St Luke's School Recruitment and VeHing Policg
2025

AS a IQLg/HLS Resluecflng SC}IOU[ our p/ll[osop/ly IS underpmned [JH H‘le va[ues and PFWCLFZSS Of HL@ Umfed Nahan 'S COFLV@H[’LOFL an Hle
Rights of the Child (UNCRC)
Arlicle 3 - Best inkerests of the child: All recruitment decisions will Prioriﬁze the best inkerests of the child.

Arlicle 19 - Proleclion from all forms of violence & Arlicle 34 - Proteclion from sexual exploil‘ahon: Comprehensive veH'mg
Procedures will be implemenfed bo Profect children from harm and exploital‘ion.
Arlicle 28 - Righl' to educalion: Staﬂr will support and Pramale a Pasihve learning environment.

Arlicle 39 - Rehabilitakion of child vickims: Measures will be in Place to support children who have been viclims of abuse.

St Luke’s School is committed to sa]:eguarding and Promohng the welj:ore of children. There]:ore
ab
least 2 Senior Leodership Team members on the Ponel will have up—lo—dale safer recruitmen}

lra‘m'mg.

l. Purpose

The purpose of this PolicH is fo ensure thal safe and fair recruibment Prachces are rigorouslﬂ enjtorced
and thal the school adopts a coherent and consistent aPProach bo recruihng and rekaining staff of the
highest calibre, who will help achieve the schaol's vision. We believe that slaﬁ are our most important
resource and that our Pupil's leaming should be managed bg highlg motivated and caPab[e staff with

relevant skills.

2. Relalionship to other Policies
This Policg relales fo:

* lhe child Prolechon Policg

® equalitfj and diversitﬂ Policg

b approisal/ performance managemenl Policg
3. Guidelines for implemenlolion

3l Idenhficalion of the need for an aPPoinlmenl
The slo,fpng struclure and need for cerlain Posls will be assessed when a member of staff leaves in
conjunchon with People Hub/Educalion HR Business Parlner. when the budgel is under review or al other

aPProPriale fimes.

32. Documenlalion

BeJ:ore adverhsing, the Head teacher will ensure appropriale documenlalion is available for prospechve
applicants inc[uding an up—to—date job descriphon and person sPecipcahon.

Once the need for an aPPoinlmenl has been idenhfied, the school will Proceed bo adverlise inlernauﬂ,
loca”g and nahona“g as appropriote. Advertisements will carry injtormahon aboul the school and Posl

and reJ:erence LO H1e SCl”LOOl'S POliCH on sa;eguarding children.

Polenlial candidales will be sent an informo,hon Po,c|< conkaining the J:ollowing:
* An uP—Lo—daLe Job descriphon and person specipcahon

* Delails of how to aPPlH and the closing dales



s InJ:ormo,Hon about the school and whether it will be Possible lo make an exp[oroior\Lj visit Prior bo
aPPlHing
s InJ:ormaHon relahng bo aPPlHing online via Gov.je

b A skatemenk Of commikmenk ITO safeguarding chi[dren o,ncl Houng People - See below.

«

The follow'mg statement: “this school is committed to sa;eguarc{mg and promohng the welJ:o,re of children
and young People and expeck all sLaJ:J: and volunkeers to share this commitment.  An enhanced DBS
Cerhficake is required for this Posk prior lo commencement” should appear in:

* Adverlisements

® Publicikg malerials

* School websile

* Candidate 'mformahon Pac|<

e Job descripﬁon and person specipcahon

¢ Tnvilalion o interview

33 Applicohons and shoruisl’mg

An aPPointment team will be established al this stage which will usuallﬂ consisk of:

* The Headleacher, DePuLH Headleacher or Assistant Headleacher

* Other relevant sla;; €g- SENCO, the line manager where this is not either of the above

* Educalion guidance sels out in more delail how the seleclion process aPplies bo Deputg and

Headteachers.

Once the clos’mg date has Passed, the aPPoinlmenl team will shorllist the candidales using crileria
established within the person sPecipcahon. Shortlisted candidates will then be invited for inferview
explaining that referees will be conlacled and given fuerer 'mformahon aboul whal H’ueH need to do in
Preparahon. This will include bringing appropriate documentalion so that o DBS check can be iniliated for

H@e SU,CCGSSFU,l cancliclale.

3.4. Seleclion Procedures

Inkterview will normauﬂ bake Place over the course of @ daH — more iJ: it is a senior post. The C],O,H will
normallﬁ start with o welcome and inkroduchion bﬂ the Headbeacher and at some stage a tour of the
school - with Pupils, where Prochcable. Time will be set aside to Provide candidates with inJ:ormaHon

aboul the Posl and the feam H‘»eg will be working with.

A varietg of selechion Procedures will be used, relahng lo essential and desirable characlerislics including

competencies idenhped within the person specipcahon for example:

Compelencg based quesl;ion'mg — candidales are asked a series of Probing queshons around Pasl
achivilies to establish what experience H’Lelj have of Lﬂpical situalions (e.g. running a Project, leading a
team, communicahng with angry Parenls), what Hweﬂ did, whal happened as a resull, whal Hmeg learnt
aboul such si}uahons, whal H‘;eH might do diJ:J:erenHH, whal J:eedback H‘»eH have received.



Crilical Incident inlerview'mg — condidales are asked lo talk about Parhcular evenls or developmenf in

their career. This can Provide insighks into motives and ways of working,

Teaching a lesson - this Provides very importank 'mformahon especiauﬂ about how well the candidales
Plan lessons, how Hmey inferack with PuPils and how well erﬂ teach. This does need careful Planning and
Pupils need fo be told in advance whal H’LGH are doing and whH. Where it is not Prachca[ for a lesson to
bake Place, someHling as simple as a discussion belween the candidale and pupils can Provide useful

insighks.
Student Inlerview Panel - candidates are quizzed bU Pupils. This allows Pupils lo Provide feedback bo Hw

final Panel and oﬁen Provides a fascinahng and very use;u[ insight info how candidales communicale
with Pupils. Pupils very oﬁen Provide intereshng and useful feedback which adds much lo the seleclion

Procedure.

In—lmg / e-mail response exercises - these show how effechvelﬁ candidales can organise their wor|<,
Priorihse, interpret and respond bo messages. Candidates may be asked to communicale their inilial
Hmoughts in wrihng if wrillen communicalion is keH or ora“g to a Panel where their underlﬂing

OSSUMPhOﬂS and beliefs mGH be explored fuaner.

Presenlalion - useful for Headleacher aPPoinlmenls or other senior Posts where the abi[itg bo present

'mformahon ond ideas lo parenls and other stakeholders is imporlant.

The f'mal inkerview will involve |<e3 members of the appoinlment team. The Panel will receive feedback
from each of the various seleclion aclivilies thal have faken Place and then Proceed to agree queshons for

the pnal interview. Some candidales may alreadg have been eliminaled bH this stage.

Questions and tasks for all the above achivilies need to be Planned in advance. All candidales must be
g'wen the same oPPorluniLH bo Provide evidence of competencg aga’msl the chosen seleclion criteria. The
agreed queshoning framework should be followed for all candidates but panellisls may exercise discrelion
as to which supplemenlarﬁ queshons HmeH ask If Hleg feel there is a need o Probe fuerer, H‘LGH should
do so. However, If Hmeg believe HmeH have qu:J:icienL evidence to make o judgmenl aboul an area of
compelencg there is no need o ask J:uerer queshons‘

Itis enhrelﬁ aPProPriaLe to ask candidates about issues aris'mg from their inikial aPPlicaHon and from

OH’LGI" selechon meHmods used on Hle dOH

35. References

References will be rectu,esled, Prior bo inkerview, from both of the referees nominated bU the candidale, one
of which should be an up—to—dale emploger referee i.e. current or the most recent emploger where the
candidate had experience of working with children or young People. The school will rectuesl a wrilten
reference — and, in aPProPriale cases - for the referee bo comPlele a simple lick sheet. The school will
requesk inJ:ormaHon aboul:

* Dales of emplonenl and job role

* The candidale’s suilabilifﬂ for the Post

b Sickness / absence record



s Disciplinarﬂ record
* Whether there are any concerns about the candidale’s suikabilikﬂ to work with children or young Peop[e

b WI’IGH’LGF H’le referee would re-emPloU were Hlere a suitable POSL.

ReJ:erences wi” be read beJ:ore H1e 'mkerview SO Hlak Hme Panel chair may decide wheHmer any issues aris'mg

can be inveshgoied during the inkerview.

36. The appointmenl

Taking all the evidence 9aH1ered, the Panel makes its chaice. The success;ul candidale is made a verbal
offer of the PosL If HmeH accePL then H’LGH are senk a forma[ offer which stales that the appoinkmenk is
subject bo sahs;aclarﬂ compleﬁon of Pre-emplogment checks inc[uding health and DBS checks.

TI’IG UnSUCCGSSI.‘U,l candidates are 'mformed and Offered a debrief an Hleir Performance.

31 Saj:eguarding procedures on the inlerview dog

During the daH, the following checks will be made

® Proo; of idenﬁlﬂ

* Academic qualificahons

* A DBS check will be initiated bg People Hub for the success;ul candidate — all candidales will be
asked fo bring aPProPriate documenlalion for this to People Hub.

* Candidates will be observed al all kimes when there may be contact with children and any concerns
raised will be Passed bo the Panel.

* The candidate will be asked in the interview to explain ony gaps in lime on the applicahon form

38. Afler the APPoinlmenl

The succeSSful candidate will be sent a formal offer of the posl from People Hub which Hmeg musk
respond bo in wrihng. A conlrack of emplogment will be issued in due course.

An induclion programme will be compiled bH the relevant member of staff which will include ensuring the
appointee understands the school's safeguarcling Procedures. Train'mg will be Provided where gaps have

been iclenhfied,

k. Moniloring, evalualion & review
The school will evaluale its aPPoinlmenl Procedures each year and make aPProPriate revisions. | his will
include asking People involved in seleclion Procedures - slaﬂt, Pupils ond candidales how HleH can be

imProved.

5. DBS and vel;l;ing

e All sto,ff and volunteers will, as aPProPriate, be checked with the Disclosure and Barring Service (DBS).
* Candidates must confirm their 'Ldenhlg bH supplging oFficial documents and must show their Possporl
bo prove their right to work in J'erseH.

* When emploHing suPPlH teachers or teachers from abroad, the Educalion Deparkmenl will carry ouk
aPProPriaLe checks.

* Al inferview Pane[s, ak least 2 members of the Panel will have Passed the 'So,fer recruibment’

Ero,'ming.



* The school will abide bg all the new DBS regulalians, including mal('mg a referral to the
DBS of any member of SI'GHI who has been dismissed or removed due lo sofe-guord'mg concerns or

would have been iJ: erg had nol resigned (see appendix ).

Once sEaH: have been emploged we will keep a live cenlral record thak:

* (ives the name of each skaJ:J: member and confirmahon of their iclenﬁkﬂ has been verifiecl.

® Confirm the aukhenhcily of their qualificahons.

* Show whether Hleg have a criminal record, indicaﬁng when these delails were last checked and bg
whom; and

° Confirm that the Education Departmenk/ People hub has carried oul those checks and record the dale,
hming or reference of the check in an orderlH and accessible way.

® Using our ve“ing Procedure to ascertain whelher there is disqualificaﬁon bH association — this will
be carried out on volunteers and agency workers oo.

* Volunkeers will have a DBS, show idenhficaﬁon, and sign our volunteer agreement.

* Other agency workers will be checked bg the agencies, bul we will hold their DBS numbers and

ask for idenhpcahon bo be shown fo us.

* The school will keep agency workers, Parhcularly longer fixed berm conlracls, accountable

regarding disqua[ipcahon bU associahon, level | sa;e-guarding Lraining ond health and sa;elg Lro,ming.



Appendix |

LeHer l'O DBS j:OllOWing a member OJI Sl'(lff dismissed or removed due l'O so]:e—guarding concerns, or

if this was due lo hoPPen and HueH handed in their nolice firs[.
Deo,r Sir/Mo,do,m,

I am wrihng ITO HOU, ICO 'mform HOU, H’LG'? H1e named member Of SITGJIJI Ol; SL |_u|<e’s PrimarH SC"IOOL

OF Hw following address
GTC number (LF a teacher) and DBS number daled hOS been

dismissed, or would ho,ve been dismissecl from Hlis school iJ: H‘»eH hadn't handed Hleir noﬁce in, due ko

SOJ:C—g uarding concerns.

]} is, H’LGFGFOFG, mH duhj as H’Ie Headleacher/DePuLH Headleacher, LO inform HOU Of H’LiS maHer, SO H‘LOE HOU
can amend HOUJ’ records according[g WiHI Hw utmost urgencH, SO H’LGL if Hw named O,bOVG PCFSOU see|<s

emplogment with children elsewhere, you have been made aware of the sa;e-guarding concern.
If you need to know any furH‘»er detail on this ma&er. Please do nol hesitale in conkachng me.

Yours faiHnJ:uHH,



