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Introduction

Alder Bridge School wishes to foster a safe recruitment culture and to employ staff that are caring and will
uphold the ethos, aims and curriculum of the School. To support this, we emphasise the importance of
safeguarding the children in our care and this policy should be read in conjunction with the School
‘Safeguarding and Child Protection Policy’; which takes into account the ‘Keeping Children Safe in
Education’ guidelines (KCSIE hereafter) and Prevent Duty guidance, which are issued by the Department of
Education (DfE). Our statutory safeguarding responsibilities inform our practices throughout the recruitment
and selection process.

Aims, Purpose and Scope

This policy applies to all Alder Bridge School personnel (whether full or part-time staff, volunteers or
contractors) and is incorporated in all aspects of the recruitment procedure. It is designed to facilitate good
recruitment, selection and appointing practice towards the safeguarding of children in the school.

This policy covers the recruitment and selection process from the planning and advertising of vacancies
through to appointment and Induction. It is intended as a guide for all staff involved in the recruitment and
selection process and follows best practice guidance from the Chartered Institute of Personnel and
Development (CIPD) and KCSIE. We aim to conduct all recruitment and selection of staff in a professional,
timely and responsive manner.

The school will uphold its obligations under law and our Equality and Diversity Policy to not discriminate
against applicants for employment on the grounds of age, disability, gender, gender re-assignment, marriage
or civil partnership, pregnancy or maternity, race, religion or belief and sexual orientation.

If a member of staff involved in the recruitment process has a close personal or familial relationship with an
applicant then they are required to declare this as soon as they are aware of the individual’s application.

All posts within the school are exempt from the Rehabilitation of Offenders Act 1974 and therefore all
applicants will be required to declare (unfiltered) spent and unspent convictions, cautions and bind-overs, and
have Enhanced Disclosure and Barring Service (hereafter DBS) clearance.

The school is committed to ensuring people who have been convicted are treated fairly and given every
opportunity to establish their suitability for positions. Having a criminal record will not necessarily be a bar to
obtaining a position.

The school will:

1. Ensure that appropriate staff who undertake recruitment have received Safer Recruitment in Education
training.

2. Ensure that every appointment panel includes at least one member who has received Safer
Recruitment training.

3. Implement robust recruitment procedures and checks for appointing staff and volunteers , to ensure1

that reasonable steps are taken not to appoint a person who is unsuitable, disqualified, or does not
have the suitable skills and experience for working with children.

4. Keep and maintain a Single Central Register (SCR) of recruitment and vetting checks in line with DfE
requirements.

1 For the purpose of this policy the term ‘volunteer’ refers to any volunteer engaged in regulated activity.
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5. Ensure that the terms of any contract with a contractor or agency requires them to adopt and
implement measures described in this procedure.

6. Require staff who are convicted or cautioned for any offence during their employment with the school to
notify Personnel in writing of the offence and the penalty.

7. Ensure if, at any stage of the recruitment process, an applicant has either a specific need or disability,
then reasonable adjustments must be considered to ensure the applicant is not disadvantaged during
the recruitment process.

The following pre-employment checks will be undertaken:

● Receipt of at least two satisfactory references, these being from the former or most recent employer
(and at least 2 having access to HR records).

● Verification of the candidate’s identity in line with the requirements of The Immigration, Asylum and
Nationality Act 2006.

● Satisfactory DBS clearance (Enhanced DBS check with Children’s Barred List).
● Overseas check where prospective employees have lived outside the UK in the last 5 years.
● Verification of the candidate’s medical fitness once role offered on a conditional basis.
● Verification of qualifications required to undertake role (as stated on the Person Specification of Job

Description.
● Verification that the teacher is not subject to a prohibition order (all available via the DfE Employer

Access online check service) as required by law for teachers.
● Satisfactory check of the ‘Teachers sanctioned in other EEA member states’ list to determine any

restrictions/sanctions that have been imposed in other EEA member states.
● Where managerial, verification prospective employee/trustee isn’t subject to Section 128.

Recruitment will be solely on the basis of the applicant’s abilities and individual merit against the criteria for the
job.  Qualifications, knowledge, experience and skills will be assessed at the level that is relevant to the job.

Roles and  Responsibilities

Personnel in liaison with the School Leader, Education Manager and Trustees of the school:

1. Ensure that effective policies and procedures are in place for recruitment of all staff and volunteers; and
in accordance with DfE guidance and legal requirements.

2. Monitor the school’s compliance with the policies and procedures.
3. Ensure the school operates safer recruitment procedures and makes sure all appropriate checks are

carried out on all staff and volunteers who work at the school.
4. To monitor contractors’ and agencies’ compliance with this document.
5. To promote the welfare of children and young people at every stage of the procedure.

It is the responsibility of all potential and existing workers, including volunteers to comply with this document.

It is the responsibility of all contractors and agencies to comply with safe recruitment pre-employment checks.

The Board of Trustees have delegated to the School Leader and Education Manager the responsibility to lead
and manage all recruitment (in liaison with Personnel, who coordinates the process) and make final decisions
on appointments.  However, the Trustees will be consulted and involved in the process as appropriate.

A record of staff trained in Safer Recruitment is kept by both the Designated Safeguarding Lead and
Personnel.
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Safer Recruitment Procedure

The recruitment and selection process is owned by the Personnel Mandate Group, who will co-ordinate and
assist all other groups and functions to ensure vacancies are filled in a timely, legal and impartial manner.

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.  In order to do this, we must ensure the following:

1. Any person involved in recruiting to our school must read the “Keeping Children Safe in Education”
(2016) guidance produced by the DfE and our Safeguarding and Child Protection Policy (and sign a
statement to confirm they have read and understood the policy). These can be obtained from the
Office.  They must also have completed child protection training or on commencement with the school.

2. The recruitment of all applicants and volunteers to our School 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.

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

4. All pre-employment checks must be carried out and have been determined as satisfactory before an
applicant can start their employment in the School.

5. Any person who becomes aware that this policy is not being followed during recruitment must inform
the Designated Safeguarding Lead or Safeguarding Trustee immediately.

The following sections outline the Recruitment and Selection process and can be used in conjunction with the
Recruitment and Selection Checklist .2

Review of the Vacancy.

1. When a vacancy arises, the school will take the opportunity to re-visit the job requirements.
2. This will involve a review of the job description and person specification where it is a like for like

replacement role. This review will be undertaken by Personnel, the College of Teachers and
appropriate teaching staff.

3. Authorisation for new posts within the organisation is dependent upon funding and budgetary
requirements. Where such recruitment has not been accounted for, authorisation will be sought with the
Board of Trustees.

4. Where authorisation has been given for a new role, a job description and person specification would be
written and agreed by the School Leader and Education Manager.

5. The ideal start date is identified and the recruitment timetable is planned out as far as is practicably
possible, working backwards from this date. It is extremely important to set aside sufficient time for
work needed at each stage so that safeguards are not skipped or overlooked (also ensuring DBS
check timeline is factored in).

6. A recruitment/interview panel will also be decided with at least one member of the panel having
received Safer Recruitment training and be part of the Personnel Group for good practice purposes).

The time and effort spent in this stage of the process should help minimise the risk of making an unsuitable
appointment and deterring those who may present a risk to children and young people.

2 RECRUITMENT & SELECTION CHECKLIST - Please refer to Form 1 in Appendices

4



PER0003 Reviewed: March 2021
Review Group: Personnel

Job Descriptions

All roles have a job description and person specification, which must contain the following:

● An accurate and up to date definition of the main features of the role, together with core duties and job
responsibilities (and including contract type,hours to be worked and person reporting to).

● A description of the range of skills, experience, knowledge, attributes and qualifications required;
● A statement making reference to our commitment to safeguarding and promoting the welfare of

children.
● All job descriptions and person specifications will always strictly be relevant to the job.

Advertising

To ensure equality of opportunity, the school will advertise all vacant posts to encourage as wide a field of
appropriate candidates as possible; and use a variety of media: online on various sites, via email distribution
lists and in local or national publications as appropriate for each vacancy.
All advertisements will indicate that a DBS check will be undertaken, or refer to an advert on the school’s
website; which states this and includes the following statement:

“We are committed to safeguarding and promoting the welfare of children and young people and expect all
staff and volunteers to share this commitment. All post-holders are subject to a satisfactory enhanced DBS
(formerly Criminal Records Bureau) disclosure. All staff have to undertake Child Protection Training.”

All adverts indicate that a DBS check will be undertaken, or refer to an advert on the School’s web site which
states this and includes our commitment statement regarding the safeguarding of children.

The Staff Vacancies section of Alder Bridge School also provides this statement and a link to our Safeguarding
and Child Protection Policy.

Moreover, our Policy on the Recruitment of Ex-Offenders is included in the recruitment documentation
provided with each vacancy.

Within each job vacancy advertisement on our website, the following will be provided:

- A Recruitment pack which provides details about the advertisement; application process; selection,
shortlisting and appointment process; safer recruitment (including needing DBS check, need for
references and medical questionnaire if shortlisted for interview); generic terms and conditions of role;
Equality and Diversity Statement. and Policy statement on the Recruitment of Ex-Offenders.

- A link to an up to date job description/person specification will be provided.

Applications

The school uses a standard application form for teaching posts and support staff (a more tailored application3

form is provided by personnel for Trustees and volunteers relating more to qualifications and appropriate skills
rather than full employment history). CVs will not be accepted.

The standard application form includes the following:

3 APPLICATION FORM - Please refer to Form 2 in Appendices
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● A section for personal details, qualifications/training (including request of whether any First Aid and/or
Child Protection Training has been undertaken), experience and employment history.

● Supporting statement in relation to the job description/person specification and interests/reasons for
applying.

● A section for self-declaration of convictions or relevant information, consent for DBS check and a
statement to say failure to disclose will result in termination of the post.

● A request for contact details of at least 2 referees - ideally 3 (1 of which must be from current or
previous employers and also have access to HR records and also one from their training provider if
able to provide). Referees cannot be made by a relative or person writing solely in the capacity as a
friend. Open references / testimonials are also not suitable.

As part of our commitment to safeguarding, Alder Bridge School requires candidates to account for any gaps
or discrepancies in education and employment history on their application form. The applicant will not be
shortlisted without having accounted for any gaps and it may be discussed at interview.

Applicants are made aware that providing false information is an offence and could result in the
application being rejected or summary dismissal if the applicant has been selected, and possible referral to the
police and other professional regulatory bodies.

Upon receipt, all applications are acknowledged by email.

All applications are checked to ensure that they are fully and properly completed, that the information is
consistent, does not contain any discrepancies and to ensure that any gaps in employment are identified.
Incomplete applications should not be accepted and should be returned for completion. Any anomalies,
discrepancies or unexplained gaps in employment history should be highlighted so they can be taken up as
part of the consideration of whether to shortlist the applicant. As well as obtaining reasons for gaps in
employment, reasons for any repeated changes of employment without clear career or salary progression, or a
mid-career move from a permanent post to supply/temporary work should also be explored and verified.

All candidates should be assessed equally against the criteria contained in the person specification without
exception or variation.

References

References for all short-listed candidates (including internal candidates) will be requested by email
immediately after short-listing has taken place and before the interview process. All shortlisted candidates will
be emailed for their consent to contact references.
Where indicating they do not wish their current employer to be contacted, references will be taken up
immediately after the interview and prior to any offer of employment being made.

References must be in writing and specific to the job for which the candidate has applied - open
references or testimonials are not acceptable (e.g. A ‘To whom it may concern’ letter); with all references to be
written on the Alder Bridge School ‘Reference Request Proforma’.4

The school will not accept references from relatives or people writing solely in the capacity as a friend.
Only references from a trusted authoritative source will be acceptable.

Reference requests will specifically ask:

4 REFERENCE REQUEST FORM - Please refer to Form 3 in Appendices
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● About the referee’s relationship with the candidate.
● Whether the referee is completely satisfied that the candidate is suitable to work with children and, if

not, for specific details of the concerns and the reasons why the referee believes that the person might
be unsuitable.

Referees will also be asked to confirm details of:

● The applicant’s current post, and salary (if applicable).
● Performance history and conduct including details on any situation where any formal action has been

taken using capability procedures (including time-expired).
● Any disciplinary procedures in which the sanction is current.
● Any disciplinary procedures involving issues related to the safety and welfare of children, including any

in which the sanction has expired and the outcome of those.
● Details of any allegations or concerns that have been raised that relate to the safety and welfare of

children or behaviour towards children and the outcome of these concerns.

The school uses a standard Reference Request Proforma to ensure the details outlined above are included.
References will be compared to the application form to ensure that the information provided is consistent.
Any discrepancies will be explored further with the referee and with the applicant at interview if necessary.

Any information about past disciplinary action or allegations will be considered in the circumstances of the
individual case. Cases in which an issue was satisfactorily resolved some time ago, or an allegation was
determined to be unfounded or did not require formal disciplinary sanctions, and which no further issues have
been raised, are not likely to cause concern. More serious or recent concerns or issues are more likely to
cause concern. A history of repeated concerns or allegations over time is also likely to give cause for concern.

In order to comply with the Equality Act 2010, information relating to sickness absence would only be
requested after a conditional offer of employment has been made.

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

Self-declaration of convictions by Job Applicants

The school’s policy requires applicants for all posts to declare all non-filtered criminal convictions whether
“spent” or “unspent” and include any cautions and pending prosecution.
Such declarations will be made on an appropriate form and should be submitted in a sealed envelope, marked
‘strictly private and confidential’ to Personnel prior to the interview.
The disclosure of convictions, cautions or pending cases will not necessarily prevent employment but will be
considered in the same way as positive DBS disclosures.

The “Disclosure of Convictions form” envelope will ONLY be opened in the event that the applicant is being
considered for appointment to the position applied for and is retained in compliance with the General Data
Protection Regulation 2018. The information provided will not be discussed at the interview itself and a
separate arrangement will be made with Personnel if clarification is required to discuss any issues around the
disclosure before a final decision is reached. All envelopes containing Conviction Disclosure Forms completed
by unsuccessful applicants will be destroyed, unopened, once the recruitment process has been completed.
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Shortlisting

Applicants will be short-listed against the requirements of the person specification on the Job description;
using the Alder Bridge School Shortlisting Matrix . One Matrix is used per person shortlisting (and they are5

also provided with a set of instructions (see form 5 in Appendices).

The same people should carry out the short-listing and the interviews.

The outcome of the short-listing process will be recorded and retained (the Equal Opportunities monitoring
form must be removed from the application and not provided to the short-listing panel due to
confidentiality).

The short-listing panel (in addition to Personnel) are responsible for scrutinizing the application form 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 must be obtained from the applicant
during the interview process

Interviews

The selection process will always include the following:

• Face to face professional interview including a question related to safeguarding children
• Observed activity with children, where this is appropriate to the post.

Candidates will be informed in advance (within their recruitment pack and in invitation to interview letter) if any
selection methods are to be used in addition to a face to face interview and what these are.

All those involved in interviewing must be properly trained and at least one person on the interview panel must
have completed Safer recruitment training.

The purpose of the interview is to assess the merits of each applicant against the job description and person
specification; in order to establish their suitability for the post and to work with children and young people.

Interviews should be conducted with a minimum of 2 interviewers on the panel to enable one interviewer to
assess the applicant, observe and make notes whilst the applicant talks to the other interviewer.

Before the interview commences the interview panel should have:

● prepared appropriate questions for the role;
● prepared appropriate safeguarding questions to test the applicant’s suitability to work with children and

young people;
● identified any areas for further probing, e.g. if a criminal record has been declared or if there are gaps

in employment etc;
● agreed assessment criteria which reflects the person specification; and
● decided a structure to the interview and established which member of the panel will ask which

questions.

A set of common questions relating to the requirements of the post will be asked of each applicant. Their
response will determine whether that is followed up through further questioning.

5 SHORTLISTING MATRIX - Please refer to Form 4 in Appendices
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Any gaps in employment history or declaration of a criminal record or caution must be explored further during
the interview process.

Pre-employment checks

An offer of appointment to the successful applicant will be made in writing to the successful candidate and will
remain conditional upon the following:

1. Receipt of at least two satisfactory written references (one of which must be their current or most
recent employer);

2. Verification of the applicant’s identity, preferably from current photographic ID and proof of address.

3. Verification of the applicant’s medical fitness (via completion of the Pre-Employment Medical
Questionnaire ).6

4. Verification of qualifications where relevant.

5. Verification of professional status where applicable. For teachers, this will include checking that the
individual has the required teaching qualification (either Steiner Waldorf Teacher Training, PGCE or
BEd) and has successfully completed any statutory induction or has QTS, if required, through the
Teacher Services System. If there is any concern regarding the authenticity of certificate/s, seek
clarification of qualification via the appropriate Awarding Body.

6. Satisfactory enhanced DBS check (see DBS checks section).

7. For management positions (including Trustees if they are involved in management), verification that
they are not subject to a Section 128 direction by checking the Teacher Services System.

8. For teachers and other employees who hold QTS who are working in non-teaching roles, verification
that they are not subject to a Prohibition Order by checking the Teacher Services System..

9. A clear children’s Barred list check (except supervised volunteers).

10. Production of proof to work in the United Kingdom.

6 MEDICAL QUESTIONNAIRE - Please refer to Form 5 in Appendices
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11. Any further checks where the applicant has lived or worked outside of the UK including receipt of
criminal record information from overseas.

12. A probationary period of one year for teaching staff and 6 months for Support staff.

All checks must be confirmed in writing, retained on the personnel file and recorded in the Single Central
Register (SCR).

Disclosure and Barring Service (DBS) checks – new employees and volunteers

Alder Bridge School will carry out DBS checks as follows 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, Alder Bridge
School  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:

(a) Frequently (for example once a week or
more); or

(b) On more than three days in any period of
30 days.

Note – personal care of a child because of age,
illness or disability including physical help with
eating, toileting, washing, bathing or dressing is
always regulated activity regardless of how
frequently it is carried out.

An enhanced DBS check with
children’s barred list check will
always be obtained.

Unsupervised
volunteers

As above An enhanced DBS check with
children’s barred list check will
always be obtained.

Supervised
volunteers

Where an individual is a volunteer (e.g.
carrying out activity that is unpaid) they will not
be engaging in regulated activity if:

They are being supervised by someone that is
in regulated activity; and

The supervision is regular and day to day (e.g.
it is ongoing); and

We are unable by law to obtain a
barred list check on a supervised
volunteer.  We will however obtain
an enhanced DBS check (without
barred list check) for supervised
volunteers.
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The supervision is reasonable in all the
circumstances to ensure the protection of
children (this may take into account for
example, the age, number and vulnerability of
children the individual is working with and
whether other individuals are helping to look
after them)

In exceptional circumstances a new employee or unsupervised volunteer may be able to start before the
enhanced DBS check has been received, but Alder Bridge School must ensure that appropriate supervision is
in place at all times until the DBS check has been received.

DBS certificates will only be issued to the applicant. All applicants must produce the disclosure when
requested to do so. The disclosure will be scrutinised to ensure it is authentic and to detect any fraud. The
DBS disclosure number and date of the check must be recorded on the Single Central Record (SCR).

Any applicant who refuses to produce their DBS disclosure will not be able to start work at Alder Bridge 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 in the school.

Applicants (free for volunteers) can have their DBS certificate kept up to date and take it with them from role to
role where the same type and level of check is required using the DBS Update Service. Applicants or
volunteers should be asked if they have subscribed to this service. The cost of this service is £13 per year. The
school will pay on their behalf. Where the applicant or volunteer has subscribed they should provide the
School with the original disclosure document to be verified and Alder Bridge School will check the online
update for any changes.

Information relating to an individual’s criminal record will only be shared with the relevant people to enable the
School to make a decision about their suitability to work with children and young people. It will be held for no
longer than is necessary and will be processed in line with the General Data Protection Regulation 2018.

Disclosure and Barring Service (DBS) checks - existing employees and volunteers

An enhanced DBS check and a children’s barred list check will be carried out for all existing staff and
unsupervised volunteers and updated every 3 years.

DBS certificates will only be issued to the applicant. Alder Bridge School expects all applicants to produce the
disclosure when received in order for the certificate details to be added to the Single central Register. Any
existing employee who does not produce their DBS disclosure will be managed through the disciplinary
procedure.

All existing employees are required to inform Alder Bridge School of any change in their criminal record. This
includes convictions, cautions, arrests and police investigations.

Volunteers and Regulated Activity

Alder Bridge School welcomes the active involvement of parents, volunteers and members of the local
community in school life. Parents and carers frequently help at school and on trips and outings on an
occasional basis to support the curriculum, closely supervised by a member of staff.

11



PER0003 Reviewed: March 2021
Review Group: Personnel

These helpers are not considered to be engaged in regulated activity and are not subject to the Safer
Recruitment Procedures (see DBS Checks section for further information relating to regulated activity)..
Guidelines for parents helping in school (including our Safeguarding Procedure, general guidelines for
Behaviour & Communication and our key Health & Safety Procedures) are provided in the Parent Handbook.

The school uses the following steps when deciding whether a new volunteer will be supervised to such a level
that they are not in regulated activity:

• Consider whether the worker is doing work that, if unsupervised, would be regulated activity. If the worker is
not, the remaining steps are unnecessary;

• Consider whether the worker will be supervised by a person in regulated activity, and whether the supervision
will be regular and day to day

• Consider whether the supervision will be reasonable in all circumstances to ensure the protection of children

All volunteers engaged in regulated activity are subject to the Safer Recruitment Procedures set out above.
All volunteers in regulated activity receive an induction (including Safeguarding and Health & Safety Policies
and procedures and Staff Code of Practice) and ongoing supervision with the School Leader or Education
Manager and Designated Safeguarding Lead.

Positive Disclosure and Barring Check

The term “positive disclosure” refers to a disclosure containing information relating to convictions, cautions,
reprimands and so on, plus “soft information” relating to non-convictions but which the police deem as relevant
and need to be considered.  These may be spent or unspent.

The assessment of the positive disclosure will be in accordance with the Positive Disclosure checklist ; which7

is used as a risk assessment of whether the offence(s) listed is/are sufficiently serious to cause concern.

This checklist will assess the following:

● The likely impact that the positive disclosure could have on the individual’s ability to carry out the job role.
● The seriousness and nature of the offence(s).
● The nature of the appointment.
● Is the individual listed on the Barred List?
● Is the conviction or caution relevant to the position?
● The length of time since the offence(s) occurred
● The number and pattern of offences.
● The applicant’s age at the time.
● Any explanation of the circumstances of the offence(s) that may already have been given.
● Concealment of the offence(s) at the application stage/non-disclosure of offences that occurred during

employment.
● Does the role allow the possibility of re-offending?
● What supervision will the individual have? Does the role involve responsibility for finance or management

of other resources?
● Any other matters to consider
The decision taken, based on the disclosure information received, will be recorded on the checklist.

7 FORM 6 - POSITIVE DISCLOSURE CHECKLIST
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Where appointment or continued employment of an individual with positive disclosures proceeds, the record of
decision will be retained permanently on the individual’s personnel file and the DBS disclosure information will
be retained securely for 6 months from the decision being made, in accordance with DBS Policy.

Where a satisfactory check has not been obtained and where the offence or offences are of a serious nature,
regardless of when it occurred, the applicant will not be permitted to work or volunteer in the School.

If an applicant wishes to dispute any information contained in a disclosure, they may do so by contacting the
DBS. In cases where the applicant would otherwise be offered a position were it not for the disputed
information, the School may, where practicable and at its discretion, defer a final decision about the
appointment until the applicant has had a reasonable opportunity to challenge the disclosure information.

Disqualification under the Childcare Act 2006

Disqualification by Association now only applies in domestic settings, not schools.

Disqualification under the Childcare Act still applies to staff themselves who work in a childcare capacity,
whether paid, volunteer or are on a work placement.

Relevant staff are those working in child care, or in a management role because they are: working with
reception age children at any time; or working with children older than reception until age eight, outside school
hours.

Keeping Children Safe in Education (DfE, 2018) paragraph 116 also refers to disqualification: “For staff who
work in childcare provision or who are directly concerned with the management of such provision, the school
needs to ensure that appropriate checks are carried out to ensure that individuals are not disqualified under
the Childcare (Disqualification) Regulations 2009”.

An Enhanced DBS certificate will confirm this for staff and all staff are reminded about the expectation to
inform the school where their relationships and associations, both within and outside the workplace (including
online), may have implications for the safeguarding of children in the school. Where any such change occurs,
the school must be informed and a self-declaration will be kept securely with personnel.

Proof of identity and right to work in the UK

In accordance with the Asylum and Immigration Act 1996, employers have a duty to check whether job
applicants are entitled to live and work in the UK. When applicants are invited to interview they should be
asked to bring  with them evidence of their right to work in the UK.

Alder Bridge School must ask to see documented evidence of identity and British or European Economic Area
(EEA) citizenship, e.g. a British birth certificate, British passport or EEA passport together with National
Insurance Number. Other documentation (e.g. working visa or Permanent Residence card) must be verified
and checked to ensure valid and not fraudulent. EU born applicants must now have been living in the UK prior
to December 2020 and also provide proof of settled status (before June 2021).

Where an individual has a limited right to work in the UK, their visa details must be held on their personnel file
and on the SCR and checked to ensure they have not expired.
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It is a criminal offence to employ a person who does not have permission to work within the UK. The
employer (or other persons) making the appointment could be liable for prosecution. The UK Border
Agency also requires that employers check, copy and keep the evidence that they have been verified.
This should be held securely on the personnel file/SCR.

The UK Border Agency provides information on appropriate documentation:
https://www.gov.uk/check-job-applicant-right-to-work

Similar information is also required to undertake a DBS check on the preferred candidate.

Verification of Qualifications and / or Professional Status

The school will verify that candidates have actually obtained any qualifications legally required or deemed
essential for the job (as per requirements on the person specification form) and claimed in their application by
asking to see the relevant certificate, or a letter of confirmation from the awarding body / institution.
Proof of identity and other documentation will be verified by Personnel and a record kept on their file and on
the Alder Bridge School database.

Employment Offer

It may be possible to negotiate a provisional (and conditional) start date with the successful candidate.
However, with the exception of the DBS disclosure (unless the DBS Online Update Registration service is
available), the checks detailed above must all be completed BEFORE a person’s appointment is confirmed.

In the case of DBS disclosures, the certificate will be obtained/verified before or as soon as practicable after
the appointment is made. Where an individual starts work before the DBS certificate is available, the school
ensures that the individual is appropriately supervised at all times and that all other checks, including a
separate barred list check (using the Teacher Update Service), have been completed.

Once all pre-employment checks have been satisfactorily completed / received, an offer of employment will be
formally made and the contract of employment issued. The contract will be issued as soon as possible but in
all circumstances within 8 weeks of employment commencing.

Induction and Probationary period

All staff newly appointed by Alder Bridge school are required to undertake a tailored Induction programme
based on their specific role.

The Staff Induction policy (which is currently being reviewed at March 2021)  is designed to:

● Provide a flexible but systematic framework in which roles and responsibilities are clearly defined.
● Familiarise staff with the values and aims of Alder Bridge School.
● Integrate new staff into the team as quickly and smoothly as possible.

Prior to commencement at the school, new staff will be referred to our Safeguarding & Child Protection
Policies and Procedures and statement signed to confirm they have read and understood. They will also be
required to read all other School policies and sign a declaration form once read.
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For new staff who have not completed current child protection training in previous employment (within one
year prior), or at all, must undertake child protection training on commencement with the school and read Part
One of the Keeping Children Safe In Education document (KCSIE).

All new staff are subject to the school’s probationary period (one year for Teachers and 6 months for Support
staff).

The school has a specific safeguarding related Whistle Blowing Policy and will follow the West Berkshire
Safeguarding Children Board Allegations Against Staff Procedures.

Record Retention / Data Protection

The school will retain shortlisting and interview notes on all applicants for a 6 month period, after which time
the notes will be destroyed (ie: shredded). The 6 month retention period will allow the school to deal with any
data access requests, recruitment complaints or to respond to any complaints made to the Employment
tribunal.

Under the General Data Protection Regulation 2018, applicants have a right to request access to notes written
about them during the recruitment process. Applicants who wish to access their interview notes must make a
request in writing to Personnel within 6 months of the interview date.

Personnel File records

The school will retain the following information, which will make up part of the personnel file and held in
compliance with the School’s Record Management Policy (there are additional employee specific forms which
will also be held on file)  for the successful candidate prior to commencing with Alder Bridge School :

● Application form.
● Shortlisting scores, interview scores, interview notes and any associated documentation (e.g. test

score).
● Job Description / Person Specification.
● References.
● Proof of identification to confirm right to work in the UK (E.g. Copy of Passport of Permanent

Residence Card where).
● Proof of academic/vocational  qualifications commensurate to the role.
● Evidence of medical fitness (Pre-Employment Medical Questionnaire).
● Evidence of the DBS clearance (ie: the notification form or certificate reference number, NOT the actual

DBS form or certificate - added to the Single Central register.
● DBS Consent Form.
● Certificate of Good Conduct (where applicable to DBS checks).
● Positive Disclosure Review sheet (maintained if applicable/agreed).
● Should a member of staff drive as part of a work role (e.g. using a mini bus), a copy of driving license is

required).

Single Central Register

In line with DfE requirements, the school will keep and maintain a single central record of recruitment and
vetting checks. The Single Central Register (SCR) list will record all staff who are employed at the school,
volunteers and  trustees who also work as volunteers.
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The central record will indicate whether or not the following have been completed:

● Identity checks
● Qualification checks for any qualifications legally required for the job
● Checks of right to work in the United Kingdom
● DBS Enhanced Disclosure and Children’s Barred List check (the latter if legally appropriate)
● Further overseas records where appropriate.

It shall also indicate who undertook the check and the date on which the check was completed or
the relevant certificate obtained.

Further Information

Statutory Legislation:

DfE Keeping Children Safe in Education, September 2016:
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/447595/KCSIE_Jul
y_2015.pdf

Disclosure & Barring Service (DBS) website:
https://www.gov.uk/disclosure-barring-service-check/overview

Disqualification under the Childcare Act 2006 February 2015
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/528473/Disqualification_under_t
he_childcare_act_June2016.pdf

Safeguarding of Vulnerable Groups Act 2006
http://www.legislation.gov.uk/ukpga/2006/47/pdfs/ukpga_20060047_en.pdf

Recruitment of Ex Offenders - based on the DBS Code of Practice published under section 122 of the Police
Act 1997
https://www.gov.uk/government/publications/dbs-sample-policy-on-the-recruitment-of-ex-offenders

Associated Alder Bridge School Policies:

● Child Protection and Safeguarding Policy
● Recruitment of Ex-Offenders
● Disclosure and Barring Service (DBS)

Monitoring and reviewing this policy

The School Leader (in association with Personnel) will monitor the implementation of and compliance with this
policy and procedures. This will include periodic audits of files and records by the Designated Safeguarding
Lead and/or Safeguarding Trustee as part of the school’s wider Safeguarding Audit (as specified in the
Safeguarding Policy).

The School Leader and Education Manager with Trustees will ensure that action is taken to remedy without
delay any identified discrepancies and weaknesses.
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This policy will be reviewed and updated annually by Personnel in association with the Designated
Safeguarding Lead and Safeguarding/Personnel Trustee

Approved By: Trustees

Next Review Date: March 2021
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APPENDICES

FORM 1:  RECRUITMENT CHECKLIST TABLE

Item Description Responsibility Completed
(tick)

1. Use the Recruitment Checklist table to ensure all
processes are completed and no stage missed.

Personnel

2. Identify vacant position/s. School Leader and/or Education
Manager in association with Trustees

3. Notify appropriate Manager, Personnel and Finance
Groups of the vacant position.

Manager of the vacant role or
Management Structure Group to
which the vacant role belongs

4. Propose a Recruiting Group of at least 2 people.
One member of the group must have completed
Safer Recruitment in Education Training. One
member of the group must be a member of the
Personnel Group. The remaining member/s of the
group will normally consist of either the School
Leader or Education Manager within which the
vacant role belongs and possibly a member of staff
with specialised knowledge in relation to the vacant
role.

Personnel and either the School
Leader or Education Manager to
which the vacant role belongs.

5. Approve proposed constitution of Recruiting Group
or ask for revised proposal and approve.

School Leader of Education Manager

6. Agree on a proposed start date for the vacant role. Recruiting Group with agreement
from Trustees

7. Recruiting Group to obtain sign off from Finance
Group that funds are available for the position.

Recruiting Group

8. Draft job description in standard format – including;

● Statement of organisations commitment to
Safeguarding Children and expectation that all
staff have same commitment;

● Core responsibilities and duties, including any
specific job requirements which may affect
applicants;

● Reporting line;
● Hours/days to be worked;
● Person Specification listing separately Essential

and Desirable qualifications / experience and
skills / qualities;

● Salary range;
● Anything else commensurate to the role.

Recruiting Group

9. Job Description and specific requirements to be
reviewed and finalised by Personnel Group and
either the School Leader or Education Manager.

Recruiting Group
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10. Decision made on range of advertising media to be
used.

Recruiting Group and Personnel

11. Wording of adverts reviewed and approved. Recruiting Group and Personnel
12. Adverts to be placed in an agreed list of

appropriate media.
Personnel

13. Agree format and dates of interviews and selection
criteria.

Recruiting Group and Personnel

14. Administer following:
● Respond to vacancy queries and consult with

Recruiting Group where appropriate.
● Respond to application queries / requests.
● Send application recruitment packs to potential

candidates (or link to website vacancy); to
include:
● Application form.
● Job description and person specification.
● Recruitment pack, including Employment of

Ex Offenders Policy, DBS information
relating to DBS and barred list check and
prohibition, Equal opportunities statement,
Interviewing Procedure, Terms and
conditions of the recruitment process, and
requirements for references and evidence
of qualifications and identity.

Personnel

15. Review application forms (CV’s not acceptable for
consistency purposes).

All applications must be checked to ensure the
following:
● They are fully and properly completed and the

information is consistent.
● Does not contain any discrepancies and to

ensure that any gaps in employment are
identified.

● Incomplete applications should not be
accepted and should be returned for
completion.

● Any anomalies, discrepancies or unexplained
gaps in employment history should be
highlighted so they can be taken up as part of
the consideration of whether to shortlist the
applicant.

● Obtain reasons for gaps in employment,
reasons for any repeated changes of
employment without clear career or salary
progression, or a mid-career move from a
permanent post to supply/temporary work
should also be explored and verified.

Personnel
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16. Decide on applicants for interview, based on set
criteria taken from the Person Specification using a
tailored Shortlisting Matrix and application form.

Recruiting Group and Personnel

17. Send “Unsuccessful” letter to candidates not
selected for interview (based on outcome of
Shortlisting Matrix scoring).

Personnel

18. Request References from named referees (after
receiving consent from candidate) and relevant
employers and inform the Recruiting Group when
the references are received back.

Personnel

19. Arrange interview schedule with Recruiting Group. Recruiting Group and Personnel
20. Invite selected candidates for an interview

(requesting they bring in original documents for
identification and enhanced DBS and barring check
plus original certificates of qualifications). Included
in interview pack should be:

● Invitation to interview letter
● Interview agenda
● Original Recruitment pack for reference
● Job description and person specification
● Map

Personnel

21. Check identity and original certificates of
qualifications for all candidates invited for interview
and ensure those required for the role are present
and photocopied.

If there is any concern regarding authenticity,
contact the Awarding Body for clarification.

Personnel

22. Check that selected candidates are not prohibited
from working with children by the Secretary of
State (Prohibition Order)

Personnel

23. Where the role is managerial, check that they are
not subject to a Section 128 direction.

Personnel

24. Verify the candidate has the right to work in the UK. Personnel
25. Conduct assessment process (e.g. trial lesson) and

interviews (including safeguarding interview).
Recruiting Group

26. Decide on selected candidate (s), in consultation
with Personnel, using the Interview Scoring sheet in
association with  interview / assessment notes.

Recruiting Group

27. Contact the successful candidate to offer role and
discuss T&C’s

Personnel (or Recruiting Group
where appropriate)

28. Notify all parties of acceptance / decline of offer. Personnel
29. Complete “offer” and “decline” letters and send out

(adding T&C’s to offer letter).
Personnel

30. Begin enhanced DBS and barred list check. Personnel
31. Where new starter has resided outside the UK in

the last 5 years, apply for a Certificate of Good
Conduct from appropriate foreign Embassy

Personnel
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32. Verify the candidate’s mental and physical fitness to
carry out their work responsibilities by requesting
they complete a Pre-Employment Medical
Questionnaire.

Personnel

33. Produce T&C’s for appointment. Personnel
34. Notify Office for setting up purposes (IT etc) Personnel
35. Notify Trustees and relevant Manager (if not in

Recruiting Group) of choice of candidate
Personnel

36. Send new starter paperwork to successful
candidate to complete

Personnel

37. Once paperwork has been received, add details to
the database and confirm with the office in order to
set them up for IT, payroll etc.

Personnel (in association with Office)

38. Pass interview notes and selection criteria results to
Personnel for records retention purposes.

Recruiting Group

39. Position filled – inform Trustees, School Leader or
Education Manager (whomever not in the recruiting
group) and Finance when the employee starts for
salary purposes and all other groups for
information.

Personnel

40. Organise induction process and set dates for review
(including issuing key school policies for them to
read and Staff Handbook) prior to commencement.

Personnel and Manager of new
starter with Office

41. Issue Child Protection and Safeguarding Policy and
Keeping Children Safe in Education (KPSIE) - Part
One to read.

Personnel

42. Give the new starter appropriate Policy declaration
(office or teaching staff) to sign & return on
completion of reading key policies.

Personnel

43. Inform all staff and the wider school community of
appointment.

Personnel

44. Request bio from new starter to be added to Alder
Bridge Newsletter

Personnel

45. Add new starter details to payroll adjustment form
and inform payroll

Personnel

46. Check Pension threshold and send appropriate
letter and details to new starter with deadline for
decision purposes (or add automatically where auto
enrollment and send appropriate letter)

Personnel

47. Discuss Health Cash Plan option with new starter
and add to Scheme where applicable.

Personnel

48. Arrange for Child Protection training and any other
training commensurate with role (e.g. First Aid
training).

Personnel, Office & DSL

FORM 2: APPLICATION FORM
Thank you for applying to work with us at Alder Bridge School.

It is essential that you complete this Application Form fully as we cannot process your application without it.
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Due to safeguarding, we cannot process any applications without FULL employment/qualification history including both month & year.

If you have not received a Job Description for this position please ask us for one before completing this form.

If you need any assistance with completing the form, please call Personnel on:  0118 9714471

Alternatively, email: recruitment@alderbridge.org.uk

Please use black ink when completing the form.

JOB VACANCY DETAILS

Which vacancy are you applying for?

When would you be able to start working with

us?

Where did you hear/read about the vacancy?

Please give details of any family or close

relationship to any existing Trustee, employee,

or volunteer at Alder Bridge School.

ERSONAL DETAILS

What is your title?

(e.g. Mr, Ms, Miss, Mrs,

Dr, other)

Last Name:

First Name (s):

Any former Names:

Date of Birth (required
for Safeguarding
purposes):

NI Number:

What is your
Nationality?

Do you require a
permit to work in the
UK?

⬜ Yes           ⬜ No

Residential Address: Postcode:

Address for
Correspondence
(if different to above):

Postcode:

Home Telephone No:
(& best time to call?)

Mobile No:
(& best time to call?)

Work No. (Extension if
applicable):

Email address:
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EDUCATION & TRAINING

Please note: If your application is successful you will be asked to bring to interview original certificates of your qualifications

that are necessary or relevant for the post.

1.What was the name of your last Secondary school and the years of study (start/end) prior to higher education (if

applicable)?

2. Did you leave school with any qualifications? If so, please list below the subject, level (GCSE, Baccalaureate etc), grade, the

awarding body, and the date obtained. If not, please go straight to question 3.

3. Did you obtain any qualifications after leaving school (e.g. University, college, professional or vocational)?

If so, please list below the details of where you obtained the qualification, the subject, the level, the grade, the awarding body, and

the date obtained (& commenced). If not, please go straight to question 4.

4. Are you studying for any qualifications at the moment? If so, please full details below (including date commenced)..

If not, please go straight to question 5.

5. Please provide details of any other relevant training (including date commenced/obtained)
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6. Please indicate if you have undertaken any accredited training for Child Protection and/or First Aid training (which is
current) and provide date of certificate.

Child Protection Training ⬜  Yes            ⬜  No

Date of Certificate ⬜  Yes            ⬜  No

First Aid Training ⬜  Yes            ⬜  No

Date of Certificate ⬜  Yes            ⬜  No

CURRENT EMPLOYMENT

7. Who is your current employer?

If you are currently between jobs, please give details of your most recent employer.

Name and
address of
employer:

Telephone No:

Email address:

Present Salary: Other benefits (if
applicable):

Date appointed: Notice required (or
leaving date if
already left):

Reason for
leaving
(if applicable):

8. What kind of organisation is it and, briefly, what does it do? (e.g. school, business, charity)

. What is your job? Please give a brief outline of your main duties.

PREVIOUS EMPLOYMENT

10. Please give details of any previous employment, in chronological order starting with the most recent since leaving

secondary school (including part-time and voluntary posts plus any periods of education or training). If you have any
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periods when you were not in employment, education, or training please give details of what you were doing, where,

and the relevant dates in chronological sequence. If you have just left secondary school please go straight to question 10.

Please ensure there are no gaps in your employment history (if not working at any point, please note down and state reason/s

why). Also ensure month is provided as well as year since we cannot proceed with the application without (due to

safeguarding).  Thank you.

Employer
Name &
Address:

Job Title: From:
Month/Year

To:
Month/Year

Brief outline

of duties:

Reason for leaving:

SUPPORTING STATEMENT

11. Please give details of your skills, abilities, experience and achievements to demonstrate how you meet the criteria in the

person specification, using examples, wherever possible, which demonstrate how you have successfully applied these

attributes in practical situations.

Please note: The shortlisting process will be scored by using the Essential and Desirable criteria within the person

specification of the job description.

12. What particularly appeals to you about the prospect of working in this position with us at Alder Bridge School?

Please write freely (as much or as little as you like). Use a separate piece of paper if you wish.
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REFEREES

We need details of three referees. At least two referees need to be from your current or previous employers and
training provider if qualification is required for the role (& these 2 referees must have access to HR records).

We will contact all of your referees before we meet you if you are shortlisted for an interview (with prior authorisation

from you). Please ensure 3 references are provided for safeguarding purposes.

All appointments will be made subject to satisfactory references.

We do not accept references from relatives or from people writing solely in the capacity of friends.

In addition to taking up the references that you provide, we may approach previous employers to verify particular

experiences or qualifications before interview. Returning this application form to us signed confirms your agreement

for us to approach your referees and previous employers prior to interview for this post.

We will ask your current or most recent employer (paid or voluntary), where you have worked with children, about any

disciplinary offences relating to children, including any that are time-expired and whether you have been subject to any

child protection concerns. We will also ask for the outcomes of any enquiries or disciplinary procedures.

Name
(Referee 1):

Mr/Mrs/Miss/Ms/Other

In what

capacity do

you know

them?

Organisation (if

applicable):

Address: Postcode:

Telephone No:

Email address:

Name
(Referee 2):

Mr/Mrs/Miss/Ms/Other

In what

capacity do

you know

them?

Organisation (if

applicable):

Address: Postcode:

Telephone No:
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Email address:

Name (Referee
3):

Mr/Mrs/Miss/Ms/Other

In what

capacity do

you know

them?

Organisation (if

applicable):

Address: Postcode:

Telephone

No:

Email

address:

PROTECTION OF CHILDREN

The school is required to check the criminal background of all employees. Decisions to appoint will be subject to consideration

of an enhanced disclosure from the Disclosure and barring Service.

You must provide information of ALL convictions, as the post is automatically exempt from the Rehabilitation of Offenders Act

1974 and rules relating to ‘spent’ convictions do not apply.

Failure to declare a pending prosecution, conviction, caution or bind-over may disqualify you from appointment or result in

summary dismissal if the discrepancy comes to light.

Appropriate checks will also be made on your medical fitness and your right to work in the UK.

Are you disqualified from working with children? ⬜ YES ⬜ NO

Are you subject to sanctions imposed by a regulatory body? ⬜  YES     ⬜  NO

Are you subject to a prohibition order by the Secretary of

State?

⬜  YES     ⬜  NO

Do you have any pending prosecutions, convictions, cautions

or bind-overs (including any that are spent if the position

applied for involves substantial access to children)?

⬜  YES     ⬜  NO

If your answer is YES to any of the questions this section please provide details in a sealed envelope marked CONFIDENTIAL.

27



PER0003 Reviewed: March 2021
Review Group: Personnel

If you are asked to attend an interview you will be requested to bring proof of identity and qualifications relevant to the post.

Appropriate documents would be:

Proof of Identity                          AND Proof of Name and Address

Current full driving licence, or Utility bill, or

Passport with a photograph Finance statement showing current name and address

Appropriate change of name

documentation where appropriate

We also require your National Insurance Number card or official documentation
which states number on it (e.g. P45, P60 or pay slip)

DECLARATION

Please read the declaration below and sign and date the form.

I understand that the appointment, if offered, will be subject to the information given on this form being correct, and that

providing false information is an offence which could result in the application being rejected, or summary dismissal if I am

selected, and possible referral to the police.

Signed: Date:

Thank you for taking the time to complete this form.

We will keep in touch with you to let you know how your application is proceeding. In the meantime, if you have any queries please

contact Personnel on: 0118 9714471 or: personnel@alderbridge.org.uk

Please return the form to us using the address below:

Personnel Officer

Alder Bridge Steiner-Waldorf School

Bridge House

Mill lane

Padworth

Reading

RG7 4JU

Or by email: recruitment@alderbridge.org.uk

(Applications received after the closing date will not be considered unless prior agreement made).

PLEASE NOTE: if completing this form electronically you must use the latest version of Adobe

Reader. If you use an earlier version of Reader you will not be able to save the contents of the

form, and you will lose all the text you have entered.

You can also use other PDF readers such as Foxit.
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A free copy of Adobe Reader can be downloaded from: https://get.adobe.com/uk/reader/

EQUAL OPPORTUNITIES

We are an equal opportunities employer. Our aim is to be fair to everybody and to ensure that no job applicant or employee

receives more or less favourable opportunities or treatment on the grounds of, for example age, race, colour, ethnic or

national origin, nationality (subject to nationality rules), sex / gender, transgender, sexual orientation, marriage and civil

partnership, disability, religion or religious affiliation / belief, or pregnancy and maternity.

EQUALITY ACT 2010 - DISABILITY

The definition of disability, as outlined in the Equality Act 2010 is as follows: “A physical or mental impairment which has a
substantial and long term adverse effect on a person’s ability to carry out normal day-to-day activities”.

We guarantee to interview disabled applicants who meet the essential requirements for the post.

Under the definition above, do
you consider yourself to be
disabled?

Yes       ⬜ No       ⬜ Prefer not to say       ⬜

Please list below any reasonable adjustments you may require should you attend an interview and/or to help you apply for
and take part in the selection process for this vacancy.  You may wish, for example, for assistance in accessing the building.
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FORM 3: REFERENCE REQUEST PROFORMA

PRIVATE AND CONFIDENTIAL

About the applicant:

Name (of prospective employee):

Post applied for:

Location: Alder Bridge School

Did the applicant work for your organisation? (please add x) Yes No

If yes, what were the applicant's start and leaving dates and their reason for leaving?

Start date:

Leaving date and
reason:

Current or most recent salary (if known), plus any allowances (please state which):

What was the applicant's job title with your organisation?

What were the applicant's main job duties?

In your view, does the applicant’s overall performance suggest that they are equipped to fulfil the
responsibilities of the post for which they are applying?

(Please see enclosed Job Description and Person Specification.)

Yes/No (delete as appropriate)

If no, please comment:

Is the applicant (or were they at the date of leaving your employment) subject to any informal or formal
disciplinary or capability procedures (including investigations) or sanctions?

Yes/No (delete as appropriate)
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If yes, please provide details:

In the preceding two years, has the applicant been subject to any formal capability procedures?

Yes/No (delete as appropriate)

If yes, please provide details:

(Regulation 8A of the School Staffing (England) Regulations 2009 requires schools to provide this information in relation to teaching posts. For
other posts, referees are asked to provide relevant information as part of their obligation to provide a fair and accurate reference.)

Have any allegations or concerns been raised about the applicant that relate to the safety or welfare of
children or young people or behaviour towards children or young people?

Yes/No (delete as appropriate)

If yes, in accordance with safer recruitment guidance, please include details of the outcomes of those
concerns i.e. whether allegations or concerns were investigated, the conclusion reached and how matters
were resolved.

Is/Was their general attendance (unrelated to health) and punctuality good?  Yes/No (delete as appropriate)

If no, please comment:

Would you re-employ the applicant?  Yes/No (delete as appropriate)
If no, please comment:

In your opinion, is there any reason why the applicant should not be employed to work with children or
be employed in a school environment?  Yes/No (delete as appropriate)

If yes, please comment:
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About you:

What is your job title?

How long did you work with the applicant?

What organisation do you work for?

In what capacity do you know the applicant? E.g. as a colleague / as an employee reporting to you /
other (please specify):

Do you find the applicant to be honest and trustworthy? Yes No

Did you find the applicant to be reliable in carrying out his/her duties? Yes No

Does or did the applicant have any disciplinary warnings with your
organisation? If yes, please comment on the nature of these warnings
below:

Yes No

Please rate (delete as appropriate) and comment, to the best of your knowledge, on the applicant’s
ability, typical performance or any specific activities they have undertaken in the following areas
(continuing on a separate sheet if necessary):

1. Building and maintaining effective working relationships. (If currently or previously employed in a
school environment, please comment on relationships with pupils, parents, colleagues and the wider
school community)

Excellent Good Fair Poor

Comments:

2. Willingness to learn and develop/continuous professional development.

Excellent Good Fair Poor

Comments:

3. Flexibility.  (For example, willingness to undertake varied tasks)

Excellent Good Fair Poor

Comments:
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4. Team working.  (Ability to work co-operatively with colleagues and share responsibility)

Excellent Good Fair Poor

Comments:

5. Ability to prioritise work and meet deadlines

Excellent Good Fair Poor

Comments:

6. Ability to use own initiative appropriately

Excellent Good Fair Poor

Comments:

7. Communication, both written and verbal

Excellent Good Fair Poor

Comments:

8. Contribution to your organisation / general life of the school

Excellent Good Fair Poor

Comments:

9. For teaching appointments only: quality of teaching

(overall, based on lesson observations during current/most recent performance management)
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Outstanding Good Requires improvement Inadequat
e

Comments:

10. For management posts only: people management and leadership skills

Excellent Good Fair Poor

Comments:

11. For management posts only: budget management skills

Excellent Good Fair Poor

Comments:

12. For management posts only: relationships with senior management and/or other relevant agencies
and organisations

Excellent Good Fair Poor

Comments:

14. For all posts: In your opinion, are there any elements of the post that you think the applicant may
have  difficulty with?  Yes / No (delete as appropriate)

If yes, please comment:
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15. For all posts: Overall, how would you grade your recommendation for this applicant for the above
post?

Strongly recommend Recommend with reservations
stated above

Do not recommend

Any Comments:

Name of referee:

Signed:

Date:

Contact
Telephone number:

If you have any queries or comments regarding this reference request, please contact the Personnel Officer at
our school - personnel@alderbridge.org.uk or 0118 971 4471.

THANK YOU
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FORM 4: SHORTLISTING MATRIX

How to use the Short-listing Matrix.

 General principles:
● The short-listing process is confidential and the panel should be at least two members of an Appointment Panel.
● Any member of the Appointment/Short-listing Panel, who knows any candidate other than as Alderbridge staff, must

declare this to the Panel.
● The short-listing matrix should be used to record the process and will form part of the Recruitment and Selection

documents kept by HR for legal reasons.
● Only use the candidate’s application form for short-listing purposes. Any extra documents/ information (including

CV’s attached to the application form) should not be used as part of the short-listing process.
● New criteria cannot be introduced once short-listing process has commenced.
● Reasons for success and rejection of candidates must be written down. The forms must be completed fully, legibly

and appropriately as candidates can request feedback and to see all of the Recruitment & Selection documents.
● Further guidance on the process and principles of short-listing can be obtained from Personnel.

Using the Matrix:
● Each member of the short-listing panel should have their own copy of the matrix.
● The short-listing matrix should be used to record the panel’s considerations of each applicant and show clearly which

applicants meet which criteria and why they were short-listed.
● All completed short-list matrix should be returned to Personnel together with all application forms. These will be kept

on file in HR for 3 months from the interview date in accordance with the Data Protection Act 1998.
● The matrix must clearly show the date when short-listing took place; job title of the vacant post; names and signatures

of those who short-listed.
● No weighting will be attached to any of the skills (no more importance will be given to one essential criteria than

another).
● The ‘essential criteria’ identified in the person specification (and included in the job description and further particulars)

should be used for the first stage of short-listing and be listed on the matrix under Total (out of appropriate number of
criteria).

How to score
0- No demonstration of skill/ experience/ qualification
1- Mentions the skill/ experience/ qualification
2- Mentions and brief example of skill/ experience/ qualification
3- In depth example and detail of skill/ experience/ qualification and relates their example back to the Job

Description.

● You should use the scoring matrix using the essential criteria.
● If a candidate gets a 0 for any of the essential criteria they should not be short-listed. as they do NOT meet the

essential requirements of the post (unless all agree to allow but reasons must be noted).
● Due to Safe Recruitment guidelines, where full employment history and/or other mandatory information is

missing on their application form (after attempts to obtain prior to shortlisting process), the candidate will
score 0 within the Essential Criteria and cannot be considered for interview.

● Candidates that have met ALL of the essential criteria can then also be assessed against the ‘Desirable’ criteria to
reduce the number of candidates to interview if required. These criteria should be listed on the matrix after the
essential criteria.

● Once this is done, you will add the total scores of essential and desirable characteristics. This will give you your
candidates in rank order from which you choose the highest scores to interview.
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Shortlisting Matrix

Post: EXAMPLE OF FORMAT

ESSENTIAL CRITERIA
Candidate
Name

Full
employment
history and
mandatory
information

on
application

form

(Cannot be
considered

without)

An approved Steiner
Waldorf Teaching
Qualification or equivalent
appropriate experience or at
least one of the following:

- QTS, in state education
- A degree and

postgraduate certificate
of education;

- Proven, successful
teaching experience in
another Steiner school.

A committed
individual with a
deep interest in
Steiner Waldorf
education and its
curriculum, with
an ability to
continually
develop it, plus
interest in and
understanding of
the human being
and human
development
underlying the
education.

Good
communication
skills, both orally
and in writing.

Good organisational
ability with good
administrative skills.

An abillity to
maintain a high

level of
confidentiality.

Candidate
Name

Resilience and
an abillity to

cope well under
pressure.

Willingness to
reflect and
review personal
development.

Abillity and
willingness to
participate in
additional whole
school activities.

Able and willing to train in
First Aid and to deliver First
Aid in line with the school’s
First Aid policy.

Successful
completion of Child
Protection Training
(may be completed by
Alder Bridge on
commencement.

Total

(30)

DESIRABLE CRITERIA
Candidate
name

(It may be
possible to
consider
aplicants who
are
undertaking
Steiner
Waldorf
Teacher
Training)

Open
mindedness.

Ability to develop
Safeguarding
practice in the
school.

A sense of
humour.

Ability to teach German Total
(15)

Shortlisting Panel Member
Name: Job Title: Signature Date:
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FORM 5: PRE-EMPLOYMENT MEDICAL QUESTIONNAIRE

PRIVATE & CONFIDENTIAL

Pre-Employment Health Questionnaire

Note: this questionnaire should only be given to an individual after they have accepted an offer of
employment.

Surname:

Forenames:

Address:

Post applied for:

Name and address of own Doctor: National Insurance Number:

The purpose of this form is to see whether you have any health problems that could affect your ability to undertake
the duties of the post you have been offered and that may place you at any risk in the workplace. Alder Bridge
School will then seek advice accordingly if required, in order to cater for any reasonable adjustments to your
workplace that are recommended.
Please answer all the following questions by circling the appropriate word: if the answer is yes, circle yes; if it is no,
circle no.

Questions

1 Do you have any physical or mental impairment (that could be classed as a
disability under the Equality Act 2010); which may affect your ability to
undertake the role offered or which requires special arrangements?
If so, please give details including any adjustments that might enable you to carry out the role.

Yes No

2 Have you ever received compensation or a disability pension? Yes No

3 Are you able to carry out moderate physical work including lifting and
carrying?

Yes No
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4 Are you able to carry out strenuous physical work including climbing
ladders, working at heights, bending, lifting and carrying goods and
equipment?
Only complete this question if the job is maintenance based or part of cleaning
team

Yes No

5 Have you ever had to give up any previous job for medical reasons? Yes No

6 Have you been off work continuously for more than a month during the last
five years?

Yes No

7 Have you ever had any operations requiring hospital admission for five or
more days?

Yes No

8 Do you have issues with your eyesight (even with glasses or contact lenses
worn)?

Yes No

9 Do you have any hearing loss? Yes No

10 (a) Do you regularly take tablets or medicine?
(b) If so, what do you take?

Yes No

11 Do you have or have you suffered from the following?

Tuberculosis Yes No

Angina Yes No

Any other heart trouble Yes No

Raised blood pressure Yes No

Peptic, gastric or duodenal ulcer Yes No

Indigestion for more than one week Yes No

Back trouble, lumbago, sciatica, "slipped disc" Yes No

Epilepsy, recurring blackout or fits Yes No

Bronchitis, asthma, pneumonia Yes No

Dermatitis, eczema or any other skin trouble Yes No

Migraine or severe recurring headaches Yes No
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Anxiety, depression or any other nervous complaint Yes No

Fainting attacks or giddiness Yes No

Ear trouble, discharging or infected ear Yes No

Kidney trouble or urinary infection Yes No

Diabetes Yes No

12 If you have circled any answers as Yes for questions 1 to 12 (apart from Qu 8), please give very brief
details below, including whether you have had any time off in the last 2 years due to these problems:

13 Have you ever had any other serious illness? If yes, please give very brief details below.

Yes No

14 Have you consulted a doctor about your health during the past 12 months? If yes, please give very brief
details below.

YES No

15 Is there anything else in your medical history or circumstances which might affect our decision to offer
you employment? If yes, please give very brief details below.

Yes No

I declare that the information I have given on this form is correct to the best of my knowledge.
I declare that the information given in this form is to the best of my knowledge complete and correct.
Note: Any false, incomplete or misleading statements may lead to dismissal.

Employee's signature: __________________________________________

Data protection

Information from this application may be processed for purposes registered by the Employer under the General
Data Protection Regulations 2018. Individuals have, on written request, the right of access to personal data held
about them.
For the purposes of compliance with the GDPR (2018), I hereby give my consent to Alder Bridge School processing
the data supplied in this questionnaire for the purpose of safer recruitment and selection.

Employee's signature: __________________________________________

Date: __________________________________________
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FORM 6: DBS POSITIVE DISCLOSURE CHECKLIST

Introduction:

The School Leader or Education Manager in consultation with Personnel should use this checklist to
make a decision about whether to employ an individual with a positive DBS disclosure. Before taking
the decision to offer or confirm employment following a positive DBS disclosure the School Leader or
Education Manager (in consultation with Personnel) should offer the individual the opportunity to
meet to discuss the contents in order to explain the context and assist decision making.
A positive disclosure will show cautions, warnings and convictions which may be spent or unspent.
Enhanced disclosure checks will also show other police information which will be relevant and need to
be considered. An enhanced DBS check and check against the barred list are the checks that will be
carried out.

Name of
individual:

Date of meeting:

Post applied for:

Name of
Manager:

Position in school

Decision: Comments – set out the rationale for your decision based on the
responses to the questions below

Employ Do not
employ

Signature of
Manager

Date:

Signature of HR
Advisor/Trustee:

Date:

Checklist for considering disclosures:

Questions to ask Guidance for
manager

Answer Comments

Is the individual
listed on the
Barred List?

Yes/No

If yes the
appointment is
automatically
unlawful and they
must not be
appointed to the role

Is the conviction
or caution
relevant to the
position?

Consider the
impact of the
nature of the
offence on the post.
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How serious do
you consider the
offence to be?

Do you judge the
offence to be
major, moderate or
minor?

When did the
offence occur?

Within the last year,
last 3 years,
last 5 years, last 10
years or over 10
years.

How old was the
individual when
the offence
occurred?

Were they a child or
adolescent at the
time?

What is their age
now?

What were the
circumstances of
the individual at
the time of the
offence?

Consider their
explanation and
whether
circumstances have
changed – does this
have an impact?

Is there a pattern
of offending?

Are the offences
repeated?

Frequent repeating
of offences could
indicate that the
may re-offend

Does the role
allow the
possibility of
re-offending?
What supervision
will the individual
have?

Consider how their
performance and
conduct will be
monitored. Are
there additional
risks?

Does the role
involve
responsibility for
finance or
management of
other resources?

This will be relevant
where the offence
relates to fraud or
theft for example

Any other matters
to consider
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