hostile, degrading, humiliating or offensive environment for the victim.
4. Victimisation
Victimisation occurs where a person is treated less favourably because he or she has taken some kind of action under the relevant law. Action does not have to be legal action. It could be simply raising a grievance or alleging that another work colleague has discriminated in some way.
Disability Discrimination Act 1995
The employment provisions of this Act and the Disability Discrimination (Employment) Regulations 1996 protect disabled people and those who have been disabled, from discrimination before or during employment.
The Act makes it unlawful to discriminate against current or prospective employees with disabilities.
Discrimination occurs where a disabled person is treated less favourably than someone else because of their disability or for a reason that does not apply to the other person where the treatment cannot be justified.
Employers have a duty to make reasonable adjustments to the premises or employment arrangements, if they substantially disadvantage a disabled employee, or prospective employee, compared to a non-disabled person.  It should be noted that individuals no longer have to be registered disabled in order to declare themselves as disabled, nor do they need to have declared themselves as disabled.  There are obvious practical implications to this and an emerging amount of case law.  Head teachers should always seek advice and guidance from Human Resources in these circumstances.
Information on how to access information on funding with reference to reasonable adjustment when employing disabled people is available from the Occupational Health Unit, the Disability Employment Adviser based at the Job Centre or from officers within the Human Resources Section.
Race Relations Act 1976 and Race Relations (Amendment) Act 2000
It is unlawful to discriminate against anyone on the grounds of their race, colour, nationality or ethnic origin.  The 2000 Act places a general duty to promote race equality by:
· Eliminating unlawful racial discrimination
· Promoting equality of opportunity
· Promoting good relations between people from different racial groups.
Please note section 12, which further discusses schools’ duties in relation to Race Equality in employment in education.
Sex Discrimination Act 1975
It is unlawful to discriminate against someone for a reason related to their sex or the sex of another person, marital status or gender re-assignment.
Equal Pay Act 1970
The purpose of this Act was to eliminate discrimination between men and women with regard to pay and other terms of the contracts of their employment.  An employee is entitled to equal pay and other contractual terms/conditions of employment as an employee of the opposite sex if they are doing work of equal value in terms of demands made on them.
Rehabilitation of Offenders Act 1974
All school appointments are exempt from this Act and are subject to enhanced Criminal Records Bureau Disclosure.
The main aim of this Act is to recognise that a person convicted of a criminal offence, after a period where actions are not repeated, can be considered reformed.  The Act identifies specific periods after which convictions can be considered spent and disregarded.
Certain other appointments are also exempt from the provisions of the Act, in that convictions are never considered spent and all convictions, cautions etc must be disclosed.  This does not necessarily mean however, that these offences will bar a person from employment.
Asylum and Immigration Act 1996  Nationality, Immigration and Asylum Act 2002
It is a criminal offence to employ someone who does not have permission to reside or live in the UK.

Refugees have full citizen rights under UK law, including the right to paid employment. Economic Migrants have the right to work in the UK for the duration of their legal work permit.  However, Asylum Seekers who are awaiting a decision on their application to become a refugee have no legal right to paid employment in the UK, but they do have
rights to work voluntarily whilst their application is being considered.  Therefore, when considering recruitment and selection in relation to refugees and economic migrants the Council is bound by the duties under the Race Relations Acts not to discriminate.
Schools should be careful not automatically to assume that just because an individual’s visa or permit has expired they can no longer work. If the individual has applied for an extension, or has appealed against a refusal to extend a permit, they may still be entitled to work. Any queries in relation to this should be referred to Human Resources.
Human Rights Act 1998
The Human Rights Act gives rights in the UK Courts and Employment Tribunals which people have never had before.
The Act incorporates domestic law, most of the rights protected by the European Convention. This means in Recruitment and Selection we need to take account of individual circumstances under:
Article 8:  Right to respect for private and family life Article 9:  Freedom of thought, conscience and religion
We need to respect the specific circumstances people have in respect of these two articles.
Data Protection Act 1998
The purpose of the Act is to protect people’s personal information from abuses by applying strict rules to the way their personal data is treated.  In terms of Recruitment and Selection, applicants personal details submitted with their application form should only be used in accordance with the Act i.e. for selection and interview purposes, and for employment records, if the application is successful.
Working Time Regulations 1998
The Working Time Regulations incorporate requirements involving working arrangements/time which as an employer we are required to comply with.
School Staffing (England) Regulations 2003
Chapter 1 Part 3 of the Education Act 2002 (the Act) has replaced many of the sections from the Schools Standards and Framework Act 1998.  The Act covers the staffing of Community, Voluntary Controlled, Community Special and maintained nursery schools.
The School Staffing (England) Regulations 2003 replace schedules 16 and 17 of the Schools Standards and Framework Act 1998 and came into effect on 01 September 2003.  The relevant areas of the Regulations in relation to Recruitment and Selection are summarised as follows:
Appointment
The Head Teacher should take the lead in appointments outside of the Leadership group, however the appointments process can still include Governors.
Head Teachers may involve others in the process but may not delegate responsibility, therefore taking responsibility for the final decision on appointments.
The appointment of assistant Head Teacher does not fall under the normal expectation to be delegated to the Head Teacher.
Appointment of a Head Teacher and Deputy Head Teacher
The regulations have clarified issues around the advertisement of posts, LA rights to representation and LA and Diocesan authority Attendance and advisory rights.  These are detailed further in the LA advisory document “Code of Practice for the Recruitment of Head Teachers and Deputy Head Teachers”.
Appointment of staff other than Head Teacher and Deputy Head Teacher
There is now no automatic obligation to replace teaching posts with teachers.  This is linked to the national re-modelling agenda and allows schools the freedom to look at all options when a vacancy arises.
Governors are no longer required to consult the LA in advance of making a formal recommendation where appointing a member of support staff.
The LA may make representations to the governing body if it has outstanding concerns about the recommendations on pay and grading.  With regard to this schools must be aware of the potential for decisions on such issues to have a negative impact on other schools with regard to equality.  Governing Bodies have the power to determine the job descriptions, pay and grading of support staff within the framework of grades used by the authority, and the Council’s Job Evaluation Schemes.  Governors should also refer to their Whole School Pay Policy.  Please note that grades for NJC staff are determined by the relevant job evaluation scheme.
Employment and Training (Religion and Belief) Regulations 2003 Employment and Training (Sexual Orientation) Regulations 2003
On 1st and 2nd December 2003 respectively, these Regulations came into force making it unlawful to discriminate on the grounds of religion and belief or sexual orientation either directly or indirectly.
Drawing particular reference to faith schools however, exceptions can be made where there is a genuine occupational requirement (GOR) where:
whether or not the employer has an ethos based on religion or belief,
the nature of the employment or the context in which it is being carried out, mean that being of a particular religion or belief or sexual orientation is a genuine and determining occupational requirement, and it is proportionate to apply that requirement in the particular case; or

the employer has an ethos based on religion or belief, and
being of a particular religion or belief is a genuine occupational requirement for the job, and it is proportionate to apply that requirement in the particular case.
Any school wishing to rely on this provision must establish that the requirement is necessary to comply with a religious doctrine, or to avoid conflict with the strongly held religious convictions of a significant number of religious followers; or demonstrate that the nature of the work and the context in which it is carried out brings with it a genuine occupational requirement.
At the stage when the job description and person specification are being formulated, schools must be clear why we say that a particular religion or belief is a genuine and determining occupational requirement. Head Teachers must keep a note of those reasons as disappointed applicants can challenge schools and Governing Bodies in the Employment Tribunal at a later date.
Schools must also make it clear to prospective applicants that there is such a requirement.
In dealing with those points at the decision making stage of each job interview Head Teachers must again ensure that clear notes of that decision-making are kept.

Where schools are considering the utilisation of exemptions to this legislation please contact the Human Resources section for advice and support.  Aided schools may also wish to contact the relevant Archdiocesan Authorities for advice.
Fixed Term Contracts
The Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002 concentrate mainly on the treatment of existing staff on fixed term contracts.
Specific guidance regarding this legislation was sent to schools in early 2003. Fixed term contracts can be offered for legitimate reasons, for example:
· Sickness / maternity cover
· Linked to specific funding
· Linked to the completion of a specific project or task
This is by no means an exhaustive list however schools must be aware of the need to be specific when justifying the use of a fixed term contract.
An unlawful example of a fixed term contract might involve a school wishing to appoint someone on a fixed term contract ‘just to have a look at them’, or indeed were there is in fact no legitimate reason at all to make a contract fixed term.

As per the guidance already provided to schools the Human Resources section can provide advice and support regarding this issue.
The Employment Equality Age Regulations 2006
The Employment Equality (Age) Regulations 2006 are a major piece of new employment legislation that came into force on 1 October 2006 in relation to age discrimination.  The regulations cover recruitment, terms and conditions, promotions, transfers, dismissals, retirement and training.
The legislation will give rights to everyone not to be discriminated against on the ground of their age.  Principally these regulations will prohibit, as mentioned earlier, unjustified direct and indirect age discrimination as well as harassment and victimisation on the grounds of any age.  It is important to note that the regulations will cover all people of all ages not just older workers.
The regulations state that, in most situations, it will be unlawful for an employer to treat people differently because of their age unless it can be objectively justified that it pursues a legitimate aim and it is appropriate and necessary in achieving that aim. More advice is set out regarding recruitment and selection in the Employment Equality Age Regulations 2006.
Further information and guidance on the law affecting recruitment and selection can be obtained from your Human Resources Department.
APPENDIX 2 EXIT QUESTIONAIRE
	Employee Details

	Name
	

	Position
	

	Department
	

	Grade
	

	Date of Termination
	

	Length of Service
	

	New Employment

	Name of Organisation
	

	Position Obtained
	

	Grade/Salary
	

	Other Benefits/Conditions
	

	Reason for Leaving

	What prompted the employee to leave?
	

	Are there any other reasons for the employee’s resignation?
	

	What, if anything could have been done to retain the employee?
	

	Areas for Specific Investigation

	How does the school compare generally to the employee’s new organisation?
	

	What are the long-term prospects of the employee’s new job?
	

	Conditions of Services

	How does the employees new organisation compare with the school in relation to:

	Travel
	

	Hours of Work
	

	Amenities
	


	
	

	General Conditions
	

	Feelings about the Job

	How easy/hard was the job to learn?
	

	How interesting was the job?
	

	What did the employee like best?
	

	What did the employee like least about the job?
	

	How would the employee rate the pressure of work?
	

	What changes does the employee suggest?
	

	If the post did not suit the employee’s abilities/interests, what sort of person would suit?
	

	Personal Relations

	What are the employee’s feelings on his/her relationship with:

	Line Manager
	

	Work Colleagues
	

	School in General
	

	Recognition

	How were the employee’s efforts/achievements encouraged?
	

	How were the employee’s efforts appreciated?
	

	Opportunity for Promotion

	What promotion opportunities were available for the employee:

	Within the Department
	

	In the school generally
	

	Any Other Comments

	Are there any concerns relating to child protection, safeguarding or failure to promote the welfare of children?
Are there any suggestions to improve the above?


	

	Interviewing Officer’s Conclusions

	

	Recommendations

	

	Signature of Employee
	

	Signature of Interviewer
	

	Date
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APPENDIX 3

JOB DESCRIPTION
Post: Grade:
Responsible to: Responsible for: Purpose of the Post:
Duties and Responsibilities:
All previous references to Health and Safety, Equal Opportunities, Data Protection, Management/Supervision of Employees and the standard phrase entitled “any other duties commensurate with the post” etc., etc. should be taken out, and replaced with:
Delete as appropriate from the following:
Employees with No Supervisory/Managerial Responsibilities
To comply with the Council’s / Schools Health and Safety Policy and associated safe working procedures and guidelines.
To comply with the Council’s / Schools Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post.
To comply with the Council’s Data Protection Policy / legal requirements Employees with Management /Supervisory Responsibility
To comply with the Council’s/Schools Health and Safety Policy and associated safe working procedures and guidelines.
To communicate the Health and Safety policy, procedures and guidelines to all employees under the management/supervision of the post holder.  To monitor compliance with the policy, procedures and guidelines and keep appropriate records where required.
To comply with the Council’s/Schools Comprehensive Equality Policy and ensure that it is implemented within the service area and amongst employees within the remit of the post.

To be responsible for the implementation of the Council’s/Schools Human Resource policies and procedures including Employee Relations, within the remit of the post.
To comply with the Council’s Data Protection Policy and Code of Practice within the service area and amongst employees within the remit of the post.
This post is subject to Disclosure.
Responsible for safeguarding and promoting the welfare of children.
The details contained within this job description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the job may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.

Consequently, the Council will expect to revise this job description from time to time and will consult the postholder/s at the appropriate time.
Date Prepared:
APPENDIX 4 PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Where Measured

Key:

I
Interview

P
Presentation T

Test

TO  Teaching Observation AF
Application form

	Knowledge
	
	

	Skills
	
	

	Experience
	
	

	Qualifications
	
	


	
	
	

	Other Circumstances
	
	


APPENDIX 5 PERSON SPECIFICATION GUIDANCE

	Criteria
	Essential/Desirable
	Where Measured

	Knowledge

What would the person need to know in order to do the job?

Do they need previous knowledge or can they find out rapidly through induction on starting the job?
	If they can find out rapidly when they start the job, the knowledge is not an essential requirement
	

	Skills

What is involved in doing a particular task?

Does the job involve managing challenging behaviour?

Does the job require that appropriate attitudes and motivation are present to safeguard and promote the welfare of children?

What skills are needed?

Rather than “ good communication skills” be more specific Is it face-to-face contact dealing with complaints?

Is it the ability to write clear and concise reports or prepare standard letters?

Decide what standard or specialised skills or abilities the job requires. Try and put some qualitative or quantitative measure.

Do not ask for a higher level of skill than is really required.

Use phrases like:
	Again can these skills be gained or developed when they start the job?
	It should be possible for the candidate to be able to demonstrate certain skills on their application form and certain skills at interview, through questioning, tests or exercises


	Ability to.............. Demonstrate....... Able to................
	
	

	Experience

This should be cautiously applied and should relate back to skill This is an area that can assist with the selection at the application

stage but needs to be tested at interview.  Just because someone has

5 years experience for example dealing with customers does not mean that they are good at it! Consider minimum periods in which a “high flyer” might gain the required level of experience.

Consider both employment and life experiences. A person who has managed a household, been Treasurer of a local Rugby Club or been a carer for a family member will probably have experience or skills that can be transferred into employment.
	Be realistic. It becomes easy to exclude people from the shortlist on this basis.  5 years experience may be desirable, but 2 years may be sufficient experience for the person do the job.  You could put 5 years as desirable and 2 years as essential.
	

	Qualifications

Qualifications are often an indication of a persons capabilities but care must be taken not to deter applicants who have the necessary skills and experience but not the required qualification.  Ask what skills and knowledge does this qualification give
	Again it is tempting to put specific qualifications as essential criteria, when they are not. Putting things like 4 GCSE’s can often be
	The initial measure for qualifications is normally the application form, but certificates must be checked


	Often experience on the job enables an individual to become more competent in terms of abilities than others who are qualified but have no work experience
	discriminatory and gives no real indication as to whether someone can do a job or not. The Council abolished the minimum level entry requirements over 10 years ago!
	at interview or prior to appointment

	Other Circumstances

Include details of specific work related circumstances. Things like:

*will be required to work until 7.30 pm on a Thursday night on a rota basis

*will be required to enter confined spaces in order to carry out inspections

*Able to work weekends on a rota basis

Phrases like ‘must be flexible’ should not be used - what does this mean?

Completion of this section does not mean that interviewers are permitted to ask questions about an applicants personal or family circumstances, but should ensure the candidate is asked if they can work within the job related circumstances.
	Think of the job related requirements and be careful not to put discriminatory requirements.
	


Date Reviewed..........................................................................

Reviewed By............................................................................

APPENDIX 6 JOB EVALUATION TEMPLATE

TEMPLATE FOR THE ASSESSMENT/EVALAUTION FOR A NEWLY CREATED POST OR APPEAL

Purpose
1. The purpose of this template is to determine what activities the post holder is actually required to undertake, to enable an accurate assessment/evaluation.

2. Upon completion of this template the duties and activities will be assessed and an appropriate grade applied to it

3. This template must be completed, along with the Person Specification and Job Description before any post is evaluated, advertised or any admin decision approved.

4. The completed template must be attached to the copy of the Job Description. This is required for equality comparisons / evidence etc

Post Title:
 
Post Number:  
Department:   
Division:
 
Section:
 
Establishment:  
Who does the post report to?
Does the post have any supervisory/management responsibilities?
Yes/No

(Please attach a structure diagram detailing both of the above)
If the post has supervisory/management responsibilities please provide the following details: How many staff are supervised:
Roles of the staff:
Are the staff dispersed? If so, please explain where the staff are located:
Please detail the managerial activities the post is responsible for.
(e.g. is the post holder expected to carry out appraisals, conduct discipline investigation, hear grievances, conduct RTWI, etc.)
What resources (including budgets) is the post responsible/accountable for?
For  each  item  on  the  job  description,  please  provide  actual  examples  of  the  activities  undertaken,  including  frequency  and accountability.
Completed by ------------------------------------------------------------------------------
Post Title--------------------------------------------------------------------------
Date -------------------------------------------------------
APPENDIX 7 SHORTLISTED CANDIDATES’ FORM

Interview Schedule – Short-listed Candidates
Post of:
...............................................................
Post Number(s): ...................

Proposed date of Interview:  ............................................................................................

Proposed Venue:
...........................................................................................................

Interview Panel:
...........................................................................................................

Details of Group Sessions, Assessment or Testing required: (please consult with HR if any of the above are required)

................................................................................................................................................................

	
	Time
	Candidate Name
	Telephone Number
	Atten d Y / N
	Successful / Unsuccessful

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


Shortlist agreed by:

	Name: ...................................................................
	Date:
	....................................................

	Name: ...................................................................
	Date:
	....................................................

	Name: ...................................................................
	Date:
	....................................................


APPENDIX 8 SHORTLISTING FORM
Post Title ......................................................................................................................................................... Date .......................................

	Criteria

Applicants Name
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Signatures of Shortlisting Panel..........................................................................................................................................................................
NB. INSTRUCTIONS ON HOW TO COMPLETE THIS FORM ARE DETAILED OVERLEAF
Scoring:
How to Complete
4 = Excellent
1. Specify the criteria measurable from the application form along the top of the table
3 = Good
(it is a good idea to rank the criteria in order of importance and list from the right hand side)
2 = Average
2. Put the applicants name down the left hand column
1 = Poor
3. Score the candidate against the criteria in the boxes on the table N/E = No Evidence
APPENDIX 8 SHORTLISTING FORM
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Signatures of Shortlisting Panel.........................................................................................................................................................................

NB. INSTRUCTIONS ON HOW TO COMPLETE THIS FORM ARE DETAILED OVERLEAF

Scoring:
How to Complete

4 = Excellent
1. Specify the criteria measurable from the application form along the top of the table

3 = Good
(it is a good idea to rank the criteria in order of importance and list from the left hand side 2 = Average

listing all the essential criteria first)

1 = Poor
2. Put the applicants name down the left hand column

N/E = No Evidence
3. Score the candidate against the criteria in the boxes on the table

Signatures of Shortlisting Panel..........................................................................................................................................................................
NB. INSTRUCTIONS ON HOW TO COMPLETE THIS FORM ARE DETAILED OVERLEAF
Scoring:
How to Complete
4 = Excellent
1. Specify the criteria measurable from the application form along the top of the table
3 = Good
(it is a good idea to rank the criteria in order of importance and list from the right hand side)
2 = Average
2. Put the applicants name down the left hand column
1 = Poor
3. Score the candidate against the criteria in the boxes on the table N/E = No Evidence
APPENDIX 8 SHORTLISTING FORM
Essential/Desirable Criteria

The essential criteria should be the minimum skills, experience or qualifications etc. without which the job could not be done.

If a criterion would enhance the person’s ability to do the job rather than it being say a skill or knowledge they could not do the job without, then this is a desirable criteria.

Guidance on Shortlisitng

Your task is to assess the applicant’s eligibility for selection interview based on information provided on the application form. Draw up your shortlist systematically

Do not assume things about candidates, particularly known candidates Measure each candidate’s abilities and qualities methodically

Avoid making snap or gut reaction decisions Search for key selection criteria

Signatures of Shortlisting Panel..........................................................................................................................................................................
NB. INSTRUCTIONS ON HOW TO COMPLETE THIS FORM ARE DETAILED OVERLEAF
Scoring:
How to Complete
4 = Excellent
1. Specify the criteria measurable from the application form along the top of the table
3 = Good
(it is a good idea to rank the criteria in order of importance and list from the right hand side)
2 = Average
2. Put the applicants name down the left hand column
1 = Poor
3. Score the candidate against the criteria in the boxes on the table N/E = No Evidence
APPENDIX 8 SHORTLISTING FORM
Examine each applicant’s present role for the range of responsibilities, achievements and challenges it offers Look closely at the applicant’s previous career (not only in paid employment) and the personal skills they posses

Only applicants who fully meet the person specification requirements should be shortlisted, which is why it is important to ensure that the criteria is realistic

Signatures of Shortlisting Panel..........................................................................................................................................................................
NB. INSTRUCTIONS ON HOW TO COMPLETE THIS FORM ARE DETAILED OVERLEAF
Scoring:
How to Complete
4 = Excellent
1. Specify the criteria measurable from the application form along the top of the table
3 = Good
(it is a good idea to rank the criteria in order of importance and list from the right hand side)
2 = Average
2. Put the applicants name down the left hand column
1 = Poor
3. Score the candidate against the criteria in the boxes on the table N/E = No Evidence
APPENDIX 9 INTERVIEW NOTE-TAKING PRO FORMA

INTERVIEW SCORE SHEET/NOTES
Post Title and No:
Department / School:
Candidate Name:
Name of Interviewer:
	Question No
	Criteria Measured
	Interview Notes
	Score

	 
	
	
	

	 
	
	
	

	 
	
	
	

	 
	
	
	


	
	
	
	

	
	
	
	

	
	
	
	

	 
	 
	 
	 


APPENDIX 10 EMPLOYER REFERENCE
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EMPLOYER REFERENCE REQUEST FROM SCHOOL NAME (ST. HELENS COUNCIL)
	Name of Applicant:
	

	Position Applied For:
	

	Post Reference Number:
	


	Dates Employed:
	From:
	To:

	
	
	


	Position Held and Salary:
	

	Reason for Leaving (if applicable):
	


	How long has the candidate been known to you:
	

	In what capacity:
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	Please rate the applicant on:
(tick box)
	Excellent
	Good
	Satisfactory
	Poor

	Punctuality:
	
	
	
	

	Attendance:
	
	
	
	

	Ability to adapt to service needs:
	
	
	
	

	Flexibility:
	
	
	
	

	Reliability:
	
	
	
	

	Honesty:
	
	
	
	

	Standard/Quality of Work
	
	
	
	

	Relations with Colleagues:
	
	
	
	

	Relationship with Customers:
	
	
	
	


	Suitability to work with children (delete if not applicable)
	
	
	
	


	Would you re-employ the applicant?
	YES / NO

	If no, please give reasons why:
	


	Please give a confidential opinion on the applicant’s skills/abilities and experience, including any specific areas for development (continue on a separate sheet if required). Please refer to the enclosed job description/person specification:

	

	Do you have any concerns relating to the candidate’s suitability to work with children? YES / NO

If YES, please provide further detail.
Do you consider the candidate suitable to promote the welfare of children? YES / NO If NO, please provide further detail.


	During the last twelve months, have there been any matters referred or dealt with under the disciplinary/capability procedures, raised either formally or informally:
	YES / NO

	If yes, please provide details:
	


	Are there any disciplinary/capability warnings in respect of the applicant?
	

	Please give details of any disciplinary warnings the candidate has been subject to involving issues related to the safety and welfare of children or young people. Please include any which have expired and the outcome of those.
	

	Please give details of any allegations or concerns that have been raised about the applicant that relate to the safety and welfare of children or young people or behaviour towards children or young people.
What was the outcome of those concerns?

Were they investigated?
What conclusion was reached?
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	Signed:
	

	Please print name:
	

	Date:
	

	Position:
	

	Company:
	

	Contact Telephone Number:
	

	Company Stamp:
	


Polite reminder
You have a responsibility to ensure that the reference is accurate and does not contain any material misstatement or omission
The content of this reference may be discussed with / disclosed to, the applicant
Thank you for the time spent in completing this proforma reference.
We are committed to safe recruitment practice for all our posts, and in particular those involving work with children and young people.
I confirm that the Employer Reference has been verified with the referee and is satisfactory:
Name: Position: Date:
APPENDIX 11 PERSONAL REFERENCE
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PERSONAL REFERENCE REQUEST FROM SCHOOL NAME (ST HELENS COUNCIL)
	Name of applicant:
	

	Position applied for:
	

	Post reference number:
	

	How long have you known the applicant:
	

	In what capacity:
	


	Please rate the applicant on (tick box)
	Excellent
	Good
	Satisfactory
	Poor

	Character:
	
	
	
	

	Honesty:
	
	
	
	

	Reliability:
	
	
	
	

	General disposition:
	
	
	
	

	Health:
	
	
	
	


	Are you aware of any matters relating to the applicant which may make them an unsuitable employee, particularly in relation to working with children     and young people?
	YES / NO

	If yes, please give details:
	


	Please give your opinion as to the applicant’s suitability for the post they have applied for (continue on a separate sheet if necessary). Please refer to the enclosed job description/person specification:

	

	Signed:
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APPENDIX 12 RECOMMENDED AGENCY PROCEDURE
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Introduction
This procedure has been produced to ensure that persons working with St Helens schools engaged via external supply agencies have been suitably vetted, that correct precautions have been taken to ensure the welfare and safety of children and to ensure that agency staff are appropriately managed.

By adopting this procedure the school will manage risks in terms of safe recruitment of agency staff, exposure to claims for employment rights and personal injury from agency workers.
Procedure
1. Head teachers wishing to appoint an agency employee should liaise with the appropriate external agencies, being fully aware of their terms of business and satisfying themselves that all necessary checks are completed. These are outlined further in the procedure. The Head teacher will liaise with the agency regarding:
· Type of agency worker required
· Cost of placement

· Specific dates of engagement

· Job description/person specification if necessary

2. The Head teacher should satisfy her/himself that agency staff have the necessary skill, experience and competence to carry out the role required. In doing so the school should follow relevant advice from the Recruitment and Selection Guidance provided by the LA, paying particular attention to questions linked to Safeguarding.
3. Once a potentially suitable candidate has been identified the Head teacher should forward a copy of the Agency Worker Checklist (at Appendix1) to the Agency to obtain verification of the vetting process undertaken by the Agency.
4. It is the Head teacher’s responsibility to ensure that the agency has completed the checking process and signed to verify compliance.

5. The agency should provide the school with a completed Agency worker check list which includes conformation of:

· Medical fitness to work
· Appropriate certified copies of satisfactory references

· Proof of ID/proof of ability to work legitimately within the UK

· GTC Registration (teaching staff only)
· Proof of CRB clearance (CRB disclosure number and date of disclosure)

During Engagement
6. On the first day of commencement the Head teacher or nominated member of staff must provide the Agency Worker with an appropriate induction including a briefing on Health and Safety issues and Safeguarding Procedures. This should include the relevant risk assessments relating to the site and pupils. Head teachers can use the recommended Schools’ Induction Checklist and select relevant sections or use an individual school model. Agency staff and Head teachers/nominees should sign and date the checklist to confirm the induction has taken place.
7. Timesheets for the Agency Worker must be completed accurately and must match the Agency record sheets. Head teachers or responsible individuals will countersign these forms for verification.
8. Where appropriate the Head teacher/nominee should arrange for Agency workers to be issued with ID cards, etc., where appropriate.
9. Invoices submitted from Recruitment Agencies must be checked for

· Accuracy of hours charged against time sheets/return slips signed by the Head teacher

· Rate of pay as agreed with agency and processed for payment.

10. If the Agency worker is moved to another role, a further induction must take place to cover Health and Safety and risk assessment information.
11. The Head teacher/Manager must ensure that relevant notice is given to any agency worker at the end of the assignment in accordance with the agency terms.

St Helens Council
Schools - External Agency Worker Checklist
To:  ………………………………………………………
Agency Representative
From: ………………………………………………….. Headteacher/Manager
School: ………………………………………………… Telephone: …………………………………………….
	FOR AGENCY TO COMPLETE

	Name
	
	Agency
	

	Position
	
	Start Date
	

	Date of Birth
	
	End Date
	

	Address
	

	Please indicate that you have the following:
	Agency signature to indicate items seen

	Two written references, one of which should be from the most recent employer/ placement. (Please supply copies with this form)
We reserve the right to contact the last employer.
	

	Confirmation received:
1) that individual is registered with the GTC (teachers only)
2) that the individual is suitably qualified and qualification certificates have been witnessed and copied (non teaching staff only, attach copies)
	

	Confirmation individual is physically and mentally fit to carry out duties required.
	

	Permission/entitlement to work in the UK.
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Proof of identification. Confirm that you have verified the individual’s identity by sight of 1 of the following documents:

· passport showing British citizenship.
· Passport or other travel document showing the right of abode in the UK

· National passport or national identity card showing that the individual is a national of a European Economic Area (EEA) country or Switzerland
· A residence permit issued as a national from an EEA country or Switzerland
· Passport or other document issued by the Home Office with an endorsement stating that the individual has a current right or residence in the UK as the family member of a national from an EEA country or Switzerland who is resident in the UK

· Passport or other travel document endorsed to show that the individual can stay indefinitely in the UK or which has no time limit on the stay
· Passport or other travel document endorsed to show that you can stay in the UK and which allows you to do the type of work offered if you do not have a work permit
· An Application Registration Card issued by the Home Office to the individual as an asylum seeker stating that you are permitted to take up employment.
OR where the above is not available, that you have sight of 2 of the following documents:
· A document issued by a previous employer, Inland Revenue, the Department for Work and Pensions, Jobcentre Plus, the Employment Service, the Training and Employment  Agency (Northern Ireland)
· A birth certificate issued in the UK which specifies the names of the holder’s parents
· A birth certificate issued in the Channel Islands, the Isle of Man of Ireland
· A certificate of registration or naturalisation as a British citizen
· A letter issued by the Home Office to the holder, which indicates that the person named in it has been granted indefinite leave to enter or remain in the UK.

· An immigration status document issued by the Home Office to the holder, endorsed with a UK residence permit.

· A letter issued by the Home Office which indicates that the person has subsisting leave to enter or remain in the UK and is entitled to take up employment.

· An Immigration status document issued by the Home Office endorsed with a UK residence permit which has granted limited leave to enter or remain in the UK and take up employment.
· A work permit or other approval to take employment issued by Work Permits UK

· A letter issued by the Home Office indicating the same.
	Criminal Records Bureau Check (Enhanced)
Please provide the CRB disclosure number:…………………………………………
Date of completion:……………………………………………………………………...
Is this an enhanced or standard disclosure?:……………………………………
Please confirm that a satisfactory check was received for working with children and Young People
	

	List 99
Please confirm that individual is not on List 99 and is eligible to carry out required work.

Date List 99 checked please state
	


Signed ……………………………………………….  Date
………………………………….. On behalf of the Agency
Print Name …………………………………………………..
We agree to abide by the Conduct of Employment Agencies and Employment Businesses Regulations 2003 and to notify you of information obtained that means the work-seeker is or may be unsuitable.
Company Stamp:
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APPENDIX 13
EQUAL OPPORTUNITY MONITORING SUMMARY SHEET
	School:
	

	Post Title:
	

	Grade:
	

	No. of Applications Received (Total):
	

	No. of Monitoring Forms Received (whole or part completed):
	

	No. of Monitoring Forms Not Received:
	

	Date of Interview:
	

	Name of Principal Interviewer:
	

	Name of Applicant(s) selected for Post:
	


	Category
	No. of equal opportunity forms received
	No. of interviewees selected for 1st stage assessment (if applicable)
	No. of applicants shortlisted for interview
	Applicant selected for post

	Ethnic Origin
	White
	British
	
	
	
	

	
	
	Irish
	
	
	
	

	
	
	Any other White background
	
	
	
	

	
	Mixed
	White and Black Caribbean
	
	
	
	

	
	
	White and Black African
	
	
	
	

	
	
	White and Asian
	
	
	
	

	
	
	Any other mixed background
	
	
	
	

	
	Asian or Asian British
	Indian
	
	
	
	

	
	
	Pakistani
	
	
	
	

	
	
	Bangladeshi
	
	
	
	

	
	
	Any other Asian background
	
	
	
	

	
	Black or Black British
	Caribbean
	
	
	
	

	
	
	African
	
	
	
	

	
	
	Any other Black background
	
	
	
	

	
	Chinese or other
	Chinese
	
	
	
	

	
	
	Other ethnic group
	
	
	
	


	
	Not specified
	
	
	
	

	No. of application forms received
	No. of equal opportunity forms received
	No. of interviewees selected for 1st stage assessment (if applicable)
	No. of applicants shortlisted for interview
	Applicant selected for post

	Gender
	Male
	
	
	
	

	
	Female
	
	
	
	

	
	Not specified
	
	
	
	


	Marital Status
	Married
	
	
	
	

	
	Single
	
	
	
	

	
	Not specified
	
	
	
	


	Disability
	Yes
	
	
	
	

	
	No
	
	
	
	

	
	Not specified
	
	
	
	


APPENDIX 14 GUIDANCE FOR SAFER WORKING PRACTICE FOR ADULTS WHO WORK WITH CHILDREN AND YOUNG PEOPLE

Guidance for Safer Working Practice for Adults who work with Children and Young People in
Education Settings.
March 2009

This guidance has been updated from an original IRSC 1document - ‘Guidance for Safe Working Practice for the Protection of Children and Adults in Education Settings 2006 commissioned by DfES2.
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1 Investigation Referral and Support Co-ordinators network
2 Department for Education and Skills. now known as Department for Children, Schools and Families (DCSF)
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1.1. Background
All adults who come into contact with pupils in their work have a duty of care3 to safeguard and promote their welfare.

The Children Act 2004, through the Stay Safe outcome of the Every Child Matters Change for Children programme4, places a duty on schools/services to safeguard5 and promote the well-being of pupils. This includes the need to ensure that all adults who work with or on behalf of pupils are competent, confident and safe to do so.

The vast majority of adults who work with children act professionally and aim to provide a safe and supportive environment which secures the well-being and very best outcomes for pupils in their care. However, it is recognised that in this area of work tensions and misunderstandings can occur. It is here that the behaviour of adults can give rise to allegations of abuse being made against them. Allegations may be malicious or misplaced. They may arise from differing perceptions of the same event, but when they occur, they are inevitably distressing and difficult for all concerned. Equally, it must be recognised that some allegations will be genuine and there are adults who will deliberately seek out, create or exploit opportunities to abuse children. It is therefore essential that all possible steps are taken to safeguard pupils and ensure that the adults working with them are safe to do so.

Some concerns have been raised about the potential vulnerability of adults in this area of work. It has been suggested that there is a need for clearer advice about what constitutes illegal behaviour and what might be considered as misconduct. This document has been produced in response to these concerns and provides practical guidance for anyone who works with, or on behalf of pupils regardless of their role, responsibilities or status. It seeks to ensure that the duty to promote and safeguard the wellbeing of children is in part, achieved by raising awareness of illegal, unsafe and inappropriate behaviours.

Whilst every attempt has been made to cover a wide range of situations, it is recognised that this guidance cannot cover all eventualities. There may be times when professional judgements are made in situations not covered by this document, or which directly contravene the guidance given by their employer. It is expected that in these circumstances adults will always advise their senior colleagues of the justification for any such action already taken or proposed.

It is  also recognised that not  all  adults who work with pupils  work as  paid or  contracted employees. The principles and guidance outlined in this document still apply and should be followed by any adult whose work brings them into contact with pupils.

The guidance contained in this document has due regard to current legislation and statutory guidance. It has been updated from a previous 2006 version.


[image: image11]
3 The duty which rests upon an individual to ensure that all reasonable steps are taken to ensure the safety of a child or young person involved in any activity, or interaction for which that individual is responsible. Any person in charge of, or working with pupils in any capacity is considered, both legally and morally, to owe them a duty of care

4 www.everychildmatters.gov.uk
5 Process of protecting children from abuse or neglect, preventing impairment of their health and development, and ensuring they are growing up in circumstances consistent with the provision of safe and effective care that

enables them to have optimum life chances… Working Together to Safeguard Children: 2006 HM Government

1.2. What to do if you are worried a child is being abused6
Everyone working with pupils should be familiar with local procedures and protocols for safeguarding the welfare of pupils. Adults have a duty to report any child protection or welfare concerns to a designated member of staff in their school/service and/or report any concerns to the local social care office. Anyone who has concerns or is in doubt should refer to the document ’What To Do If You're Worried a Child Is Being Abused" and follow that guidance.
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6 What to do If You are Worried a Child is Being Abused HM Government 2006
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2.1. Status of Document
This guidance document was originally commissioned by the Department for Children, Schools and Families7. (DCSF). It does not replace or take priority over advice or codes of conduct produced by employers or national bodies, but is intended to both supplement and complement any such documents.

The document should also complement existing professional procedures, protocols and guidance which relate to specific roles, responsibilities or professional practices within an Education setting.

2.2. Purpose of Guidance
It is important that all adults working with children understand that the nature of their work and the responsibilities related to it, place them in a position of trust. This practice guidance provides clear advice on appropriate and safe behaviours for all adults working with children in paid or unpaid capacities, in all settings and in all contexts. The guidance aims to:

· keep children safe by clarifying which behaviours constitute safe practice and which behaviours should be avoided;
· assist adults working with children to work safely and responsibly and to monitor their own standards and practice;
· support managers and employers in setting clear expectations of behaviour and/or codes of practice relevant to the services being provided;
· support employers in giving a clear message that unlawful or unsafe behaviour is unacceptable and that, where appropriate, disciplinary or legal action will be taken;
· support safer recruitment practice;
· minimise the risk of misplaced or malicious allegations made against adults who work with pupils;
· reduce the incidence of positions of trust being abused or misused.

Employers should be familiar with, and know how to access, their Local Safeguarding Children Board’s policy and procedures for managing allegations against staff.

2.3. Underpinning Principles
· The welfare of the child is paramount.8
· It is the responsibility of all adults to safeguard and promote the welfare of pupils. This responsibility extends to a duty of care for those adults employed, commissioned or contracted to work with pupils.

· Adults who work with children are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions.

· Adults should work and be seen to work, in an open and transparent way.
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7 Previously DFES

8 Children Act 1989

· The same professional standards should always be applied regardless of culture, disability, gender, language, racial origin, religious belief and/or sexual identity.

· Adults should continually monitor and review their practice and ensure they follow the guidance contained in this document.

2.4. Definitions
For ease of reading, references are often made to "school". This term is interchangeable with all other types of educational establishments e.g. FE Institutions, Sixth Form Colleges, Pupil Referral Units.

Pupils/Students/Children and Young people: Throughout this document references are made to "pupils, students and children and young people". These terms are interchangeable and refer to children who have not yet reached their 18th birthday.

Adults: References to ‘adults’ or ‘volunteers’ refer to any adult who is employed, commissioned or contracted to work with or on behalf of pupils in either a paid or unpaid capacity.

Headteacher/Manager: These terms refers to those adults who have responsibility for managing staff and/or services including the supervision of employees and/or volunteers at any level.

Employer: The term ‘employer’ refers to the school/service which employs, or contracts to use the services of individuals in pursuit of the goals of that school/service. In the context of this document, the term ‘employer’ is also taken to include ‘employing’ the unpaid services of volunteers.

Safeguarding: Process of protecting children from abuse or neglect, preventing impairment of their health and development, and ensuring they are growing up in circumstances consistent with the provision of safe and effective care that enables children to  have optimum life chances and enter adulthood successfully9.
Duty of Care: The duty which rests upon an individual or school/service to ensure that all reasonable steps are taken to ensure the safety of a child or young person involved in any activity or interaction for which that individual or school/service is responsible. Any person in charge of, or working with pupils  in  any  capacity  is  considered,  both  legally  and  morally  to  owe  them  a  duty  of  care.

2.5. How to Use the Document
This document is relevant to both individuals and schools/services working with or on behalf of pupils. Where an individual works independently and does not work as part of a school/service references made to the ‘senior manager’ should be taken to refer to parents or those with parenting responsibilities.

Each section provides general guidance about a particular aspect of work undertaken with pupils with, in the right hand column, specific guidance about which behaviours should be avoided and which are recommended. Some schools/services may need to adapt or add to the guidance to meet their specific practices or contexts. There are also variations of this document which have been written specifically for a generic audience or have been adapted for specific agencies. The diagram in Appendix 1 illustrates how the guidance could be used as a basis for developing specific agency guidance. Appendix 2 provides a visual framework for understanding how the document fits with safer recruitment and selection and procedures and those which relate to disciplinary proceedings.

It is recommended that schools/services use this guidance to develop and promote safer working practice by ensuring that all employees and volunteers are made aware of its contents, have access to the document and understand the expectation that they will work to it.
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9 Working Together to Safeguard Children 2006. HM Government (WT 2006)

Incorporating the use of this document in recruitment and selection processes will help to prevent and deter unsuitable people from working with children and young people. Providing employees and volunteers with clear guidance on appointment and revisiting this guidance through induction, supervision, performance management, training programmes etc, will also help to ensure a safer children’s workforce. Headteachers, Chairs and Governing bodies will be better placed to deal with unsuitable or inappropriate behaviour if their expectations have been made clear and reinforced throughout a person’s employment and there is evidence that this has been done.

Individuals should follow this guidance in their day to day practice. It should also be referred to when taking on new work, different duties or additional responsibilities.
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1. Context
Staff working in education settings have a crucial role to play in shaping the lives of young people. They have a unique opportunity to interact with children and young people in ways that are both affirming and inspiring. This guidance has been produced to help adults establish the safest possible learning and working environments which safeguard children and young people and reduce the risk of adults working with them being falsely accused of improper or unprofessional conduct.


This means that these guidelines:
· apply to all adults working in education settings whatever their position, role, or responsibilities
· may provide guidance where an individual’s suitability to work with pupils has been called into question.
2. ‘Unsuitability’ 10
The guidance contained in this document is an attempt to identify what behaviours are expected of adults who work with pupils. Adults whose practice deviates from this guidance and/or their professional or employment-related code of conduct may bring into question their suitability to work with pupils or children and young people in any

capacity.

This means that adults should:
· have a clear understanding about the nature and content of this document
· discuss any uncertainties or confusion with their Headteacher or line manager
· understand what behaviours may call into question their suitability to continue to work with children and young people.
3. Duty of Care
Teachers and other education staff are accountable for the way in which they exercise authority; manage risk; use resources; and protect pupils from discrimination and

avoidable harm.
All staff, whether paid or voluntary, have a duty to keep young people safe and to


This means that adults should:
· understand the responsibilities, which are part of their employment or role, and be aware that sanctions will be applied if these provisions are breached
· always act, and be seen to act, in the child’s best interests
protect them from sexual, physical and emotional harm. Children have a right to be safe
· 
avoid any conduct which would lead any reasonable person to
and to be treated with respect and dignity. It follows that trusted adults are expected to ake reasonable steps to ensure the safety and well-being of pupils. Failure to do so may
be regarded as professional neglect.
The duty of care is, in part, exercised through the development of respectful, caring and professional relationships between staff and pupils and behaviour by staff that

demonstrates integrity, maturity and good judgement.
The public, local authorities, employers and parents have legitimate expectations about he nature of professional involvement in the lives of pupils. When individuals accept a ole that involves working with children and young people, they need to understand and acknowledge the responsibilities and trust inherent in that role.
Employers have a duty of care towards their employees under the Health and Safety at

question their motivation and intentions
· take responsibility for their own actions and behaviour
This means that employers should:
· foster a culture of openness and support
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10 WT 2006 Chapter 6, page 153.

Work Act 197411 which requires them to provide a safe working environment for staff and guidance about safe working practices. Thus, employers have a duty of care for the well-being of employees and to ensure that employees are treated fairly and reasonably


ensure that systems are in place for concerns to be raised

ensure that there is in place effective recording systems which confirm discussions, decisions and the outcomes of any actions
n all circumstances. Staff who are subject to an allegation should therefore be supported


taken.
and the principles of natural justice applied

The Health and Safety Act 1974 also imposes a duty on employees12 to take care of themselves and anyone else who may be affected by their actions or failings.  An employer’s duty of care and the staff duty of care towards children should not conflict. This ‘duty’ can be demonstrated through the use and implementation of these
guidelines.
he Governing Body of a school controls the use of the school premises both during and utside school hours, except where a trust deed allows a person other than the governing body to control the use of premises, or a transfer of control agreement has been made.


ensure that staff are not placed in situations which render them particularly vulnerable

ensure that all staff are aware of expectations, policies and procedures
This means that Governing Bodies should:

ensure that appropriate safeguarding and child protection polices and procedures are adopted, implemented and monitored in school
Where the Governing Body provides services or activities directly under the supervision
· 
ensure that, where services or activities are provided by
or management of school staff the school’s arrangements for safeguarding must be

followed.

another body, the body concerned has appropriate safeguarding polices and procedures
4. Confidentiality
Members of staff may have access to confidential information about pupils in order to undertake their every day responsibilities. In some circumstances staff may be given highly sensitive or private information. They should never use confidential or personal information about a pupil or her/his family for their own, or others’ advantage (including that of partners, friends, relatives or other schools/services). Information must never be used to intimidate, humiliate, or embarrass the pupil.

onfidential information about a child or young person should never be used casually in conversation or shared with any person other than on a need-to-know basis. In circumstances where the child’s identity does not need to be disclosed the information
should be used anonymously.
There are some circumstances in which a member of staff may be expected to share information about a child, for example when abuse is alleged or suspected. In such cases, individuals have a duty to pass information on without delay, but only to those

with designated child protection responsibilities.
If a member of staff is in any doubt about whether to share information or keep it confidential he or she should seek guidance from a senior member of staff. Any media
or legal enquiries should be passed to senior management.
he storing and processing of personal information about pupils is governed by the Data Protection Act 1998. Employers should provide clear advice to staff about their
responsibilities under this legislation.
The booklet "What To Do If You’re Worried A Child Is Being Abused"13 contains further guidance14 on sharing information to protect children.

This means that adults:
· be clear about when information can be shared and in what circumstances it is appropriate to do so
· are expected to treat information they receive about pupils in a discreet and confidential manner
· should seek advice from a senior member of staff if they are in any doubt about sharing information they hold or which has been requested of them
· need to know to whom any concerns or allegations should be reported
5. Making a Professional Judgement
This guidance cannot provide a complete checklist of what is, or is not appropriate behaviour for adults in all circumstances. There may be occasions and circumstances n which adults have to make decisions or take action in the best interests of the child or young person which could contravene this guidance or where no guidance exists.
Individuals are expected to make judgements about their behaviour in order to secure the best interests and welfare of the children in their charge. Such judgements should always be recorded and shared a member of the senior management team and with the parent or carer. In undertaking these actions individuals will be seen to be acting
reasonably.

This means that where no specific guidance exists adults should:

· discuss the circumstances that informed their action, or their proposed action, with the Headteacher, senior member of the team and the parent/carer.
· report any actions which could be mis -interpreted to their senior manager
· always discuss any misunderstanding, accidents or threats with a senior manager
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11 Health and Safety at Work Act 1974 Part I, Section. 2 (1) and (2)

12 Health and Safety at Work Act 1974 Part I, Section.7
13 What to Do if you are Worried that a Child is Being Abused. Department of Health May 2003

14      www.doh.gov.uk/safeguardingchildren/index.htm
Adults should always consider whether their actions are warranted, proportionate and

safe and applied equitably.

senior manager
· record any areas of disagreement about course of action taken and if necessary referred to a higher authority
· ensure they have copies of records which confirm decisions, discussions and reasons why actions were taken.
6. Power and Positions of Trust
As a result of their knowledge, position and/or the authority invested in their role, all adults working in education settings are in positions of trust in relation to the young people in their care. Broadly speaking, a relationship of trust can be described as one in which one party is in a position of power or influence over the other by virtue of their work or the nature of their activity. It is vital for all those in positions of trust to understand the power this can give them over those they care for and the responsibility
they must exercise as a consequence of this relationship.15
A relationship between an adult and a child or young person is not a relationship between equals. There is potential for exploitation and harm of vulnerable young people. Adults therefore have a responsibility to ensure that an unequal balance of

power is not used for personal advantage or gratification.
dults should always maintain appropriate professional boundaries and avoid behaviour which might be misinterpreted by others. They should report and record any incident

with this potential.
Where a person aged 18 or over is in a specified position of trust16 with a child under 18, it is an offence for that person to engage in sexual activity with or in the presence of that child, or to cause or incite that child to engage in or watch sexual activity.

This means that adults should not:
· use their position to gain access to information for their own or others’ advantage
· use their position to intimidate, bully, humiliate, threaten, coerce or undermine pupils
· use their status and standing to form or promote relationships which are of a sexual nature, or which may become so
7. Propriety and Behaviour
All adults working with pupils have a responsibility to maintain public confidence in

This means that adults should not:
their ability to safeguard the welfare and best interests of pupils. It is therefore expected
that they will adopt high standards of personal conduct in order to maintain the confidence and respect of their colleagues, pupils or students public in general and all
those with whom they work.
· 
behave in a manner which would lead any reasonable person to question their suitability to work with children or act as a role model.
· make, or encourage others to make,
There may be times, for example, when an adult’s behaviour or actions in their personal

unprofessional personal comments which scapegoat, demean
life come under scrutiny from local communities, the media or public authorities. This
could be because their behaviour is considered to compromise their position in their workplace or indicate an unsuitability to work with pupils. Misuse of drugs, alcohol or

acts of violence would be examples of such behaviour.
Adults in contact with pupils should therefore understand and be aware, that safe practice also involves using judgement and integrity about behaviours in places other

than the work setting.

or humiliate, or which might be interpreted as such This means that adults should:
· be aware that behaviour in their personal lives may impact upon their work with pupils
· follow any codes of conduct deemed appropriate by their school/service
· understand that the behaviour and actions of their partner (or
The behaviour of an adult’s partner or other family members may raise similar concerns


other family members) may raise questions about their
and require careful consideration by an employer as to whether there may be a potential


suitability to work with pupils
risk to pupils in the workplace.
8. Dress and Appearance
A person's dress and appearance are matters of personal choice and self-expression. However adults should dress in ways which are appropriate to their role and this may
need to be different to how they dress when not at work.
Adults who work with pupils should ensure they are dressed appropriately for the tasks
and the work they undertake.
Those who dress in a manner which could be considered as inappropriate could render
themselves vulnerable to criticism or allegations.

This means that adults should wear clothing which:
· is appropriate to their role
· is not likely to be viewed as offensive, revealing, or sexually provocative
· does not distract, cause embarrassment or give rise to misunderstanding
· is absent of any political or otherwise contentious slogans
· is not considered to be discriminatory and is culturally sensitive
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15 Caring for Young People and the Vulnerable. Guidance for Preventing Abuse of Trust Home Office
16 Sexual Offences Act 2003.Sect 16-19 re-enacts and amends offence of abuse of position of trust
9. The Use of Personal Living Space17
No child or young person should be in or invited into, the home18 of an adult who works

This means that adults should:
with them, unless the reason for this has been firmly established and agreed with
parents/ carers and a senior manager or Headteacher.
It is not appropriate for any school/service to expect or request that private living space
· 
be vigilant in maintaining their privacy and mindful of the need to avoid placing themselves in vulnerable situations
· challenge any request for their accommodation to be used as an additional resource for the school or school/service
be used for work with pupils. Neither is it appropriate for school authorities to expect or

· 
be mindful of the need to maintain professional boundaries
request that private living space be used to see pupils for e.g. discussion of reports, academic reviews, tutorials, pastoral care or counselling. If these activities are required, management should ensure that appropriate accommodation is found elsewhere in the

school.
nder no circumstances should pupils assist with chores or tasks in the home of an adult who works with them. Neither should they be asked to do so by friends or family of that

adult.
· 
refrain from asking pupils/students to undertake personal jobs
or errands
10. Gifts, Rewards and Favouritism
All adults should be aware of their school or school/service guidance on rewards including arrangements for the declaration of gifts received and given.
The giving of gifts or rewards to pupils should be part of an agreed policy for supporting positive behaviour or recognising particular achievements. In some situations, the giving of gifts as rewards may be accepted practice for a group of children, whilst in other situations the giving of a gift to an individual child or young person will be part of an agreed plan, recorded and discussed with senior manager and

the parent or carer.
t is acknowledged that there may specific occasions when adult working with a child or young person may consider it appropriate to give a child or young person a small personal gift if insignificant value. This is only acceptable practice where, in line with he agreed policy, the adult has first discussed the giving of the gift and the reason for it,


This means that adults should:
· be aware of their school//service’s policy on the giving and receiving of gifts
· ensure that gifts received or given in situations which may be misconstrued are declared
· generally, only give gifts to an individual young person as part of an agreed reward system
· where giving gifts other than as above, ensure that these are of insignificant value
· ensure that all selection processes which concern pupils are fair and that wherever practicable these are undertaken and agreed by more than one member of staff
with the Headteacher, senior manager and the parent or carer and the action is recorded. Any gifts should be given openly and not be based on favouritism. Adults need to be aware however, that the giving of gifts can be misinterpreted by others as a gesture
either to bribe or ‘groom’ 19 a young person.

Staff should exercise care when selecting pupils for school teams, productions, trips and/or specific work tasks in order to avoid perceptions of favouritism or injustice. Similar care should be exercised when pupils are excluded from an activity. Methods of selection and exclusion should always be subject to clear, agreed criteria.
Care should also be taken to ensure that adults do not accept any gift that might be construed as a bribe by others, or lead the giver to expect preferential treatment.
There are occasions when children, young people or parents wish to pass small tokens of appreciation to adults e.g. on special occasions or as a thank-you and this is acceptable. However, it is unacceptable to receive gifts on a regular basis or of any

significant value.
11. Infatuations
Occasionally, a child or young person may develop an infatuation with an adult who works with them. These adults should deal with these situations sensitively and appropriately to maintain the dignity and safety of all concerned. They should remain aware, however, that such infatuations carry a high risk of words or actions being misinterpreted and should therefore make every effort to ensure that their own behaviour is above


This means that adults should:
· report and record any incidents or indications (verbal, written or physical) that suggest a child or young person may have developed an infatuation with a member of staff
· always acknowledge and maintain professional boundaries
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17 See also Section 13 Social Contact
18 This includes any home or domestic settings used or frequented by the adult

19 ‘grooming’ – the act of gaining the trust of a child so that sexual abuse can take place.

reproach.
An adult, who becomes aware that a child or young person is developing an infatuation, should discuss this at the earliest opportunity with a Headteacher, senior manager and parent/carer so appropriate action can be taken to avoid any hurt, distress or embarrassment.
12. Communication with Pupils (including the Use of Technology)
In order to make best use of the many educational and social benefits of new technologies, pupils need opportunities to use and explore the digital world, using
multiple devices from multiple locations. It is now recognised that that e.safety risks are

This means that schools/services should:
posed more by behaviours and values than the technology itself.20 Adults working in this area must therefore ensure that they establish safe and responsible online behaviours. This means working to local and national guidelines on acceptable user policies.21  These detail the way in which new and emerging technologies may and may not be used and identify the sanctions for misuse. Learning Platforms are now widely

established and clear agreement by all parties about acceptable and responsible use is

essential.
Communication between pupils and adults, by whatever method, should take place within clear and explicit professional boundaries. This includes the wider use of technology such as mobile phones text messaging, e-mails, digital cameras, videos,
· 
have in place an Acceptable Use policy (AUP)
· continually self-review e.safety policies in the light of new and emerging technologies
· have a communication policy which specifies acceptable and permissible modes of communication
This means that adults should:
· ensure that personal social networking sites are set at private and pupils are never listed as approved contacts
web-cams, websites and blogs. Adults should not share any personal information with a

· 
never use or access social networking sites of pupils.
hild or young person. They should not request, or respond to, any personal information from the child/young person, other than that which might be appropriate as part of their professional role. Adults should ensure that all communications are transparent and
open to scrutiny.
Adults should also be circumspect in their communications with children so as to avoid any possible misinterpretation of their motives or any behaviour which could be construed as grooming. They should not give their personal contact details to pupils

· 
not give their personal contact details to pupils, including their
mobile telephone number
· only use equipment e.g. mobile phones, provided by school/service to communicate with children, making sure that parents have given permission for this form of communication to be used
· only make contact with children for professional reasons and in accordance with any school/service policy
including e-mail, home or mobile telephone numbers, unless the need to do so is agreed
· 
recognise that text messaging should only be used as part of an
with senior management and parents/carers. E-mail or text communications between an adult and a child young person outside agreed protocols may lead to disciplinary and/or criminal investigations. This also includes communications through internet based web
sites.
Internal e-mail systems should only be used in accordance with the school/service’s
policy. Further information can be obtained from http://www.becta.org.uk/

agreed protocol and when other forms of communication are
not possible
· not use internet or web-based communication channels to send personal messages to a child/young person
13. Social Contact
Adults should not establish or seek to establish social contact with pupils for the purpose of securing a friendship or to pursue or strengthen a relationship. If a pupil or parent seeks to establish social contact, or if this occurs coincidentally, the member of taff should exercise her/his professional judgement in making a response. There will be occasions when there are social contacts between pupils and staff, where for example  he parent and teacher are part of the same social circle. These contacts however, will be

easily recognised and openly acknowledged.
Nevertheless, there must be awareness on the part of those working with children and young people that some social contacts, especially where these are not common knowledge can be misconstrued as being part a grooming process. This can also apply to social contacts made through outside interests or through the staff member’s own
family. It is recognised that staff can support a parent who may be in particular difficulty. Care needs to be exercised in those situations where the parent comes to depend upon the staff member for support outside their professional role. This situation should be discussed with senior management and where necessary referrals made to the


This means that adults should:
· have no secret social contact with pupils or their parents
· consider the appropriateness of the social contact according to their role and nature of their work
· always approve any planned social contact with children or parents with senior colleagues,
· advise senior management of any social contact they have with a child or a parent with who whom they work, which may give rise to concern
· report and record any situation, which may place a child at risk or which may  compromise the school/service or their own professional standing
· be aware that the sending of personal communications such as birthday or faith cards should always be recorded and/or discussed with line manager.
· understand that some communications may be called into
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appropriate support agency.
question and need to be justified.
14. Sexual Contact
ll adults should clearly understand the need to maintain appropriate boundaries in their contacts with pupils. Intimate or sexual relationships between children/young people and the adults who work with them will be regarded as a grave breach of trust.

Allowing or encouraging a relationship to develop in a way which might lead to a

sexual relationship is also unacceptable.
Any sexual activity between an adult and the child or young person with whom they



This means that adults should not:
have sexual relationships with pupils
have any form of communication with a child or young person which could be interpreted as sexually suggestive or provocative
i.e. verbal comments, letters, notes, electronic mail, phone calls, texts, physical contact
work may be regarded as a criminal offence and will always be a matter for disciplinary

· 
make sexual remarks to, or about, a child/young person
action. All children and young people are protected by specific legal provisions in this respect regardless of whether the child or young person consents or not. The sexual ctivity referred to does not just involve physical contact including penetrative and non- penetrative acts. It may also include non-contact activities, such as causing children to ngage in or watch sexual activity or the production of pornographic material. 'Working ogether to Safeguard Children'22, defines sexual abuse as “forcing or enticing a child or young person to take part in sexual activities, whether or not the child is aware of what
is happening”.
There are occasions when adults embark on a course of behaviour known as 'grooming'
· 
discuss their own sexual relationships with or in the presence of pupils
This means that adults should:
· ensure that their relationships with pupils clearly take place within the boundaries of a respectful professional relationship
· take care that their language or conduct does not give rise to comment or speculation. Attitudes, demeanour and language all require care and thought, particularly when members of staff are
where the sole purpose is to gain the trust of a child, and manipulate that relationship so

dealing with adolescent boys and girls.
sexual abuse can take place. Adults should be aware that consistently conferring
nappropriate special attention and favour upon a child might be construed as being part of a 'grooming' process and as such will give rise to concerns about their behaviour.
15. Physical Contact
There are occasions when it is entirely appropriate and proper for staff to have physical contact with pupils, but it is crucial that they only do so in ways appropriate to their

professional role.

A 'no touch' approach is impractical for most staff and will in some circumstances be inappropriate. When physical contact is made with pupils this should be in response to their needs at the time, of limited duration and appropriate to their age, stage of development, gender, ethnicity and background. Appropriate physical contact in schools will occur most
often with younger pupils.
It is not possible to be specific about the appropriateness of each physical contact, since an action that is appropriate with one child in one set of circumstances may be inappropriate in another, or with a different child. Staff should therefore, use their

professional judgement at all times.
Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse of authority. If a member of staff believes that an action could be



This means that adults should:
· be aware that even well intentioned physical contact may be misconstrued by the child, an observer or by anyone to whom this action is described
· never touch a child in a way which may be considered indecent
· always be prepared to report and explain actions and accept that all physical contact be open to scrutiny
· not indulge in horseplay
· always encourage children, where possible, to undertake self- care tasks independently
· work within Health and Safety regulations
· be aware of cultural or religious views about touching and always be sensitive to issues of gender
· understand that physical contact in some circumstances can be easily misinterpreted
This means that schools/services should:
misinterpreted, the incident and circumstances should be recorded as soon as possible in

· 
ensure they have a system in place for recording incidents and
the school's incident book and, if appropriate, a copy placed on the child’s file.
Physical contact, which occurs regularly with an individual child or young person, is likely to raise questions unless the justification for this is part of a formally agreed plan (for example in relation to pupils with SEN or physical disabilities). Any such contact should be the subject of an agreed and open school policy and subject to review. Where feasible, staff should seek the child's permission before initiating contact. Staff should isten, observe and take note of the child's reaction or feelings and – so far as is possible
- use a level of contact and/or form of communication which is acceptable to the child
for the minimum time necessary.

the means by which information about incidents and outcomes can be easily accessed by senior management
· make adults aware of relevant professional or school/service guidance in respect of physical contact with children and meeting medical needs of pupils where appropriate
· be explicit about what physical contact is appropriate for adults working in their setting
· provide staff, on a "need to know" basis, with relevant information about vulnerable pupils in their care
· make staff aware of most recent government guidance in respect of physical contact with pupils23 and meeting medical needs of
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The general culture of 'limited touch' should be adapted, where appropriate, to the individual requirements of each child. Children with special needs may require more physical contact to assist their everyday learning. The arrangements should be understood and agreed by all concerned, justified in terms of the child's needs,
consistently applied and open to scrutiny.
It is recognised that some children may seek inappropriate physical contact. Adults hould be particularly aware of this especially when it is known that a child has suffered revious abuse or neglect. In the child's view, physical contact might be associated with such experiences and lead to some actions being misinterpreted. In all circumstances where a child or young person initiates inappropriate physical contact, it is the responsibility of the adult to sensitively deter the child and help them understand the importance of personal boundaries. Such circumstances must always be reported and
discussed with a senior manager and the parent/carer.

children and young people in school24,
16. Other Activities that require Physical Contact
Some adults who work in certain settings, for example sports, drama or outdoor activities or teach specific subjects such as PE or music, will have to initiate some physical contact with children, for example to demonstrate technique in the use of a articular piece of equipment, adjust posture, or perhaps to support a child so they can perform an activity safely or prevent injury. Such activities should be carried out in accordance with existing codes of conduct, regulations and best practice.


This means that adults should:
· treat children with dignity and respect and avoid contact with intimate parts of the body
· always explain to a child the reason why contact is necessary and what form that contact will take
· seek consent of parents where a child or young person is
Physical contact should take place only when it is necessary in relation to a particular

unable to do so because of a disability.
activity. It should take place in a safe and open environment i.e. one easily observed by others and last for the minimum time necessary. The extent of the contact should be made clear to the parent/carer and once agreed, should be undertaken with the permission of the child/young person. Contact should be relevant to their age or understanding and adults should remain sensitive to any discomfort expressed
verbally or non-verbally by the child.



consider alternatives, where it is anticipated that
a pupil might misinterpret any such contact,


be familiar with and follow recommended guidance and protocols


conduct activities where they can be seen by others

be aware of gender, cultural or religious issues that may need
Guidance and protocols around safe and appropriate physical contact are provided by


to be considered prior to initiating physical contact
national school/service, for example sports governing bodies or major arts
school/service, or the school employing school/service and should be understood and applied consistently. Any incidents of physical contact that cause concern or fall outside of these protocols and guidance should be reported to the senior manager and

parent or carer.
It is good practice if all parties clearly understand at the outset, what physical contact is necessary and appropriate in undertaking specific activities. Keeping parents/carers, pupils informed of the extent and nature of any physical contact may also prevent
allegations of misconduct or abuse arising.


This means that schools/services should:
· have up to date guidance and protocols on appropriate physical contact in place that promote safe practice and include clear expectations of behaviour and conduct.
· ensure that staff are made aware of this guidance and that safe practice is continually promoted through supervision and training.
17. Behaviour Management
ll pupils have a right to be treated with respect and dignity even in those circumstances
where they display difficult or challenging behaviour.

Adults should not use any form of degrading treatment to punish a child. The use of sarcasm, demeaning or insensitive comments towards pupils is not acceptable in any situation. Any sanctions or rewards used should be part of a behaviour management
policy which is widely publicised and regularly reviewed.
The use of corporal punishment is not acceptable and is unlawful in schools. Whilst there may a legal defence for parents who physically chastise their children, this does not extend, in any circumstances, to those adults who work with or on behalf of pupils.

Where children display difficult or challenging behaviour, adults must follow the ehaviour policy outlined by their school or service and use strategies appropriate to the circumstance and situation. The use of physical intervention can only be justified in



This means that adults should:

not use force as a form of punishment

try to defuse situations before they escalate

inform parents of any behaviour management techniques used

adhere to the school/service’s behaviour management policy


be mindful of factors which may impact upon a child or young person’s behaviour e.g. bullying, abuse and where necessary take appropriate action
This means that schools/services should:

have in place appropriate behaviour management policies

where appropriate, develop positive handling plans in respect
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exceptional circumstances and must be used as a last resort when other behaviour
management strategies have failed.

Where a child has specific needs in respect of particularly challenging behaviour, a positive handling plan may be drawn up and agreed by all parties. Only in these circumstances should an adult deviate from the behaviour management policy of the

school/service.

of an individual child or young person.
18. Use of Control and Physical Intervention
There are circumstances in which adults working with children displaying extreme behaviours can legitimately intervene by using either non-restrictive or restrictive physical interventions. This is a complex area and adults and school/service must have regard to legislation25 and government guidance2627 in the development and

implementation of their own policies and practice.
The use of physical intervention should, wherever possible, be avoided. It should only be used to manage a child or young person’s behaviour if it is necessary to prevent personal injury to the child, other children or an adult, to prevent serious damage to property or in what would reasonably be regarded as exceptional circumstances. When physical intervention is used it should  be undertaken in such a way that maintains the safety and
dignity of all concerned
The scale and nature of any physical intervention must be proportionate to both the behaviour of the individual to be controlled and the nature of the harm they may cause. The minimum necessary force should be used and the techniques deployed in line with
recommended policy and practice.
Under no circumstances should physical force or intervention be used as a form of punishment. The duty of care which applies to all adults and school/service working with pupils requires that reasonable measures are taken to prevent children being  armed. The use of unwarranted physical force is likely to constitute a criminal offence.
In settings where restrictive physical interventions may need to be employed regularly,
i.e. where adults are working with children with extreme behaviours associated with
learning isability or autistic spectrum disorders, the employer should have a policy on the use of such intervention, as part of a wider behaviour management policy. Individual care plans, drawn up in consultation with parents/carers and where appropriate, the child, should set out the strategies and techniques to be used and those which should be avoided.  Risk assessments should be carried out where it is foreseeable that restrictive
physical intervention may be required.

n all cases where physical intervention is employed the incident and subsequent actions should be documented and reported. This should include written and signed accounts of all those involved, including the child or young person. The parents/carers should be

informed the same day.

This means that adults should:
· adhere to the school/service’s physical intervention policy
· always seek to defuse situations
· always use minimum force for the shortest period necessary
· record and report as soon as possible after the event any incident where physical intervention has been used.
This means that schools/services should:
· have a policy on the use of physical intervention in place that complies with government guidance and legislation and describes the context in which it is appropriate to use physical intervention
· ensure that an effective recording system is pace which allows for incidents to be tracked and monitored
· ensure adults are familiar with the above
· ensure that staff are appropriately trained
19. Children and Young People in Distress
There may be occasions when a distressed child needs comfort and reassurance and this


This means the adult should:
may involve physical contact. Young children, in particular, may need immediate physical comfort, for example after a fall, separation from parent etc. Adults should use their professional judgement to comfort or reassure a child in an age-appropriate way
whilst maintaining clear professional boundaries.
Where an adult has a particular concern about the need to provide this type of care and reassurance, or is concerned that an action may be misinterpreted, this should be

· 
consider the way in which they offer comfort and reassurance to a distressed child and do it in an age-appropriate way
· be circumspect in offering reassurance in one to one situations, but always record such actions in these circumstances
· follow professional guidance or code of practice
· never touch a child in a way which may be considered indecent
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reported and discussed with a senior manager and parents/carers.

record and report situations which may give rise to concern
from either party
· not assume that all children seek physical comfort if they are distressed
20. Intimate Care
Some job responsibilities necessitate intimate physical contact with children on a regular basis, for example assisting young children with toileting, providing intimate care for children with disabilities or in the provision of medical care. The nature, circumstances and context of such contact should comply with professional codes of practice or guidance and/or be part of a formally agreed plan, which is regularly reviewed. The additional vulnerabilities that may arise from a physical or learning disability should be taken into account and be recorded as part of an agreed care plan. The emotional responses of any child to intimate care should be carefully and sensitively observed, and where necessary, any concerns passed to Headteacher or

senior managers and parents/carers.
All children have a right to safety, privacy and dignity when contact of a physical or intimate nature is required and depending on their abilities, age and maturity should be

encouraged to act as independently as possible.

The views of the child should be actively sought, wherever possible, when drawing up and reviewing formal arrangements. As with all individual arrangements for intimate care needs, agreements between the child, parents/carers and the school/service must be

negotiated and recorded.


This means that adults should:
· adhere to the school/service’s intimate care guidelines or code of practice
· make other staff aware of the task being undertaken
· explain to the child what is happening
· consult with senior managers and parents/carers where any variation from agreed procedure/care plan is necessary
· record the justification for any variations to the agreed procedure/care plan and share this information with parents
· ensure that any changes to the agreed care plan are discussed, agreed and recorded.
21. Personal Care
Young people are entitled to respect and privacy at all times and especially when in a state of undress, changing clothes, bathing or undertaking any form of personal care. here are occasions where there will be a need for an appropriate level of supervision in order to safeguard young people and/or satisfy health and safety considerations. This supervision should be appropriate to the needs and age of the young people concerned
and sensitive to the potential for embarrassment.
Adults need to be vigilant about their own behaviour, ensure they follow agreed guidelines and be mindful of the needs of the pupils with whom they work.


This means that adults should:
· avoid any physical contact when children are in a state of undress
· avoid any visually intrusive behaviour
· where there are changing rooms announce their intention of entering
This means that adults should not:
· change in the same place as children
· shower or bathe with children
· assist with any personal care task which a child or young person can undertake by themselves
22. First Aid and Administration of Medication
Health and safety legislation places duties on all employers to ensure appropriate health

This means that schools/services should:
and safety polices and equipment are in place and an appropriate person is appointed to take charge of first-aid arrangements.
Any employee may volunteer to undertake this task but it is not a contractual requirement and appropriate training should be given before an individual takes on a role which may require administering first aid or

medication.
Some pupils may need medication during school hours. In circumstances where children need medication regularly a health care plan should be drawn up to ensure the safety and protection of pupils and staff. With the permission of parents, children should be encouraged to self administer medication or treatment including, for example
any ointment, sun cream or use of inhalers.
If a member of staff is concerned or uncertain about the amount or type of medication being given to a pupil, this should be discussed with the
· 
ensure staff understand the extent and limitations of their role in applying basic care and hygiene tasks for minor abrasions and understand where an injury requires more experienced intervention
· ensure there are trained and named individuals to undertake first aid responsibilities
· ensure training is regularly monitored and updated
· always ensure that arrangements are in place to obtain parental consent for the administration of first aid or medication
This means that adults should:
· adhere to the school/service’s policy for administering first aid
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appropriate senior colleague at the earliest opportunity. When administering first aid, wherever possible, staff should ensure that another adult is present, or aware of the action being taken. Parents should always be informed when first aid has been administered.
There should be due regard to current guidance.28,29,

or medication
· comply with the necessary reporting requirements
· make other adults aware of the task being undertaken
· explain to the child what is happening.
· always act and be seen to act in the child’s best interests
· report and record any administration of first aid or medication
· have regard to any health plan which is in place
· always ensure that an appropriate health/risk assessment is undertaken prior to undertaking certain activities
23. One to One Situations
Every organisations working with or on behalf of children and young people should consider one to one situations when drawing up their policies. This includes schools
and other education settings.
It is not realistic to state that one to one situations should never take place. It is however, appropriate to state that where there is a need, agreed with a senior manager and/or parents/carers, for an adult to be alone with a child or young person, certain procedures and explicit safeguards must be in place. Adults should be offered training and guidance in the use of any areas of the workplace which may place themselves or
children in vulnerable situations.


This means that adults should:
· ensure that when lone working is an integral part of their role, full and appropriate risk assessments have been conducted and agreed.
· avoid meetings with a child or young person in remote, secluded areas,
· always inform other colleagues and/or parents/carers about the contact(s) beforehand, assessing the need to have them present or close by
· avoid use of 'engaged' or equivalent signs wherever possible.
One to one situations have the potential to make child/young person more vulnerable to

Such signs may create an opportunity for secrecy or the
harm by those who seek to exploit their position of trust. Adults working in one to one settings with pupils may also be more vulnerable to unjust or unfounded allegations being made against them. Both possibilities should be recognised so that when one to one situations are unavoidable, reasonable and sensible precautions are taken. Every attempt should be made to ensure the safety and security of pupils and the adults who
work with them.
There are occasions where managers will need to undertake a risk assessment in relation to the specific nature and implications of one to one work. These assessments should take into account the individual needs of the child/young person and the individual worker and any arrangements should be reviewed on a regular basis.
Pre-arranged meetings with pupils away from the school premises should not be permitted unless approval is obtained from their parent and the Headteacher or other
senior colleague with delegated authority.

interpretation of secrecy
· always report any situation where a child becomes distressed or angry to a senior colleague
· carefully consider the needs and circumstances of the child/children when in one to one situations
24. Home Visits
All work with pupils and parents should, wherever possible, be undertaken in the school

These means that adults should:
or other recognised workplace, There are however occasions, in response to urgent or

specific situations where it is necessary to make one-off or regular home visits.
In these circumstances it is essential that appropriate policies and related risk assessments are in place to safeguard pupils and the adults who work with them.
A risk assessment should include an evaluation of any known factors regarding the child/young person, parents and others living in the household. Risk factors such as hostility, child protection concerns, complaints or grievances can make adults more vulnerable to an allegation. Specific consideration should be given to visits outside of



· agree the purpose for any home visit with senior management, unless this is an acknowledged and integral part of their role
e.g. home tutors
· adhere to agreed risk management strategies
· always make detailed records including times of arrival and departure and work undertaken
· ensure any behaviour or situation which gives rise to concern is discussed with their manager and, where appropriate action is taken
‘office hours’ or in remote or secluded locations. Following an assessment, appropriate

· 
never make a home visit outside agreed working arrangements
sk management measures should be in place before visits are agreed. Where little or no

information is available, visits should not be made alone.

Where a programme of work is to be undertaken in the home an appropriate works space should be provided and a written work plan/contract should be agreed with the pupil and parent. This should include: clear objectives; content; timing; and duration of sessions; ground-rules; child protection and confidentiality statements. The plan should


This means that employers should:
· ensure that they have home visit and lone-working policies of which all adults are made aware. These should include arrangements for risk assessment and management
· ensure that all visits are justified and recorded
ake into account the preferences of pupil and parent. There should also be an agreement
· 
ensure that adults are not exposed to unacceptable risk
that the parent or other suitable adult will remain in the home throughout the session.
Where the situation is such that changes in agreed work arrangements are required, a quick assessment will be necessary to determine if the session can continue. The
· 
ensure that adults have access to a mobile telephone and an emergency contact person
Headteacher or line manager should then be informed as soon as is practically possible. Emergency situations should be reported to the police or social care and to the

Headteacher/parent as appropriate.
25. Transporting Pupils
In certain situations e.g. out of school activities, staff or volunteers may agree to transport children. A designated member of staff should be appointed to plan and provide oversight of all transporting arrangements and respond to any difficulties that

may arise.
Wherever possible and practicable it is advisable that transport is undertaken other than in private vehicles, with at least one adult additional to the driver acting as an escort. There will be occasions when adults are expected or asked to transport children as part of their duties. Adults, who are expected to use their own vehicles for transporting


This means that all school/service:
· should have appropriate policies for transporting pupils This means that adults should:
· ensure they are fit to drive and free from any drugs, alcohol or medicine which is likely to impair judgement and/ or ability to drive
children should ensure that the vehicle is roadworthy, appropriately insured and that the

· 
be aware that the safety and welfare of the child is their
maximum capacity is not exceeded.
It is a legal requirement that all passengers should wear seat belts and it is the responsibility of the staff member to ensure that this requirement is met. Adults should also be aware of current legislation and adhere to the use of car seats for younger children. Where adults transport children in a vehicle which requires a specialist license/insurance e.g. PCV or LGV30- staff should ensure that they have an appropriate
licence and insurance to drive such a vehicle.
t is inappropriate for adults to offer lifts to a child or young person outside their normal

responsibility until they are safely passed over to a
parent/carer
· record details of the journey in accordance with agreed procedures
· ensure that their behaviour is appropriate at all times
· ensure that there are proper arrangements in place to ensure vehicle, passenger and driver safety. This includes having proper and appropriate insurance for the type of vehicle being driven
· ensure that any impromptu or emergency arrangements of
working duties, unless this has been brought to the attention of the line manager and has


lifts are recorded and can be justified if questioned
been agreed with the parents/carers.
There may be occasions where the child or young person requires transport in an emergency situation or where not to give a lift may place a child at risk. Such circumstances must always be recorded and reported to a senior manager and

parents/carers.
26. Educational Visits and After-School Activities
Adults should take particular care when supervising pupils on trips and outings, where the setting is less formal than the usual workplace. Adults remain in a position of trust and need to ensure that their behaviour remains professional at all times and stays
within clearly defined professional boundaries. .



This means that adults should:
always have another adult present in out of workplace activities, unless otherwise agreed with a senior manager
undertake risk assessments in line with their school/service’s policy where applicable
Where out of school activities include overnight stays, careful consideration needs to be

· 
have parental consent to the activity
given to sleeping arrangements. Children, young people, adults and parents should be

informed of these prior to the start of the trip. In all circumstances, those organising trips and outings must pay careful attention to ensuring safe staff/child ratios and to the

gender mix of staff especially on overnight stays.
Health and Safety arrangements require members of staff to keep colleagues/employers aware of their whereabouts, especially when involved in activities outside the usual
workplace.
· 
ensure that their behaviour remains professional at all times(see section 7)
· never share beds with a child/pupils.
· not share bedrooms unless it involves a dormitory situation and the arrangements have been previously discussed with senior manager, parents and pupils
27. Photography and Videos
Working with pupils may involve the taking or recording of images. Any such work should take place with due regard to the law and the need to safeguard the privacy, ignity, safety and well being of pupils. Informed written consent from parents or carers and agreement, where possible, from the child or young person, should always be

sought before an image is taken for any purpose.

Careful consideration should be given as to how activities involving the taking of images are organised and undertaken. Care should be taken to ensure that all parties nderstand the implications of the image being taken especially if it is to be used for any



This means that adults should:
· be clear about the purpose of the activity and about what will happen to the images when the activity is concluded
· be able to justify images of children in their possession
· avoid making images in one to one situations or which show a single child with no surrounding context
· ensure the child/young person understands why the images are being taken and has agreed to the activity and that they
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publicity purposes or published in the media, or on the Internet. There also needs to be an agreement as to whether the images will be destroyed or retained for further use, where these will be stored and who will have access to them.
dults need to remain sensitive to any children who appear uncomfortable, for whatever

are appropriately dressed.
· only use equipment provided or authorised by the school
· report any concerns about any inappropriate or intrusive photographs found
· always ensure they have parental permission to take and/or
reason, and should recognise the potential for such activities to raise concerns or lead to


display photographs
misunderstandings.
It is not appropriate for adults to take photographs of children for their personal use. It is recommended that when using a photograph the following guidance should be

followed:
· if the photograph is used, avoid naming the pupil

· if the pupil is named, avoid using their photograph
· schools should establish whether the image will be retained for further use

· images should be securely stored and used only by those authorised to do so.


This means that adults should not:
· display or distribute images of children unless they have consent to do so from parents/carers
· use images which may cause distress
· use mobile telephones or any other similar devices to take images of children
· take images ‘in secret’, or taking images in situations that may be construed as being secretive.
28. Access to Inappropriate Images and Internet Usage
There are no circumstances that will justify adults possessing indecent images of children. Adults who access and possess links to such websites will be viewed as a significant and potential threat to children. Accessing, making and storing indecent images of children is illegal. This will lead to criminal investigation and the individual
being barred from working with pupils, if proven.

Adults should not use equipment belonging to their school/service to access adult pornography; neither should personal equipment containing these images or links to them be brought into the workplace. This will raise serious concerns about the suitability of the adult to continue to work with children.
Adults should ensure that pupils are not exposed to any inappropriate images or web links. School/service and adults need to ensure that internet equipment used by children have the appropriate controls with regards to access. e.g. personal passwords should be

kept confidential.


This means that schools/services should
· have clear e-safety policies in place about access to and use of the internet
· make guidance available to both adults and pupils about appropriate usage.
This means that adults should:
· follow their school/service’s guidance on the use of IT equipment
· ensure that children are not exposed to unsuitable material on the internet
Where indecent images of children or other unsuitable material are found, the police and
· 
ensure that any films or material shown to pupils are age
Local Authority Designated Officer (LADO) should be immediately informed. Adults should not attempt to investigate the matter or evaluate the material themselves, as this may lead to evidence being contaminated which in itself can lead to a criminal
prosecution.

appropriate
29. Overnight Supervision and Examinations
There are occasions during exam periods when timetables clash and arrangements need o be made to preserve the integrity of the examination process. In these circumstances, staff may be asked to volunteer to supervise students perhaps in their own homes.
Most Local Authorities, professional bodies and teaching unions do not endorse this practice. Where there are no staff volunteers, the examination awarding bodies allow

for alternative supervisory arrangements to be made.


This means that:
· a full health and safety risk assessment should have been undertaken
· all members of the household should have the appropriate checks made.
· all arrangements should be made in partnership and agreement with the student and parents/carers
· arrangements involving one to one supervision should be avoided wherever possible.
· staff should have regard to any guidance that exists
· as much choice, flexibility and contact with 'the outside world', should be incorporated into any arrangement so far as is consistent with appropriate supervision
· whenever possible, independent oversight of arrangements should be made
· any situation which gives rise to complaint, disagreement or misunderstanding should be reported
· LEAs and schools should ensure that all arrangements reflect a duty of care towards pupils and staff
30. Curriculum
Many areas of the curriculum can include or raise subject matter which is sexually explicit, or of an otherwise sensitive nature. Care should be taken to ensure that resource materials cannot be misinterpreted and clearly relate to the learning outcomes identified by the lesson plan. This plan should highlight particular areas of risk and sensitivity and care should especially be taken in those areas of the curriculum where usual boundaries or rules are less rigorously applied, ie drama
The curriculum can sometimes include or lead to unplanned discussion about subject matter of a sexually explicit or otherwise sensitive nature. Responding to pupils' questions can require careful judgement and staff may wish to take guidance in these
circumstances from a senior member of staff.
Care should also be taken to abide by the governing body's required policy on sex and relationships education and the wishes of parents. Parents have the right to withdraw heir children from all or part of any sex education provided (but not from the biological aspects of human growth and reproduction necessary under the science curriculum)

This means that adults should:
· have clear written lesson plans
· take care when encouraging pupils to use self expression, not to overstep personal and professional boundaries
· be able to justify all curriculum materials and relate these to clearly identifiable lessons plans.
This means that adults should not:
· enter into or encourage inappropriate discussions about sexual activity or any behaviours which may offend or harm others
31. Whistle blowing
Whistle blowing is the mechanism by which adults can voice their concerns, made in good faith, without fear of repercussion. Each employer should have a clear and accessible whistle blowing policy that meets the terms of the Public Interest Disclosure Act 1998. Adults who use whistleblowing procedure should be made aware that their

employment rights are protected.
Adults should acknowledge their individual responsibilities to bring matters of concern to the attention of senior management and/or relevant external agencies. This is particularly important where the welfare of children may be at risk.



This means that schools/services should:
· ensure they have appropriate whistle-blowing policies in place
· ensure that they have clear procedures for dealing with allegations against staff which are in line with their Local Safeguarding Children Board’s procedures.
This means that adults should:
· report any behaviour by colleagues that raises concern regardless of source
32. Sharing Concerns and Recording Incidents
Individuals should be aware of their school/service’s child protection procedures,


This means that adults:
including procedures for dealing with allegations against adults. All allegations must be

taken seriously and properly investigated in accordance with local procedures and statutory guidance.  Adults who are the subject of allegations are advised to contact
their professional association.
In the event of any allegation being made, to someone other than a manager, information should be clearly and promptly recorded and reported to a senior manager
without delay.
Adults should always feel able to discuss with their line manager any difficulties or problems that may affect their relationship with pupils so that appropriate support can
be provided or action can be taken.
It is essential that accurate and comprehensive records are maintained wherever concerns are raised about the conduct or actions of adults working with or on behalf of

pupils.
· 
should be familiar with their school/service’s system for
recording concerns
· should take responsibility for recording any incident, and passing on that information where they have concerns about any matter pertaining to the welfare of an individual in the workplace
This means that schools/services:
· should have an effective, transparent and accessible system for recording and managing concerns raised by any individual in the workplace
APPENDIX 1
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This (Education) document has now been adapted for use by a generic audience and other versions are being developed which relate to specific disciplines/agencies.
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Additional Sections may include for e.g.
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more detail about informal activities
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Additional Sections may include for e.g
· Physical
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the same format, a separate
might be more useful.
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include for e.g.:
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Stop and Search
APPENDIX 2
This generic document can be used to support safer recruitment and selection practices, induction and on-going training programmes and where necessary, disciplinary and child protection procedures.
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Guidance amended and adapted


Guidance sent out with
letter of appointment Staff asked to sign
Used by Strategy Meetings/Disciplinary Investigations exploring ‘unsuitability’
Used to remind individuals of required behaviours


Used as part of Induction programmes
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Included on Training Programmes
APPENDIX 15 SCHOOLS NEW ENGAGEMENT FORM

SCHOOL LOGO / HEADED PAPER

(Personnel Contact)

Human Resources Children and Young Peoples Services Atlas House
St.Helens Merseyside WA9 1LD
Date
Dear
,

New Engagement Advice / Additional New Contract
Re:
Appointment of (Full Name):

Post:
In relation to this appointment I enclose the following:

· Application Form (full copy or original) -
mandatory
· Reference 1 (usually last employer if applicable) -
mandatory
· Reference 2 -
mandatory
· Recruitment process Equal Opportunities Monitoring Form (if applicable)
· Job Description

· Person Specification

Proposed Commencement Date:
(state ‘ASAP’ if start date is only pending clearances)

Contract:
Permanent/Fixed   Term/Full-Time/Part-Time: If fixed term, please indicate end date and reason:

Hours (per week):

Term Time Only: Yes / No

Working Pattern (days worked and hours worked on each day): MON
 TUE
WED
THURS
FRI

Cost Code School Budget/External Funding: (If externally funded, please indicate source.)

Salary Scale for Position:
(E.g. NJC Scale, MPS, UPS, Leadership etc.)

Commencement Point:
(state ‘Please advise’ if dependant on LEA assessment)

Please indicate any additional allowances are to be received including reason and duration:

If covering staff absences, please indicate whose the absence and the reason for absence.
Additional Information

Yours sincerely,

Head Teacher

APPENDIX 16 INDUCTION CHECKLIST

(Name of School)
INDUCTION CHECKLIST
The aim of the Induction Checklist is to ensure all staff receive all necessary information about their job and conditions of service to assist them in settling in.

The Induction Checklist comprises of two Sections:-

SECTION 1
Health and Safety Induction
(Please return to
by the end of day 1)
SECTION 2
General Induction
(To be returned to
no later than 2 weeks following commencement)
The Induction Checklist must be completed for the following groups of staff.
1. All Employees new to the Authority (teaching and non teaching, permanent or temporary).
2. Modern Apprentices / Learners (previously Youth Trainees).
3. Work Experience Placements.
4. Agency Staff.

5. Employees returning to work after a prolonged absence, e.g. Maternity Leave, Long Term Sickness Absence can also benefit from a re-induction to the workplace.
6. Staff who undertake new duties and responsibilities.
It is important that employees who transfer between sites are inducted on both sites as in many cases the Health and Safety information can vary from building to building.
INDUCTION CHECKLIST
SECTION 1
HEALTH AND SAFETY
Induction is an essential part of this School’s Health and Safety system. Its purpose is two fold: firstly to record that relevant documentation and protective equipment has been issued to employees; secondly to ensure that essential information has been imparted in order to ensure the health and safety of new employees.  The attached checklist is a means of assisting managers to undertake induction in a consistent and effective manner.
In preparing for an induction you will need to refer to the school Safety Policy and  Procedures Manual and relevant risk assessments.  You may also wish to gather together all relevant items of employee guidance and personal protective equipment so that they are to hand on the morning of the induction.
Name of Employee: …………………………………………………………………………………... Post Title: ………………………………………………………………………………………………. Date of Commencement: …………………………………………………………………………….. Location/Department: …………………………………………………………………………………

THE HEALTH AND SAFETY INDUCTION SHOULD BE COMPLETED ON DAY 1 OF EMPLOYMENT PRIOR TO THE COMMENCEMENT OF DUTIES.
PLEASE RETURN TO  

BY THE END OF DAY 1.
	INFORMATION AND GUIDANCE
Please confirm that the following documents have been issued to you
	Tick Box

	Council Health and Safety Policy (contracted employees only)
	

	School Health & Safety Policy
	

	Assaults at Work Booklet (provided via Personnel)
	

	Computer Guidelines (Provided via Personnel)
	

	Guidance for New and Expectant Mothers (female staff only)
	

	School Staff Handbook
	


	FIRE AND EMERGENCY PROCEDURES
Ensure the following information is recorded as appropriate

	Name of Fire Warden:

	Fire Assembly Point:

	Name of First Aider(s):

	Location of First Aid Box:

	Location of Accident Book/Report Form:

	Location of Pupil Accident Report Book:

	Date/Time of Weekly Fire Alarm Test:


	HAZARDS
List the hazards relevant to the post by referral to the relevant risk assessment(s)

	

	

	

	


	PERSONAL PROTECTIVE EQUIPMENT (PPE)
Referring to relevant risk assessments

	

	

	

	


	PREVIOUS HEALTH AND SAFETY TRAINING (list below)
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CHILD PROTECTION OFFICER/PROCEDURE
  Provide name of officer and issue procedures 
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I can confirm that I have been issued with the PPE and documents indicated above and that the person responsible has highlighted the key points.  I have also been informed that if I have any further queries I should raise these with the Business Manager/Head Teacher, who has also signed this checklist.
Signed: .............................................................. (Employee)
Date: ................................
Name: ................................................................ (Please Print)
Date: ................................
Signed: ............................................................... (Line Manager)
Date: ................................
Name: .................................................................(Please Print)
Date: ................................
Schools Induction Checklist
This checklist should be signed and returned to
immediately
following completion.
Schools Induction Checklist
INDUCTION CHECKLIST
SECTION 2
GENERAL INDUCTION
This section is divided into two parts: Part A to be completed on the first day and Part B to be completed within the first 2 weeks. Both parts are to be retained by the Manager/Supervisor until completed and then returned by the end of Week 2.

The inductee and Manager/Supervisor must initial the checklist on completion of each item.
The checklist is not exhaustive, it is intended as a minimum requirement.  It can therefore be added to as appropriate. The induction period will probably continue beyond the period stated in the checklist and this should be determined by the Manager and member of staff.

Guidelines for Managers who deal with various items and the source of reference are to be found at the back of the Induction Checklist.
Name of Employee:
…………………………………………………………………………………...
Post Title:
……………………………………………………………………………………………….
Date of Commencement:
……………………………………………………………………………..
Location/Department:
…………………………………………………………………………………

Schools Induction Checklist
SECTION 2 (PART A) GENERAL INDUCTION
At the end of your first week both your Line Manager and yourself should ensure that you have covered / been informed of the following.  You should ensure you are fully aware and understand the policies and procedures before you sign this.
	
	Please Initial as appropriate

	
	You
	Line Manager

	Hours of work
	
	

	Office / School hours
	
	

	Introduction to Head and Deputies
	
	

	Introduction to the staff in your department
	
	

	Introduction to the staff in school
	
	

	Tour of the premises – entrances, facilities for the disabled, toilets, refreshments, fire exits, security
	
	

	You have presented all documentation to the Local Authority? (Manager: Please ensure all documentation requested by the LA

has been returned)
	
	

	Pension scheme details

(Issued with appointment letter for contracted staff)
	
	

	Your salary details/pay day/allowance and payslip explained
	
	

	Car Parking arrangements
	
	

	Issue of ID badge / arrangements made for production
	
	

	Sickness reporting procedure/notifying officer identified
	
	

	Financial regulations and procedures – if involved in cash handling from commencement of employment (covered on checklist B if not)
	
	

	Health and Safety Checklist completed on day 1
	
	

	A copy of your job description
	
	

	Have you received your statement of particulars (if applicable)
	
	


Schools Induction Checklist
INDUCTION (PART B)
TO BE COMPLETED WITHIN THE FIRST TWO WEEKS
	
	Please Initial

	
	You
	Line Manager

	Meeting with Head Teacher /Head of Department/Line Manager (as applicable)
	
	

	Standard expected within area of work
	
	

	Introduction to all principal work contacts
	
	

	Duties of your post explained
	
	

	Representation on the Governing Body
	
	

	Structure of Senior Management Team
	
	

	KEY POLICIES
	
	

	Curriculum policies
	
	

	ICT Guide including Internet and email policy
	
	

	Whole School Behaviour Policy including Child Protection
	
	

	Sickness Absence Procedures
	
	

	Leave of absence procedures
	
	

	Financial Regulations and Instruction
- budget allocations if applicable
	
	

	Minibus Policy

Procedures for School Visits
	
	

	Staff Handbook

Teaching Staff Duties/Out of Bounds Areas
	
	

	Staff development form (for courses)
	
	

	Performance Management/Appraisal
	
	

	Code of Conduct
	
	

	Comprehensive Equality Policy
	
	

	Safeguarding -

· Procedure for dealing with allegation of abuse by adult
· Guidance on Safer Working Practice for Adults who
	
	


Schools Induction Checklist
	Work With Children and Young people in Education Settings
· Whistleblowing Policy

· Procedure for recruitment of external agency workers (teachers and support staff)
	
	

	· Other school HR Procedures (if relevant)
	
	

	· Other Policies / Procedures
	
	


If there is any further information you would like about the school and how it works, please ask your Line Manager.
I am satisfied that all points covered in the Induction Checklist have been satisfactorily explained and that I understand the key policies and procedures of the School.
Signed: ........................................................ (Employee)
Date:
........................................
Employee Name (Block Capitals):
...........................................................................................
Signed: ........................................................ (Manager)
Date:
........................................
Manager’s Name (Block Capitals):
..........................................................................................
MANAGERS MUST RETURN THE COMPLETED CHECKLIST
TO……………………..
  WITHIN TWO WEEKS OF EMPLOYEE’S COMMENCEMENT
Schools Induction Checklist



Safer Recruitment Policy
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Please state the number of days sickness absence during the last two years of employment (excluding pregnancy related):





How was the matter resolved?





Date:








PROCEDURE FOR THE RECRUITMENT OF EXTERNAL AGENCY WORKERS (TEACHERS AND SUPPORT STAFF)





Section 1: Overview





Section 2:Using the Guidance





Section 3: Guidance for Safe Working Practice











Education











Voluntary groups





Guidance For Safe Practice Document











Health Professionals





�








�








�








�








�








�








�














Education











Voluntary groups











Health Professionals











Fostering and











Police





Guidance For Safe Practice Document











Social Care





- This document





Additional sections


may include for e.g.


Residential Care











Fostering and Childminders











Police











Social Care





�








�








�








�








�











Guidance For Safe Practice





�











Guidance For Safe Practice





�











