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APPENDIX D 

 

RECRUITMENT & APPOINTMENT POLICY 2019-2020 

 

• In order to ensure that children are protected whilst at Ark Greenwich Free School, we will 
ensure that our staff and volunteers are carefully selected, screened, trained and supervised. 

 

• The procedures contained in this policy apply to all staff and governors and are consistent 
with those of the Greenwich Safeguarding Children’s Board (GSCB) and locally agreed 
procedures. 

 

• Ark Greenwich Free School takes seriously its responsibility to protect and safeguard the 
children in its care and follows the guidance of “Keeping Children Safe in Education” 
September 2019, “Working Together to Safeguard Children” March 2015”. 

 

• Ark Greenwich Free School will ensure that the following checks are satisfactorily completed 
before a person takes up a position at the school: 

o Identity checks will be conducted to ensure that the applicants are who they claim to 
be. 

o Academic qualifications will be checked to ensure that they are genuine. 
o Professional and character references will be taken up prior to offering 

employment. 
o Previous employment history will be examined and any gaps accounted for. 

o Fully enhanced DBS checks will be undertaken. 
o Checks to ensure that no teacher has been prohibited from teaching due to 

malpractice 
o Overseas DBS checks where necessary 

 

• Ark Greenwich Free School will not as a matter of course carry out annual DBS checks of 
existing staff but will instead follow current guidance: 

 
“If a school or college has concerns about an existing staff member’s suitability to work with 

children, the school or college should carry out all relevant checks as if the person were a new 
member of staff. Similarly, if a person working at the school or college moves from a post that 

was not regulated activity, into work which is regulated activity, the relevant checks for the 
regulated activity must be carried out. Apart from these circumstances, the school or college is 

not required to request a DBS check or barred list check." 
 

"No further checks are required for any staff unless the person has a break in service of 
more than three months. However, a school or college may request an enhanced DBS check 

with 

barred list information should there be concerns and bearing in mind the duty schools and 
colleges are under not to allow a barred person to work in regulated activity." 

 

Volunteers 
 

• We understand that some people unsuitable for working with children may use volunteering 
to gain access to children. For this reason, any volunteers in the school, in whatever capacity, 
will be recruited in line with the above guidelines. 

 

• A fully enhanced DBS check will not be necessary in the following situations: 
o If a volunteer will not be working directly with children who are under 18, and 

will not have direct unsupervised access to them. 
o If a volunteer will not be in regular contact with children (i.e. three or more 

occasions within a 30 day period, or involving an overnight stay) and will be under 
constant supervision. Supervision is defined as being “constantly supervised or 
within eyesight of a responsible member of the schools’ workforce.” 

 

• Parent and student volunteers who will be working regularly with children, but who will be 
supervised, will complete a vetting and barring application. 
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• A fully enhanced DBS check will be necessary for parents and student volunteers who will be 
working regularly and directly with children, or who will not be supervised at all points. 

 
Visitors 
 

• Ark Greenwich Free School will ensure that the school maintains a high level of security 

through monitoring all visitors to the school by signing in and out at reception. 

 

• Ark Greenwich Free School will maintain suitable perimeter and access control to the site. 

 

• All GFS Governors will have a fully enhanced DBS check 

 
Induction and training 
 

• All new members of staff will receive induction training, which will give them an overview of 
the school as well as training on identifying and reporting abuse, and confidentiality issues. 

 

• All new staff at the school (including volunteers and supply cover) will receive child protection 
information on starting their work at the school. 

 

• All staff will attend in school refresher training on safeguarding every year. Attendance at 
this school training will be open to parent volunteers, governors and any other parties that 
come into contact with children on a regular basis. 

 
Agency and Contract Staff 
 

• The Ark Greenwich Free School safer recruitment guidelines includes job descriptions/person 
specifications/ contracts for all agency and contract staff. This includes roles which are not 
pupil-facing (e.g. cleaning staff). GFS will always get clear assurances from contractors that 
they are complying with the ‘Keeping Children Safe in Education’ guidelines for best practice. 

• Ark Greenwich Free School will always seek to review a sample advertisement used by the 
agency when recruiting staff members and should ensure that this follows the Ark Greenwich 
Free School recruitment process. 

• Many agencies accept CVs when recruiting staff members. Ark Greenwich Free School will 
always ensure that all agency staff members who are working at the school for more than 2 
weeks complete an application form (making clear that this is not an offer of employment, but 
an administrative information-sharing exercise). 

• Safeguarding should be one of the points on the agenda for all meetings with contractors. 
 
Interview Questions 
 

• Hypothetical questions should be avoided. For example, a commonly asked question is: 

‘How would you react if a child made a disclosure to you in school?’ This should be avoided. 

Instead, ask for specific examples (e.g. ‘Tell me about a time when a child made a disclosure 

to you.’) 

• The hypothetical question should only be asked if an applicant cannot answer with an example. 

• The hypothetical answer only reveals whether applicants are aware of policies/procedures, not 
whether or not they tend to follow them. Therefore this question needs to be followed up with 

probing questions which test for contrary evidence (e.g. ‘Can you tell me about a time when 

you felt that that you weren’t able to follow the school’s procedures?’). 

• A list of Warner-style questions (which test applicants’ motivation for working with children, 

their understanding of professional boundaries, and their emotional resilience) are available 

from Victoria Hemmings and should be asked at each interview. 

• Questions about an applicant’s health cannot be asked at interview. The school should make 
all offers of employment conditional on completion of a medical questionnaire. 

 
References 
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• Ark Greenwich Free School has and will always use a written pro-forma for referees to 
complete. 

• Ark Greenwich Free School will never accept open references. Where an applicant 
provides an open reference, GFS will contact the referee by telephone. Any comments 
which are stated to be ‘off the record’ should not be considered to be off the record. 

• Ark Greenwich Free School will always ask the referee directly whether the 
reference is part of a compromise agreement/is an agreed reference. 

• References should come from the head of the organisation. 

• The school may ask a referee to comment on an applicant’s punctuality, but not on 
absences. 

• Oral verification of the most recent reference must be sought. 

• References must be checked to ensure that all questions have been answered and that the 
information provided corresponds with the application. 

• References must also be sought for internal candidates prior to interview. 

• Two references must be received prior to the commencement of employment. 

 

The following wording should appear at the bottom of all external recruitment adverts 
placed by GFS: 
 

Details of two referees must be provided on the application form including a full postal 
address and an email address. Referees must know the applicant in a professional capacity 
and should be well placed to comment on your suitability for the position for which you are 
applying. One should be your current or most recent employer. We also reserve the right to 

approach any previous employer listed on your application form. We will ask previous 
employers to provide information on any disciplinary offences, allegations and 

investigations, including expired offences. 
 
Shortlisting 
 

• GFS will inform short-listed applicants that referees will be contacted in advance of the 
interview (rather than asking candidates to confirm that they are happy for referees to be 
contacted). 

 
Further guidance 
 

https://www.gov.uk/government/organisations/disclosure-and-barring-service 
 

 

https://www.gov.uk/government/organisations/disclosure-and-barring-service

