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1  Bellevue Place Education Trust – Our commitment  

Learn. Enjoy. Succeed.  

  

Every BPET child and staff member enjoys a broad (LEARN) and enriched (ENJOY) learning experience, enabling them to achieve far 
greater individual success (SUCCEED) than they might previously have thought possible.  
  

Our Mission  

To grow hubs of like-minded, autonomous schools with a strong support network, all of which combine academic 
rigour with highly enriched opportunities that deliver a personalised approach to education and exceptional 
outcomes for all.  

Our Difference  

We are leading the way in delivering high quality education through skills-based and knowledge rich curricula, 
applying the best of the independent and state sectors to deliver breadth of opportunity and pupil enrichment. 
We empower all our schools as individual entities that best meet the needs of the communities they serve and 
have a strong relationship with families, who are our key partners in delivering the vision.  

Our Promise  

Every child is an individual.  Our role is to nurture pupils’ potential through a personalised approach to learning. 
BPET children are happy, independent, confident all-rounders.  Our focus is ensuring an exceptional provision for 
all our children with supportive, accessible learning that enables every child to make progress, including high 
quality inclusion for children with Special Educational Needs.  We encourage a ‘be interested and be interesting’ 
attitude in children and staff alike.  We don’t just teach; we want our pupils to have a passion to learn.  

2  Introduction  
2.1 BPET places the highest levels of importance on safeguarding our children and will abide by all relevant legislation and best 

practice guidelines. This commitment to safeguarding and promoting the welfare of children and young people requires all staff 

and volunteers to share the same high levels of compliance and vigilance.  This policy should be read in conjunction with BPET 

Safeguarding (Child Protection) Policy and the Safer Recruitment Guidelines and Checklist  

2.2 The welfare of children will be safeguarded at every stage of the recruitment process. The recruitment process itself will be 

carefully planned, and each element of the process will be consistent and thorough. Information from applicants will be collated, 

analysed and evaluated in the context of child protection and welfare. The mix of qualities, qualifications and experience a 

successful candidate will need to demonstrate and any other particular matters will be clear in the advertisement.   

2.3 Recruiting the best people to BPET is vital for our continued success in providing the highest standards of education to our 

pupils.  

2.4 Not appointing the right people to our roles can have a negative impact on the performance of BPET.  

2.5 In carrying out our recruitment processes:  

2.5.1  We are committed to the creation of a safe environment for our pupils by operating safer recruitment practices in 

line with the statutory requirements and guidance.  

2.5.2  We will comply with the requirements of Data Protection Legislation (being the UK General Data Protection 

Regulation and Data Protection Act 2018) and any implementing laws, regulations and secondary legislation, as 

amended or updated from time to time.  

 2.5.3      Our Data Protection Policy sets out how we will comply with Data Protection Legislation.  

 

2.5.4     will comply with the requirements of the Equality Act (2010) and are committed to ensuring that throughout our 

recruitment and selection processes no applicant is disadvantaged or discriminated against because of the protected 

characteristics of age, disability, gender, gender re-assignment, marriage or civil partnership, pregnancy or maternity, race, 

religion or belief and sexual orientation. 

2.6 Recruitment will be solely on the basis of the applicant's abilities and individual merit as measured against the criteria for 

the job. Qualifications, knowledge, experience, and skills will be assessed at the level that is relevant to the job.  

2.7 If an applicant makes the School or the Central Team aware, at any stage of the recruitment process, that they have a disability 

then reasonable adjustments must be considered to ensure the applicant is not disadvantaged by the process.  



 

3  Scope and Purpose  
3.1  The purpose of this policy is to set out our processes for recruiting, selecting and appointing any employee to work within 

BPET.  

 3.2  Sections 16 and 17 on Disclosure and Barring Service checks also apply to volunteers.  

4  Safer Recruitment  
4.1 All recruitment must be in line with this policy to ensure that we identify, deter and prevent people who pose a risk of 

harm from working with our pupils.  

4.2  The recruitment of all applicants and volunteers to BPET must, without exception, follow the processes of safer 

recruitment. All offers of employment will be subject to us being satisfied that the applicant or volunteer is a suitable 

person to work with children and young people.   

4.3  Any person involved in recruiting to BPET must read the "Keeping children safe in education" guidance (or updated 

statutory guidance) produced by the DfE and BPET’s child protection and safeguarding policy. These can be obtained from 

the school office or via the central team.  

4.4  All recruitment must be planned to ensure that there is adequate time available to recruit safely.  

4.5  Any person who becomes aware that this policy is not being followed during recruitment must inform the Head Teacher/ 

Designated Safeguarding Lead/ Director of Education immediately.  

4.6  All of the checks described in Sections 16 and 17 must be carried out and have been determined as satisfactory before 

an applicant can start their employment or volunteering.  In particular circumstances, there is provision for a person to 

start before a DBS has been seen, provided that the required criteria have been met. (See 16.4 and Appendix B)  

5  Advertising  
5.1  Any vacant position will normally be advertised via the appropriate channels to ensure the most appropriate field of 

applicants is obtained.  

5.2  The advertisement will make clear BPET’s commitment to safeguarding as described at the opening of this policy, and 

will refer to the need for the successful applicant to undertake an enhanced criminal record check via the Disclosure and 

Barring Service (DBS). The recruitment exercise and who should be involved will be planned, giving sufficient time to 

organise the exercise so that safeguarding procedures are not overlooked. There will be a recruitment pack which will 

set out the extent of the responsibility for children that the person will have. All people who work in BPET schools have 

responsibility for children, some more than others.   

5.3  All adverts should include the following wording:  

  

“Bellevue Place Educational Trust is committed to safeguarding and promoting the 

welfare of its children and expects all employees and volunteers to share this 

commitment. All offers of employment are subject to an Enhanced DBS check, and 

where applicable, a prohibition check will be completed for all applicants”.  
  

5.4  The advert should also include the safeguarding responsibilities of the post as per the job description and personal 

specification.   

5.5  All advertisements will also include the following statement if the post is exempt from Rehabilitation of Offenders Act 

1974 and the amendments to the Exceptions Order 1975, 2013 and 2020):  

“This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (As amended 2013 and 2020).  

This means that certain convictions and cautions are considered ‘protected’ and do not need to be disclosed to employers, 

and if they are disclosed, employers cannot take them into account.  Guidance about whether a conviction or caution should 

be disclosed can be found on the Ministry of Justice website:  

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-ofoffenders-act-1974.’   

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974


 

5.6  Under Part 7 of the Immigration Act 2016, the Public Sector fluency duty requires state funded schools 

to ensure candidates for their customer facing roles have the necessary standard of spoken English (or English or Welsh in 

Wales). For example, a teaching assistant required to communicate with pupils to support their learning, would be viewed 

as operating in a publicfacing role. Adverts (and Job Descriptions) should make clear the necessary standard of spoken 

English or Welsh required for the role.  

5.7  All applicants will be provided with a copy of our BPET Job Applicant Privacy Notice which sets out how we will gather, 

process and hold personal data of individuals during and after the recruitment processes.  

  

THE RECRUITMENT PROCESS  

6  Planning     
6.1  When a need to recruit is identified, the line manager should review the requirements of the role ensuring that the job 

description and person specification are up to date, clear and concise.  (Please see also recruitment documentation pack 

for checklist and templates.)   

6.2  It is essential to plan the recruitment process itself, identifying who should be involved (a minimum of two people must 

be involved), assigning responsibilities, and setting aside sufficient time for the work needed at each stage so that 

safeguards are not skimped or overlooked.  At least one of the selection panel must have attended appropriate training 

particularly in relation to safer recruitment.  In relation to the timescales, for example, time needs to be allowed for 

obtaining references on short listed candidates before interview.   

7 Job Description and Person Specification  
7.1  A job description will be required for all posts which describes the duties and responsibilities of the post. It must be up 

to date, accurate and specific to the role. The job description must also include a person specification which outlines all 

of the necessary skills, abilities, experience, attitude, behaviours, qualifications and knowledge requirements for the post.  

7.2  All job descriptions and person specifications must make reference to the responsibility for safeguarding and promoting 

the welfare of children.  

7.3  All job descriptions should include BPET’s commitment to diversity, equality and inclusion. As a minimum the person 
specification should include:  

7.3.1  the qualifications and experience and any other requirements needed to perform the role;    

7.3.2  the competences and qualities that the successful candidate should be able to demonstrate and explain how these 

requirements will be tested and assessed during the selection process;  

7.3.3  Explain how all employees have a responsibility for safeguarding and promoting the welfare of children;  

7.3.4  The extent of the relationship/contact that the postholder will have with children and the degree of responsibility 

for children;  

8    Application Form and Information Packs  
8.1  BPET’s standard application form must be used to obtain core data from all applicants.    CVs should only ever be 

accepted from a candidate alongside a full application form.   

8.2  The application form is an essential tool in the selection process and providing false information is an offence and 

could result in the application being rejected or more seriously, the applicant facing summary dismissal if they 

have started their employment and possible referral to the police.   

8.3  Information Packs will include: 

 8.3.1    Application form and explanatory notes for completing it  

8.3.2  Job description and person specification  

8.3.3  Relevant information about BPET and the school  

8.3.4  A statement of the terms and conditions relating to the post  



 

8.3.5  Information about any criminal offences committed in any country in line with the law 

as applicable in England and Wales, not the law in their country of origin or where they were convicted.  

8.3.6  BPET’s policy on employing ex-offenders 

8.3.7  A statement that it is an offence to apply for the role if the applicant is barred from engaging in regulated 

activity in relation to children  

8.3.8  The fact that references will be taken up for short listed applicants prior to interview and that any 

relevant issues arising from these will be taken up at interview.  

8.3.9  Notification that, for candidates who are shortlisted, an online search will be undertaken (as explained 

in section 10).  

9  References  
9.1  All offers of employment will be conditional upon receipt of at least two satisfactory written references. References will:  

 9.1.1  be requested for all shortlisted applicants, including internal applicants;  

9.1.2  include the applicant's current or most recent employer and where an applicant is not currently working with 

children, will include the applicant's most recent employer when working with children;  

9.1.3  ask the current employer for details of any capability history in the previous two years, and the reasons for this;  

9.1.4  be directly from the referee, who will be a senior person with appropriate authority and confirmed as accurate in 

respect of any disciplinary investigations;  

 9.1.5  not be accepted if they are 'to whom it may concern' letters;  

9.1.6  request information on the applicant’s suitability to work with children and young people from the last employer 

where the applicant worked with children (if not currently working with children);  

9.1.7  be verified with the person who provided the reference and, where the reference is provided electronically, verify 

that it is from a legitimate source;  

 9.1.8  be clarified with the referee where the information is vague or insufficient;  

 9.1.9  establish the reason for the candidate leaving their current or most recent post;  

9.1.10  be compared with the information set out in the application form and any discrepancies discussed with the 

candidate;  

 9.1.11  be requested and, wherever possible, be received before the interview; and  

9.1.12  be explored further with the referee and with the applicant during the interview if necessary.   

9.2  Where it has not been possible to obtain references before the interview any concerns that are subsequently raised will 

need to be resolved before the appointment is confirmed.  

9.3  In order to comply with the Equality Act 2010, information relating to sickness absence will only be requested after a 

conditional offer of employment has been made.   

9.4  Both references must have been received by the school prior to the candidate commencing work with children.  In 

exceptional circumstances, a telephone reference can enable a person to start work, but this in only a temporary measure and 

the telephone reference must be subsequently confirmed in writing.  9.5 There is a BPET reference request template.  

10    Scrutinising and Shortlisting   
10.1  Applicants will be short-listed against the requirements of the person specification. The same people should carry out 

the short-listing and the interviews and should be at least two people. The outcome of the short-listing process will be 

recorded and retained.  

10.2  The equal opportunities monitoring form must be removed from the application and not provided to the short-listing 

panel.  



 

10.3  BPET may conduct searches, either themselves or through a third party, of the online presence and 

publicly available social media content of shortlisted candidates to identify any comment, that could be a safeguarding 

concern (radicalisation extremist views for example). Shortlisted candidates will be informed that online searches may 

be done as part of due diligence checks when they are invited to interview.  Shortlisted candidates will be asked to 

complete the on-line media search form to provide details of any social media accounts.  

10.4 Management of online searches (either by carrying out the search or instructing a third party to do so), and the collation 

of information will be carried out independently from those managing the shortlisting process. Only information relevant 

to potential safeguarding concerns obtained from the search will be passed to those managing the shortlisting process.   

10.5  The short-listing panel are responsible for scrutinising the application forms and identifying any gaps in employment or 

other areas that may affect an applicant's suitability to work with children and young people. A satisfactory explanation 

for any concerns, including any concerns as a result of online searches must be obtained from the applicant, preferably 

during or before the interview process and certainly prior to the offer of employment.  

11 Self-declaration of Criminal Record, Prohibitions and Disqualification  
11.1  Shortlisted candidates will be asked prior to interview to complete a self-declaration of their criminal record or 

information that would make them unsuitable to work with children. For example:  

 11.1.1  if they have a criminal history;  

 11.1.2  whether they are included on the barred list;  

 11.1.3  if they are known to the police and children’s services;  

 11.1.4  whether they are prohibited from teaching, if undertaking teaching work;  

11.1.5 whether they are prohibited from taking part in the management of a school, if being appointed to a management 

position, including internal appointments;  

11.1.6 have they been disqualified from providing childcare, if they will be working with children in the EYFS or with children 

aged 8 and under in a wraparound provision; and  

 11.1.7  any relevant overseas information.  

11.2  Applicants are asked to sign a declaration confirming the information they have provided is true. Where there is an 

electronic signature the shortlisted candidate should physically sign a hard copy of the application at point of interview.  

11.3  The purpose of a self-declaration is so that candidates will have the opportunity to share relevant information and allow 

this to be discussed and considered at interview, before the DBS certificate is received.  

11.4  Applicants will only be asked to disclose and discuss criminal convictions and/or cautions which are not protected under 

the amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended, 2013 and 2020) that 

may deem them unsuitable.  Applicants will be given the opportunity, prior to interview, to take professional advice (from 

the Ministry of Justice website, NACRO or UNLOCK) on whether or not a conviction needs to be declared.  

12    Interview process  
 12.1  A face-to-face interview must take place for all applicants to all posts.  

12.2  All those involved in interviewing must be properly prepared to undertake the role, which may involve appropriate 

interview training.  At least one person on the interview panel must have passed the appropriate safer recruitment 

training.  

12.3 Interviews should be conducted with a minimum of two interviewers on the panel ideally with an equal gender balance, 

to enable one interviewer to assess the applicant, observe and make notes whilst the applicant talks to the other 

interviewer.  

12.4  The interview will explore issues relating to safeguarding and promoting the welfare of children in terms of:  

12.4.1  What has attracted the candidate to the post and their motivation to work with children and young people;  

12.4.2  exploring skills and asking for examples of experience of working with children which are relevant to the role; and  



 

12.4.3  probing any gaps in employment or where the candidate has changed employment or location 

frequently, asking the reasons for this;  

12.4.4  probing if a criminal record has been declared, any information about past disciplinary action/allegations, or if 

there are gaps in employment etc;  

12.4.5  probing any concerns identified as part of the online and social media checking process;  

12.4.6  Ability to form and maintain appropriate relationships and personal boundaries with children and young people;  

 12.4.7 Emotional resilience in working with young people with challenging behaviours;  

 12.4.8  Attitudes to use of authority and maintaining discipline;  

12.5    The interviews should be used to explore potential areas of concern to determine the applicant’s suitability to work with 

children. Areas that may be concerning and lead to further probing include:  

 12.5.1  implication that adults and children are equal;  

 12.5.2  lack of recognition and/or understanding of the vulnerability of children;  

 12.5.3  inappropriate idealisation of children;  

12.5.4  inadequate understanding of appropriate boundaries between adults and children; and  

 12.5.5  indicators of negative safeguarding behaviours.  

12.6     Once each candidate has been interviewed, interview summary sheets must be completed by the panel.  It is a statutory 

requirement to maintain a permanent record of the recruitment and vetting checks.  This should record which panel 

member attended the safer recruitment training and needs to be retained for 6 years (and retained on the SCR for the 

duration of their employment). At the end of the interview process, these sheets must incorporate the results of any 

additional selection tests/exercises undertaken.  The  

sheets must clearly state the outcome and provide objective, clear reasons as to whether the candidate is suitable for 

appointment or not, directly relating to the job description and person specification.    

  

12.7   These sheets will be used to provide feedback to unsuccessful candidates and used as evidence in the event of any 

discrimination claim made by an unsuccessful candidate.  All recruitment documentation should be kept for 6 months 

and then destroyed except for the panel decision sheets.  All information relating to the successful candidate should be 

kept on their HR/personal file.  

13 Other selection methods  
13.1 In addition to face-to-face interview with an interview panel a variety of other selection methods may be used, such as:  

13.1.1  Observation of teaching practice in BPET or in applicant’s current school or academy 

13.1.2  One or more additional panel interviews (for example, a panel made up of pupils from BPET);  

 13.1.3  A presentation;  

 13.1.4  In-tray exercise; and  

 13.1.5  Psychometric testing.  

13.2  Those responsible for deciding the arrangements for recruitment to a specific post will determine the selection 

method(s).  They will be relevant and appropriate to the role and will be based on the requirements for the particular 

post as set out in the job description and person specification.  

13.3  Candidates will be informed in advance if any selection methods are to be used in addition to a face-to-face interview 

and what these are.  



 

14 Level of language proficiency  
14.1  Under the "fluency duty" (Part 7 of the Immigration Act 2016), public authorities are required to ensure that workers 

in public facing roles are fluent in English (or Welsh in Wales). Public facing roles are those members of teaching and 

support staff who, as a regular and intrinsic part of their role, are required to speak to members of the public (including 

students in schools).   

14.2     BPET will accept a range of evidence of spoken English language ability as follows:  

• competently answering interview questions in English;   

• possessing a relevant qualification for the role attained as part of education in the UK or fully taught in English by a 

recognised institution abroad,  

• passing an English or Welsh spoken language competency test or possessing a relevant spoken English at CEFR Level 

B1 or above, taught in English or by a recognised institution abroad.  

• evidence of proficiency in English’ for those who do not speak English as a first language.  

15 Invitation to Interview  
15.1  This will remind candidates that the interview will include an exploration of their suitability to work with children. The 

invitation will also stress that the successful candidate will need to be checked thoroughly to ensure their identity is 
correct and that an enhanced Criminal Record Check (DBS) will need to be completed. S/he will need to bring:  

15.1.1 Current driving licence/passport or a full birth certificate 

15.1.2 Recent utility bill or financial statement to confirm address (no older than three months) OR Annual Council 

Tax/Water Authority Bill  

15.1.3 Any name change will need the appropriate documentation, for example marriage certificate;  

 

15.1.4 Original documents confirming any educational or professional qualifications; and  

15.1.5 Work permit and related documentation if applicable e.g. Indefinite Leave to Remain.   

16 Conditional Offer of Appointment  
16.1 Pre-Appointment checks: an offer of appointment to the successful candidate will be conditional on:  

16.1.1   Receipt of at least two satisfactory written references (one of which must be their current employer) – should 

include a phone call or face-to-face meeting with the referees of the successful applicant;  

16.1.2     Verification of the candidate’s identity, preferably from current photographic ID and proof of address; It is important 

to ensure that the person is who they claim to be; this includes being aware of the potential for individuals changing 

their name.  Best practice, as expected in KCSIE, is checking the name on their birth certificate, where this is 

available.   

16.1.3    Verification of the applicant’s right to work in the UK (A copy of the employee’s passport and birth certificate needs 

to be taken and retained on file).  

16.1.4  Check previous employment history to ensure information is not contradictory or incomplete   

16.1.5  Ensure the candidate has ticked the box on the application form to declare they are mentally and physically fit for 

the role   

16.1.6  Satisfactory medical check – mental and physical fitness check by occupational health   

16.1.7    An enhanced DBS clearance (see flowchart in appendix A.) Note that remote teaching (for example via Zoom, Teams 

and Google) is still a regulated activity and, therefore, enhanced DBS clearance and other relevant checks remain a 

requirement. 

16.1.8   Satisfactory on-line searches  

16.1.9    Barred list checks – cannot start employment without this- only required if undertaking regulated activity.  This 

is also required if accepting a DBS from another employer/organisation. If the barred list check has not been 

obtained via the DBS certificate prior to work starting, it is available from the DfE via the secure access   



 

16.1.10   Prohibition from teaching check  

16.1.11   Prohibition from management check (SLT only and LAB members)  

16.1.12   Verification of qualifications required for the post or declared by the candidate  

16.1.13   Verification of professional status if applicable.  For teachers, this will include checking that the individual has the 

acquired teaching qualification and has successfully completed any statutory induction, if required, through the 

Teacher Services System;  

16.1.14   For any staff, whether or not they are qualified teachers, who undertake ‘teaching work’, as defined in the Teachers’ 

Disciplinary (England) Regulations (2012), verification that they are not subject to a prohibition order by checking 

the DfE online services website.  In brief, the regulations define ‘teaching work’ as each of the following;  

Preparing lessons  

Delivering lessons  

Assessing the pupils’ progress  

Reporting on the pupils’ progress”     

16.1.15   Satisfactory completion of childcare disqualification self-declaration for all staff/volunteers working with children 

aged 5 and under, including reception classes, but also those working in wraparound care for children up to the 

age of 8, such as breakfast clubs, after school care and holiday clubs. 

16.2 In addition, if an employee has lived or worked outside the UK the following are required:  

16.2.1   For all staff, including teaching positions: criminal records checks for overseas applicants if they have lived overseas 

for a period of more than 3 months in the last 5 years,  

16.2.2   For  positions involving teaching work (as defined in my note for 16.1.14), where the applicant has engaged in 

teaching work outside the UK: obtaining a letter of professional standing from the professional regulating authority 

in the country or countries where the applicant worked.  

16.2.3   If an overseas criminal records check or a letter of professional standing is unobtainable from the relevant country, 

the school undertakes a risk assessment to determine what additional check(s) can be undertaken to compensate 

for the absence of the unavailable check.  The DfE notes that the usual outcome is to obtain and additional 

reference from the country in question.  

16.3    Please note that there is a requirement to carry out an enhanced DBS check for an applicant from abroad even if they 

state that they have never previously been to the UK.  

16.4    An employee should not start until all the above checks are in place.  If you are still waiting for the DBS to come through, 

you can undertake a barred list check and undertake a risk assessment using appendix B.  The employee will need to be 

supervised at the level determined by the risk assessment .  The risk must be reviewed, ideally weekly and never less 

that every two weeks, to verify that arrangements continue to be suitable.  It should be retained in the member of staff’s 

personnel file and a cross-reference entered on the Single Central Record in the notes section. If a response from the DBS 

is outstanding and all other pre-employment checks are satisfactory a person may commence work provided they are 

appropriately supervised and a risk assessment has been completed. The supervision should reflect what is known about 

the person concerned, their experience, the nature of their duties and 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. For all staff without completed DBS 

checks 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 the supervision should be spelt out. The arrangements should be 

reviewed regularly, at least every two weeks until the DBS is received.   

 16.5    

16.6     All checks must be confirmed in writing, retained on the employee’s HR file, where the check generates documentation, 

and recorded in the single central record (SCR). A personnel file must include, in relation to required checks, the following 

documentation:  

16.6.1     Evidence of identity, including, where available, a copy of the birth certificate.  Copies of documents provided to 

confirm address, such as a bank statement or utility bill  



 

16.6.2     A copy of the passport.  (If the member of staff does not possess a passport, a copy of the birth 

certificate.  If the member of staff possesses neither, a suitable document from the list of alternatives provided by 

the Home Office)    

 16.6.3  Copies of evidence of required qualifications  

 16.6.4  Job application form  

16.6.5     At least two references (and also notes on any telephone reference if this option was used prior to receipt of a 

written reference  

16.6.6      Where an appointment was made using a separate barred list check, a copy of the printable confirmation  

 16.6.7  Evidence of right to work in the UK  

16.6.8  Where a member of staff has lived or worked overseas, evidence of an overseas criminal records check or, where 

this is not obtainable, a risk assessment and evidence of the alternative route determined by the risk assessment  

16.6.9  Where a member of staff has engaged in teaching work overseas and will engage in teaching work at the school, a 
letter of professional standing or, where this is not obtainable, a risk assessment and evidence of the alternative 
route determined by the risk assessment  

16.6.10 If the member of staff is engaged in teaching work, evidence of a UK prohibition from teaching check. (Note that, 

for a qualified teacher, a printable confirmation is generated, but if the check is done on a member of staff who is 

not a qualified teacher, this evidence is not available  

16.6.11  Where relevant, copies of the annual self-declaration of not being disqualified from working in childcare  

16.6.12  Where relevant, evidence of the completion of a prohibition from management check  

16.6.13    Self-declaration of medical fitness 

16.6.14 If a member of staff was allowed to start prior to the receipt of the DBS certificate, a copy of the completed DBS 

risk assessment which determined secure arrangements to facilitate this.  

16.7  It is not permissible to retain copies of DBS certificates for any longer than is necessary, and never longer than 6 months.  

DBS certificates must be securely destroyed, or returned to the member of staff before the end of this permissible retention 

period, and not held on file.    

17 Disclosure and Barring Service (DBS) checks – new employees and volunteers  
17.1  BPET will carry out a risk assessment to determine if a DBS check is required for each volunteer in accordance with Annex 

E of Keeping Children Safe in Education.  If a volunteer is assessed as requiring a DBS check, the following DBS checks will 

be undertaken for new appointments, before the employee or volunteer starts work:  

Who?  Definition  Type of Check  

Employees 

who will be 

engaging in 

regulated 

activity  

As an educational institution which is exclusively or 
mainly for the provision of full-time education to 
children, BPET is an establishment specified in the 
relevant legislation. Activity carried out in this 
establishment will therefore be regulated activity 
relating to children if it meets the definition in the 
relevant legislation, including that it is carried out:  

Frequently by the same person (for example once a 
week or more); or   

On more than three days in any period of 30 days.   

Note – 1. personal care of a child because of age, 

illness or disability including physical help with 

eating, toileting, washing, bathing or dressing is  

An enhanced DBS check 

with children’s barred list 

check will be obtained  

 



 

 always regulated activity, regardless of how 
frequently it is carried out. 2. An overnight stay in 
the same accommodation as children (for example 
a residential school trip) is always regulated activity, 
regardless of how frequently it is carried out.  

Regulated activity means a person who will be:  

Responsible, on a regular basis in a school or 
college, for teaching, training, instructing, caring for 
or supervising children: or  

Carrying out paid or unsupervised unpaid work, 
regularly in a school or college where that work 
provides an opportunity for contact with children: 
or  

Engaging in intimate or personal care or overnight 
activity, even if this happens only once and 
regardless of whether they are supervised or not.  

Regulated activity in relation to children can be split 
into two main categories, these include activities 
and places of work.  Those working in specified 
activities will be classed as engaging in regulated 
activity. Put simply, this is anyone who is 
teaching/training/instructing/coaching/caring for 
or supervising children.  Anyone who is carrying out 
such a role would most likely be eligible for an 
enhanced DBS check, with a children’s barred list 
check.  Applicants would also be classed as working 
in regulated activity if they were working in a school 
or nursery.   

Permanently working in a school would mean an 
applicant was engaging in regulated activity, e.g. 
those working as teachers, Early Years staff. or 
caretakers.  

For those who work in these schools sporadically, 

such as contractors or photographers, their 

eligibility for a check would be determined by the 

frequency of their work. To be eligible for a DBS 

check they would need to work in any one of these 

specified places more than three times in a 30-day 

period.    

 

Unsupervised 

volunteers  

As above  

  

An enhanced DBS check 

with children’s barred list 

check will be obtained.  

 

17.2  In exceptional circumstances a new employee or unsupervised volunteer may be able to start before the enhanced DBS 

check has been received, but not before the children's barred list check has been completed. The school  must ensure 

that appropriate supervision is in place until the DBS check has been received and that a risk assessment is undertaken, 

using the form at Appendix B and regularly reviewed. See also 16.4, above.  

17.3  DBS certificates will only be issued to the applicant. All applicants must produce the disclosure before commencing work 

with children and when requested to do so. The disclosure will be scrutinised to ensure it is authentic and of the correct 

type, to verify whether it contains and information on disclosures and to detect any fraud. The DBS disclosure number 

and date of the check must be recorded in the Single Central Record (SCR). We are not required to take a copy of your 

DBS certificate, however we may choose to do so for decision making purposes. Any copy will be held for no longer than 

necessary, and up to a period of six months and be processed in line with Data Protection Legislation. Any existing 

employee who does not produce their DBS disclosure will be managed through the disciplinary procedure  



 

17.4  Any applicant who refuses to produce their DBS disclosure will not be able to start work at BPET and 

the conditional offer will be withdrawn as satisfactory checks are not in place. Any volunteer who refuses to produce 

their disclosure will not be able to volunteer for BPET.  

17.5  Applicants can have their DBS certificate kept up to date by asking to join the Update Service when they apply for a 

certificate, and take it with them from role to role where the same type and level of check is required. Applicants or 

volunteers should be asked if they have subscribed to this service. The cost of this service is £13 per year (free for 

volunteers). The expectation is that individuals personally fund this if required. Where the applicant or volunteer has 

subscribed, they should provide BPET with the original disclosure document to be verified and BPET will check the online 

update for any changes. If the online check reveals any changes to the certificate, the school needs to proceed to a new 

DBS check.  

17.6  Applicants will only be asked to declare convictions and cautions that are not protected under the amendments to the 

Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended 2013 and 2020).  

17.7  Information relating to an individual's criminal record will only be shared with the relevant people to enable BPET to 
make a decision about their suitability to work with children and young people.   

18 Disclosure and Barring Service (DBS) checks - existing employees and volunteers  
18.1  An enhanced DBS check and a children's barred list check will be carried out for all existing staff and unsupervised 

volunteers (subject to risk assessment) where their contact with children or young people has increased from that at 

their time of appointment.   

18.2  An enhanced DBS and children's barred list check may be carried out on any employee or unsupervised volunteer (subject 

to risk assessment) where BPET has concerns about an individual's suitability to work with children and young people. 

An enhanced DBS (no barred  

list check) may be carried out on any supervised volunteer (subject to risk assessment) where BPET has concerns about 

their suitability to work with children and young people.  

 18.3    

18.4  All existing employees are required to inform BPET of any change in their criminal record. This includes convictions, 

cautions, arrests and police investigations which are not protected under the amendments to the Rehabilitation of 

Offenders Act 1974 (Exceptions) Order 1975 (as amended 2013 and 2020). BPET may require all employees to sign a 

declaration on an annual basis that there has been no change in their criminal record. Action may be taken as a result of 

any change or any failure to inform BPET of any change.  

19 Childcare Disqualification  
19.1  Under the 2018 Childcare Disqualifications Regulations and Childcare Act 2006, where the Headteacher takes the 

decision that an individual falls outside of the scope of the regulations and does not carry out such checks, a record will 

be made on the individual’s personnel file and N/A will be entered on the SCR in the relevant column.  This will include 

an evaluation of any risks and control measures put in place and any advice sought. See appendix D.  

20 Guidance on Handling a DBS Check with Caution/Conviction/Adverse Information  
20.1  On the BPET application form candidates are informed that the Rehabilitation of Offenders Act does not apply and that 

all convictions, cautions, bind-overs or pending prosecution must be declared, unless the DBS filtering rules apply (See 

below for more information on Filtering Rules). The interview will have explored issues arising from any declaration made 

at the time of applying for the role.  

20.2  If a candidate who has declared that there will be a caution, conviction or adverse information on his/her DBS certificate 

is successful at interview, as a final checking process the Headteacher should complete a risk assessment pro forma. Once 

the DBS disclosure is received by the school and it is established that the convictions/cautions are accurate in relation to 

the applicant and reflect what the applicant declared during the application process, the Headteacher should confirm 

with them the circumstances surrounding the convictions/cautions and when they took place.  The fact that someone 

has a conviction or a caution would not necessarily prevent him or her from taking up or continuing in employment 

although serious consideration should be given to the information that has been received before a decision is made. In 

reaching that decision, the Headteacher should consider the nature of the conviction/caution, when they took place and 

whether there is a possibility of further incidents taking place together with the possible implications, if any, for BPET 

employing this person. Factors to consider include:  



 

20.2.1  The seriousness of the offence, caution or bind-over and the circumstances around it;  

20.2.2  Whether the individual’s circumstances have changed since the offence was committed, making re-offending less 

likely;  

 20.2.3  The degree of intent on behalf of the offender;  

 20.2.4  The damage caused;  

 20.2.5  Whether drugs or alcohol were involved;  

 20.2.6  The sentence received;  

 20.2.7  Repeat offences i.e. was the offence a one-off or part of a history of offending;  

 20.2.8  The length of time since the offence took place;  

 20.2.9  The age of the person at the time of the offence;  

20.2.10 The nature of the job i.e. does the nature of the job present any opportunities for the post holder to re-offend in 

the course of their work;  

20.2.11 The degree of risk that the offence suggests that the individual represents;  

20.2.12 The severity of the impact of it were it to happen again;  

20.2.13 The extent of job supervision i.e. does the job involve one-to-one contact with children and what level of supervision 

will the post holder receive;  

20.2.14 What measures can be put in place to minimise risk;  

20.3  Guidance is available when making a decision and there is a risk assessment pro-forma for completion by the 

Headteacher before the individual is employed.  

21 DBS Filtering - What Police National Computer (PNC) records will be disclosed automatically on a DBS Standard or 

Enhanced certificate?  

21.1 The rules regarding the automatic disclosure of cautions and convictions on a DBS certificate are set out in legislation, 

which was updated in November 2020  

21.2 Standard and Enhanced DBS certificates must always include the following records no matter when they were received:  

21.2.1 All convictions for specified offences  

21.2.2 Adult cautions for specified offences  

21.2.3 All convictions that resulted in a custodial sentence  

21.3 Other records must be included depending on when the caution or conviction was received:  

21.3.1 Any adult caution for a non-specified offence received within the last 6 years  

21.3.2 Any adult conviction for a non-specified offence received within the last 11 years  

21.3.3 Any youth conviction for a non-specified offence received within the last 5 and a half years  

21.4 An ‘adult’ is any individual aged 18 or above at the time of the caution or conviction. A ‘youth’ is any individual aged 

under 18 at the time of the caution or conviction.  

21.5 A ‘specified offence’ is one which is on the list of specified offences agreed by Parliament which will always be disclosed 

on a Standard or Enhanced DBS certificate where it resulted in a conviction or an adult caution. Youth cautions for 

specified offences will not be automatically disclosed.  

21.6 Any cautions (including reprimands and warnings) and convictions not covered by the rules above are ‘protected’ and 

will not appear on a DBS certificate automatically.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/474742/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_15.pdfhttps:/www.gov.uk/government/publications/handling-of-dbs-certificate-information/handling-of-dbs-certificate-information
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/474742/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_15.pdfhttps:/www.gov.uk/government/publications/handling-of-dbs-certificate-information/handling-of-dbs-certificate-information
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check


 

21.7 Cautions, reprimands and warnings received when an individual was under 18 will not appear on a 

Standard or Enhanced certificate automatically.  

21.8 Please note that Enhanced certificates may include information relating to a protected caution or conviction if the police 

consider that it is relevant to the workforce that the individual intends to work in. Decisions to include information in this 

way are subject to statutory guidance.  

21.9 During the recruitment process schools must not ask candidates about offences which are protected or do not otherwise 

appear on the DBS certificate. If a candidate volunteers such information during the recruitment process, schools should 

not take this into account in their decision making.  

22 Local Advisory Board  

All Local Advisers will be required to have an enhanced Criminal Record check (enhanced DBS).  

23  Supply Staff  
23.1  Where supply staff are employed directly by BPET we will complete all relevant checks as described in the recruitment 

section of this policy.   

23.2  Where staff are provided by an agency, using the letters provided at Appendix C, we will obtain written confirmation from 

the agency that the checks required by this policy and BPET’s Child Protection & Safeguarding Policy have been followed.  

An identity check will still need to be carried out by the school either prior to the person starting at the school or on the 

first day.  Supply Staff will need to be included on the School’s Single Central Record (SCR) even if they only work for one 

day at the school.  This is a requirement under KCSIE. The school must record on the SCR the date on which the employer 

provided confirmation of the required checks.  This date must be prior to the commencement of working with children.  

23.3  For agency supply staff the school must record both the date on which the DBS certificate was seen and also the date of 

the certificate.   

  

21.0 Volunteers  
23.4  Volunteers are also seen by children as safe and trustworthy adults.  The same kind of process should apply when a 

school is recruiting volunteers.  Under no circumstances should a volunteer who has had no checks made be left 

unsupervised or allowed to work in regulated activity.  

  

23.5  For example, if a parent volunteer is one of a group helping out on a one-off occasion such as a day trip, a fete, a sports 

day or a school disco where they will be supervised, there is no need for a formal recruitment and selection process or 

for a Criminal Record check.    

  

23.6  On the other hand, if the volunteer is going to have an on-going role that involves regular contact with children, or means 

that the person will be on the premises when children are present regularly or frequently, a similar recruitment process 

should be adopted as would be used to recruit a paid member of staff as this will be regulated activity.  The process might 

be presented differently or adapted to be more informal, but the principal safeguards and features of the recruitment 

and selection process should be the same.    

  

 23.7  In those cases, the process should include:  

 23.7.1  Information about the organisation’s commitment to safeguarding children  

 23.7.2  Completion of a volunteer application form  

 23.7.3  Obtaining references  

 23.7.4  A face-to-face interview  

23.7.5 Pre-employment checks including a criminal record check, references and a satisfactory childcare disqualification 

self-declaration.  

23.8  The school may obtain an enhanced DBS certificate (not including barred list information), for volunteers who are not 

engaging in regulated activity but have the opportunity to come into contact with children on a regular basis, e.g. 

https://www.gov.uk/government/publications/quality-assurance-framework-version-nine-qaf-v9
https://www.gov.uk/government/publications/quality-assurance-framework-version-nine-qaf-v9
https://www.gov.uk/government/publications/quality-assurance-framework-version-nine-qaf-v9


 

supervised volunteers.   Employers are not legally permitted to request barred list information on a 

volunteer who, because they are supervised, is not in regulated activity.  See Section 16 for more information.  

23.9  The Headteacher must undertake a risk assessment and use their professional judgement and experience when deciding 

what vetting checks are required in relation to a volunteer’s role, including whether to seek an enhanced DBS check for 

any volunteer not engaging in regulated activity. In doing so they should consider:    

 23.9.1  the nature of the work with children;   

23.9.2  what the establishment knows about the volunteer, including formal or informal information offered by staff, 

parents and other volunteers;    

23.9.3  whether the volunteer has other employment or undertakes voluntary activities where referees can advise on 

suitability; and   

 23.9.4  whether the role is eligible for an enhanced DBS check.   

  

22.0 Contractors  
23.10  In relation to building contractors, children should not be allowed in areas where builders are working, for health and 

safety reasons, so these workers should have no contact with children. However, schools should ensure that 

arrangements are in place with contractors, via the contract where possible, to make sure that any of the contractors’ 

staff that come into contact with children undergo appropriate checks.  Identity checks should be carried out on the first 

day on site.  

23.11  Contractors engaging in regulated activity will require an enhanced DBS certificate (including barred list information). 

For all other contractors who are not engaging in regulated activity, but whose work provides them with an opportunity 

for regular contact with children, an enhanced DBS check (not including barred list information) will be required.   In 

considering whether the contact is regular, it is whether the contractor works on a single site or across a number of sites.  

See sections 16 and 17.    

23.12  Under no circumstances should a contractor in respect of whom no checks have been obtained be allowed to work 

unsupervised, or engage in regulated activity. The Headteacher is responsible for determining the appropriate level of 

supervision depending on the circumstances.    

23.13  If a contractor working the school is self-employed, the school should treat the contractor as an employee and use the 

self-employed contractor pack.  Schools should always check the identity of contractors and their staff on arrival at the 

school or college. This includes contractor arrangements through the BPET Central Team, where their checks are available 

on the BPET tab of the SCR and these must be copied across to the school SCR.  

24 Agency and third-party staff   
24.1  The school must obtain, using the template letters at Appendix C, written notification from any agency, or third party 

organisation they use that the organisation has carried out the checks (in respect of the enhanced DBS certificate, written 

notification that confirms the certificate has been obtained by either the employment business or another such business), 

on an individual who will be working at the school that the school would otherwise perform.  Where the position requires 

a barred list check, this must be obtained by the agency or third-party prior to appointing that individual. Where the 

agency/organisation has obtained an enhanced DBS check prior to the person commencing work which includes a 

positive disclosure (or otherwise where the agency was provided with information) the headteacher must obtain a copy 

of the certificate from the agency/employer. The head, not the employer, has the final responsibility for determining 

whether it is appropriate for someone with a positive disclosure to work in the school and must follow the steps provided 

in Section 20 to decide this.  

24.2  The school must also check that the person presenting themselves for work is the same person on whom the checks have 

been made.    

24.3  Upon the engagement of an agency worker, the agency must be supplied with a copy of the BPET’s Dealing with 

Allegations of Abuse against Staff Procedure unless they have previously been provided with the most recent version of 

this procedure. 

25 Checking the identity and suitability of Visitors  
25.1 BPET Child Protection & Safeguarding Policy (S34.1) states it is a critical part of safeguarding that the school is able to 

verify the identity of any visitors to the school.  Schools do not have the power to request DBS checks and barred list 



 

checks, or ask to see DBS certificates, for visitors (for example children’s relatives or other visitors 

attending a sports day). Headteachers should use their professional judgment about the need to escort or supervise 

visitors. All visitors should be asked to provide photo identification when visiting the school.  A copy should be made of 

the documentation and retained.  Visitors should be informed of the identity of the designated safeguarding lead, either 

by having this printed on the back of a visitor pass, by pointing out a poster displaying the necessary information or by 

being given a summary safeguarding leaflet.  The visitor should also be informed of any emergency procedures such as 

fire assembly points and first aid provision.  This information can be printed on the visitor pass.   

25.2  If a visitor is remaining on site and is unable to provide a DBS, they should be issued with red lanyard which will alert all 

staff and volunteers that this visitor must be accompanied at all times. They must not be left unsupervised where they 

may have access to children. If the visitor does have a valid DBS, they should be issued with a blue lanyard which indicates 

to staff and volunteers that this visitor does have a satisfactory DBS.    

25.3 All staff need to be aware of this requirement and inform anyone that makes an appointment to visit the school of the 

need to bring ID.    

26  Records  
26.1  Records of all checks will be kept with dates of the check and the name of the individual who made the check on the 

Single Central Register.  Any copies of DBS provided by employees should only be kept for as long as is needed and never 

longer than 6 months as these documents are used for the recruitment decision only.  All documents used for pre-

employment checks should be filed on the individual’s HR/personal file (see Section 16.5, above).  Photocopied 

documents should be certified as a true copy and signed and dated.   

26.2  BPET provides a “Safer Recruitment Guidelines and Checklist” document to support the process of safer recruitment in 

schools, As set out in this policy.  

27 Post Appointment Induction  
27.1  Safer Recruitment doesn’t end once an employee starts.  It is a statutory requirement under KCSIE that all staff who are 

working with children read part 1 and Annex B of the statutory guidance. Staff who do not work directly with children 

can be asked to read Annex A as an alternative.  BPET will run an induction programme for all new staff and volunteers 

in all our schools. This will include:  

27.1.1  Policies and procedures in relation to safeguarding and promoting welfare, child protection, mental health, 

behaviour, anti-bullying, anti-racism, physical intervention and restraint, equal opportunities and internet  

27.1.2  Safety and any local child protection/safeguarding procedures including awareness of signs of abuse and neglect 

and dealing with low-level concerns.  

27.1.3  Staff Code of Conduct: safe practice and the standards of conduct and behaviour expected of staff and children.  

27.1.4  How and with whom any concerns should be raised including details of the designated safeguarding lead and 

deputies and their roles. 

27.1.5  Details of the school’s provision for online safety and the acceptable use of ICT, including and understanding of the 

expectations, applicable roles and  

responsibilities in relation to filtering and monitoring  

27.1.6  Other relevant personnel procedures e.g. disciplinary, capability and whistleblowing 

27.1.7  Training in child protection procedures and safer recruitment will be given, including in the Prevent Duty 

27.1.8  Health and Safety, first aid and fire safety procedures, including evacuation procedures  

27.1.9  The safeguarding response to children who go missing from or are absent from education.  

27.2 The purpose is to:  

 27.2.1  provide training and information about the school’s policies and procedures;  

27.2.2  support individuals in a way that is appropriate for the role for which they have been engaged;  



 

 27.2.3  confirm the conduct expected of staff within the school;  

27.2.4  provide opportunities for a new member of staff or volunteer to discuss any issues or concerns about their role or 

responsibilities; and  

27.2.5  to enable the person’s line manager or mentor to recognise any concerns or issues about the person’s ability or 

suitability at the outset and address them immediately.  

27.3  In addition, all staff will receive regular safeguarding and child protection updates for example through emails, staff 

meetings and INSET days.   

27.4  Contractors will also be required to receive safeguarding training, either through BPET or other agencies and proof of 

attendance is required.   

28 Maintaining a Safer Culture  
 28.1  BPET will:  

28.1.1  Maintain a clear written statement of the standards of behaviour and boundaries of appropriate behaviour 

expected of staff and children and ensure it is understood and endorsed by all  

 28.1.2  Ensure appropriate induction and Safer Recruitment training  

28.1.3  Ensure all staff receive safeguarding and child protection (including online safety) updates, for example, via email 

and staff meetings, as required, and at least annually, to provide them with relevant skills and knowledge to 

safeguard children effectively  

28.1.4  Offer regular briefings and discussion of relevant issues 

29 Monitoring Staff Turnover  
29.1 BPET will monitor both the recruitment process and induction arrangements by monitoring the following:  

 29.1.1  Staff turnover and reasons for leaving  

 29.1.2  Exit interviews  

 29.1.3  Attendance of new recruits at child protection training  

30 Breaches of the policy  
30.1 Any instances of this policy not being adhered to will be taken very seriously and appropriate disciplinary action will be 

taken.  

30.2 Any complaint in relation to this policy, including its application will be managed through the BPET's complaints policy (for  

parents) or grievance policy (for existing employees).  

31 Record keeping and data protection  

All written records of interviews, application forms and reasons for appointment or nonappointment will be kept by BPET in 

line with our Job Applicant Privacy Notice, our Staff Privacy Notice (for appointed candidates), Information and Records 

Retention Policy and in line with the requirements of Data Protection Legislation.   

32 Approval by Bellevue Place Education Trust Board  
32.1 This policy has been formally approved and adopted by the BPET Board.  The Trust will review this policy annually.  

33 Monitoring and Evaluation  
33.1 The Headteacher and BPET will review this policy statement annually and update it in consultation with key staff, in line with 

current best practice as s/he considers necessary.  

    

Appendix A – Taken from Keeping Children Safe in Education  



 

 

 

Appendix B - BPET DBS Risk Assessment Checklist   

This document enables the school to consider the three requirements related to considering whether a member of staff can start 

work prior to the DBS certificate having been seen by the school.  The risk assessment should be completed to calculate whether to 

allow a new member of staff to start work before a new DBS certificate has been and the level of supervision which is required in 

such circumstances.  

Name of Person ............................................................................................................  

Role ...............................................................................................................................  

Interview Date ...............................................................................................................  

Proposed Start Date ......................................................................................................  

DBS Check application date ..........................................................................................  

  



 

[The person must not start without a DBS application having been submitted]  

Is the person in ‘Regulated’ Activity? Yes   No   

  

1.  Starting work prior to DBS Certificate being seen  

Reason for proposing starting before seeing a new DBS Check  

¨  Continuity of the school’s provision to pupils  

¨  Other (please state) ............................................................................................  

Known Information  

All the following checks, as required for the post and must have been satisfactorily completed (tick or mark as N/A as appropriate)  

 Identity check (photographic) [Essential]  

 Verification of current address [Essential]  

 Barred list check (if legally appropriate) [Essential]  

 Prohibition checks (for those doing teaching work; including Prohibition from Management, if applicable) [Essential]  

 Overseas checks (where relevant) if an applicant has lived or worked overseas for more than three months in the last five 

years an overseas police check is required.   

 For teaching positions, a letter of professional standing from the professional regulating authority in the country where the 

applicant worked.  

 Right to Work in the UK [Essential]    

 Confirmation of qualifications [Essential]  

 Two references [Essential]  

 Declaration of Medical Fitness (application form)  

 Declaration that the candidate is not disqualified from working in childcare (where relevant)  

 Employment History  

Any other information (please state) ...................................................................  

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

Previous DBS Certificate  

If the person has a previous DBS, on what date was it issued? ...................................  

When was the person’s last day at work in their previous school or college? ...............  

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

 

If the person has a DBS certificate from the previous school or college and the proposed start date and the last day of employment 

at the previous school or college are less than three months apart, then a new Enhanced DBS check is not required in law, although 

it is expected as best practice.  Therefore, providing there is sufficient other information, the person could be assessed to be of low 

risk.  

 

Please complete the Bellevue template for a Risk Assessment of a new starter prior to the return of the DBS certificate, attach it to 
this document and keep the documents as evidence in the new person’s personnel file.  

Summary of factors leading to decision  

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

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

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

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

  

Decision (tick to indicate selected option)  

 

¨ High Risk – Example: Person should not be allowed to start without a new Enhanced DBS, as there has been a break in service of 

more than three months (or they do not have an Enhanced DBS certificate) and/or there is insufficient information about the person 



 

in the ‘Known Information’ list above.  A candidate whose work involves mainly one-to-one tuition may also be 

considered as high risk  

¨ Medium Risk – option (a) ¨  Medium Risk – option (b)  

Example: Person may start work and although there is sufficient other information listed above, because there is a gap in service 

of three months or more (or they do not have an Enhanced DBS certificate), the person must be (a) supervised at all times and 

should not undertake 1:1 work, personal care activities or residential visits. The unchecked person must always be ‘within sight 

and hearing’ of a supervising person with an Enhanced DBS check; or (b) mostly supervised and should not undertake 1:1 work, 

personal care activities or residential visits. The unchecked person must mostly be ‘within sight and hearing’ of a supervising person 

with an Enhanced DBS check, but may from time to time, for example teach a group of children in an adjacent room or break-out 

space.  

¨ Low Risk – Example: Person may start work, without additional supervision, already holding an Enhanced DBS check and there is 

no break in service of three months or more and all other checks have been satisfactorily completed.  

  

2. Supervision Agreement and Authorisation 

 Signatures:  

  

Supervising Person  

  

  

  

Date  

  

  

Person under 

Supervision  

    

Date  

  

  

Headteacher  

    

Date  

  

  

3. Review of the Supervision Arrangement  

  

It is a requirement that these arrangements are reviewed by the head with a frequency of not less than every 2 weeks (weekly is 
recommended).  This table should be completed to annotate each review  
  

Date of 

review  

Notes on Review meeting  Head’s  

initials  

      

      

      

    

Appendix C – Letter to External Suppliers  

School Headed paper  

Dear xxx  

I am writing to you as part of our safeguarding procedures to seek confirmation that you have carried out the necessary 
safeguarding checks on any of your employees who will be visiting/working in our schools.   The safeguarding checks are a 
requirement under the legislation "Keeping Children Safe in Education" and we, as the client, have a legal obligation to ensure that 
certain safeguarding checks are carried out by contractors on their employees working or visiting our schools.   

In order to comply with safer recruitment requirements, we are required to receive confirmation from all businesses whose 

employees work at School or with pupils from the school, that they were appointed in accordance with correct safer recruitment 

procedures.  I should be grateful, therefore, if you would complete the letter below, sign it and return it to me for our records.  

We are required to ensure that no adults who work with our children are disqualified from working with children under the terms 

of the Childcare (Disqualification) Regulations 2009.  I should be grateful if you could also confirm this by returning the letter below.   

I also need to receive your confirmation that you will inform me of any declared offences arising from CRB/DBS checks on your 

employees who may be due to work at the school.  The Headteacher will then need to decide whether it is appropriate for them to 

work with us.  The letter below also covers this requirement.  



 

BPET is committed to providing a safe and dignified work environment for all employees, regardless of gender, 
race, ethnicity, sexual orientation, disability, religion, or any other aspect of their identity.  All employees are responsible for 
conducting themselves in a professional and inclusive manner, and disciplinary action will be taken in situations where an 
employee’s behaviour violates this expectation.   We would therefore expect any contractors to follow our Equality, Diversity and 
Inclusion Policy (Copy enclosed).  I would be grateful if you could please provide details of any relevant training that staff working 
in our school have attended.  
  

Many thanks in anticipation of your help.  

  

Yours sincerely   

  

  

xxx  

Headteacher  

    

Name of business/ Business address / Date  

Dear XXX  

Following the request in your letter of “date”, I am writing to confirm that all employees of XXX who work at School, or with children 

who attend the school, were appointed in accordance with safer recruitment procedures, namely that the required checks were 

successfully undertaken in respect of identity, employment history, references, qualifications, overseas check (where required), 

prohibition from teaching check (if undertaking teaching work and appointed on or since 1st April 2012), prohibition from 

management check (if applicable) and right to work in the UK.  They have completed a declaration of medical fitness and DBS (or 

CRB) clearance, including a children’s barred list check, has been received at enhanced level.  For any staff who have worked overseas 

an overseas police check has been obtained if they have worked for a period of three months or more in the last five years. For any 

staff who have undertaken teaching work overseas, a letter of professional standing will be required from the professional regulating 

authority in the country where the applicant worked.  

I also confirm that, in accordance with the Childcare (Disqualification) Regulations 2009, none of our employees to whom these 

regulations apply, who work at School are disqualified from working with children under the terms of the regulations.   

The following is a list of employees who work or are likely to work with children at School, together with their DBS or CRB number:  

Name  DBS Number  

Date of check 

and name of 

person seen 

by  

Right to work  

in UK  
Date  
Seen by  

Two References  

Date  

Seen by  

employment 

history checked 

by  

            

  

I understand that should I need to ask a different employee to work at School, who has not worked at the school before, I will use 
only an employee for whom the above checks have also been completed and also that I will notify the school in advance of any 
change.  I will advise the employee that he/she will need to provide evidence of identity (including photographic identification and 
evidence of home address) on first arrival at the school.  

I also understand that I must inform the Headteacher at School should any CRB or DBS check on an employee who is due to work at 

the school result in a criminal offence being declared.  The Headteacher will then decide whether it is appropriate for that person 

to work at the school.  

I can also confirm that the above listed staff have attended Diversity, Equality and Inclusion training.  I have provided the staff with 

a copy of BPET’s policy.  

Yours sincerely  

  

  

For and on behalf of xxx   

  



 

Appendix D: Disqualification from Childcare information for new employees  

This information is to make you aware of your obligations relating to disqualification under the Childcare Act 2006 which came into 

force in schools and academies in late 2014.  

Your role within our school has been identified as one which the disqualification declaration applies to.  

So, what does this mean in practice?  

We need to make you aware that there are certain things that may mean that you are automatically disqualified from providing 
childcare (affecting your role within this school) by you having committed a disqualifiable offence or a disqualifying event. These 
broadly fall into the four below categories:  

1 That you have a caution/conviction for certain violent/sexual offences  

2 Grounds relating to the care of children  

3 That you have had registration refused/cancelled in relation to childcare  

4 That you have committed an offence overseas which would constitute an offence regarding disqualification under the 2009 

Regulations if it had been done in any part of the United Kingdom.   

Ofsted have provided a list of disqualifiable offences/events in tables A & B of the below guidance  

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act2006/disqualification-under-the-childcare-

act-2006  

You need to read through this and report to the Head without delay if there is anything to declare under the disqualification 
guidance. It is only the offences/events on this list that we require you to declare. If you are unsure of a specific offence/event is 
applicable after reading the Ofsted lists, then please let us know so that we can advise you appropriately.  

You should also be aware that from this point forward if your circumstances change relating to the disqualification guidance, you 

are obligated to inform the headteacher of this without delay.  

You will be required to sign the BPET self-declaration form below to confirm that you are clear relating to your obligations 
regarding disclosure pertaining to Disqualification under the Child Care Act 2016, so please do make sure that you ask any 
questions that you are unclear on. If you wish to do this, please speak with the Head in person.   

If you require additional information or help with any aspect of this, then please let the Head know so that we can take advice from 

our HR provider on your behalf.   

  

Appendix E: Disqualification from Childcare Self-Declaration  

Childcare (Disqualification) Regulations 2009  

Self-Declaration Form – revised September 2018  

For adults who work in, or are involved in the management of, (i) EYFS or (ii) out of hours care for children up to the age 

of 8.  

The school is required by the above regulations to ensure that no adults work at the school, or with children who attend 

the school, who are disqualified from working with children under the terms of the above act.  From July 2018, an 

exemption means that the school is no longer required to obtain a declaration that relevant staff are disqualified by 

association.  The exemption relieves non-domestic settings from the requirement to obtain a declaration on this point.  

For further information, please refer to statutory guidance on the legislation, available here; 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqua l_stat-

guidance_Feb_15__3_.pdf.  Tables A and B in this document provide details of the relevant offences and orders.    

Please complete this self-declaration to confirm that you are not disqualified under the conditions noted above.  You do 

not need to provide details about any protected cautions or protected convictions.  

Name ___________________________________   Date: ______________________  

Position: _________________________________________________   

1. I confirm that I am not disqualified from working with children under the terms of the Childcare (Disqualification) 

Regulations 2009.  

Signed ___________________________________  

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_stat-guidance_Feb_15__3_.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_stat-guidance_Feb_15__3_.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_stat-guidance_Feb_15__3_.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_stat-guidance_Feb_15__3_.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_stat-guidance_Feb_15__3_.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_stat-guidance_Feb_15__3_.pdf


 

2. I understand that, should my circumstances change, in a manner which is relevant under this 

legislation, during my employment/voluntary work at the school, I must immediately inform the headteacher.  

       Signed ___________________________________  

If you are unable to confirm the statements above, please add details below.    

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________  

 

 

 

 


