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1. Introduction

1.1 Reed’s School and Ripley Court School (Schools) are committed to providing the best
possible care and education to its pupils and to safeguarding and promoting the welfare
of children and young people. The Schools are also committed to providing a
supportive and flexible working environment to all of its members of staff.

1.2 Both Schools recognise that, in order to achieve these aims, it is of fundamental
importance to attract, recruit and retain staff of the highest calibre who share this
commitment.

1.3 The aims of the Schools’ recruitment policy are as follows:

1.3.1 1o ensure that the best possible staff are recruited on the basis of their merits,
abilities and suitability for the position

1.3.2 to ensure that all job applicants are considered equally and consistently

1.3.3 to ensure that no job applicant is treated unfairly on any grounds including race,
colour, nationality, ethnic or national origin, religion or religious belief, sex or sexual
orientation, marital or civil partner status, disability or age

1.3.4 to ensure compliance with all relevant legislation, recommendations and guidance
including the statutory guidance published by the Department for Education (DfE),
Keeping children safe in education (September 2020) (KCSIE) and the subsequent
update to KCSIE in January 2021, Disqualification under the Childcare Act 2006
(DUCA), the Prevent Duty Guidance for England and Wales 2015 (the Prevent Duty
Guidance) and any guidance or code of practice published by the Disclosure and
Barring Service (DBS); and

1.3.5 to ensure that the Schools meet their commitment to safeguarding and promoting
the welfare of children and young people by carrying out all necessary pre-
employment checks.

1.4 Employees involved in the recruitment and selection of staff for Reed’s School and
Ripley Court School are responsible for familiarising themselves with and complying
with the provisions of this policy.

2. Data Protection

2.1 The Schools are legally required to carry out the pre-appointment checks detailed in this
procedure. Staff and prospective staff will be required to provide certain information to
the Schools to enable the Schools to carry out the checks that are applicable to their role.



2.2 The Schools will also be required to provide certain information to third parties, such as
the Disclosure and Barring Service and the Teaching Regulation Agency (previously
known as the National College for Teaching and Leadership (NCTL). Failure to provide
requested information may result in the Schools not being able to meet its employment,
safeguarding or legal obligations.

2.3 The Schools will process personal information in accordance with its Privacy Notice for
Reed’s and Ripley Court Staff, Other Staff and Volunteers which can be found on Firefly
and the Schools’ websites.

3. Recruitment and Selection Procedure

3.1 All applicants for employment will be required to complete an application form containing
questions about their academic and employment history and their suitability for the role.

3.2 Incomplete application forms will be returned to the applicant where the deadline for
completed application forms has not passed.

3.3 Should there be any gaps in academic or employment history, a satisfactory explanation
must be provided.

3.4 A curriculum vitae will not be accepted in place of the completed application form.

3.5 Applicants will receive a job description and person specification for the role applied for.
Application forms, job descriptions, person specifications and the School’s Safeguarding
(Child Protection) policies are available to download from the Schools’ websites and can
be printed and forwarded to applicants on request.

3.6 Application forms will be prepared for the shortlisting panel by the HR team and will be
anonymised to ensure fairness and consistency in the initial shortlisting process.

3.7 The applicant may then be invited to attend a formal interview at which his / her relevant
skills and experience will be discussed in more detail. All shortlisted applicants will be
tested at interview about their suitability to work with children.

3.8 If it is decided to make an offer of employment following the formal interview, any such
offer will be conditional on the following:

3.8.1 the agreement of a mutually acceptable provisional start date and the signing of a
contract incorporating the relevant School’s standard terms and conditions of
employment

3.8.2 verification of the applicant's identity (where this has not previously been verified)

3.8.3 verification of qualifications, whether professional or otherwise, which the Schools
take into account in making the appointment decision, or which are referred to in the
application form, whether a requirement for the role or not

3.8.4 verification of the applicant's employment history



3.8.5

3.8.6

3.8.7

3.8.8

3.8.9

3.8.10

3.8.11

3.8.12

3.8.13
3.8.14

3.8.15

the receipt of two references (one of which must be from the applicant's most recent
employer) which the Schools consider to be satisfactory

for positions which involve "teaching work", information about whether the applicant
has ever been referred 1o, or is the subject of a sanction, restriction or prohibition
issued by the Teaching Regulation Agency which renders them unable or unsuitable
to work at the Schools

for applicants who have carried out teaching work outside the UK, information about
whether the applicant has ever been referred to, or is the subject of a sanction issued
by a regulator of the teaching profession in any other country which renders them
unable or unsuitable to work at the Schools

where the position amounts to "regulated activity" (see section 8.2 below) the receipt
of an enhanced disclosure from the DBS which the Schools consider to be
satisfactory

where the position amounts to "regulated activity" (see section 8.2 below)
confirmation that the applicant is not named on the Children's Barred List*.

information about whether the applicant has ever been subject to a direction under
section 142 of the Education Act 2002 which renders them unable or unsuitable to
work at the Schools

for management positions, information about whether the applicant has ever been
referred to the Department for Education, or is the subject of a direction under
section 128 of the Education and Skills Act 2008 which renders them unable or
unsuitable to work at the Schools

confirmation that the applicant is not disqualified from acting as a trustee / governor
or senior manager of a charity under the Charities Act 2011 (if applicable, see
section 11 below)

verification of the applicant's medical fitness for the role (see section 13 below)
verification of the applicant's right to work in the UK; and

any further checks which the Schools decide are necessary as a result of the applicant

having lived or worked outside of the UK which may include an overseas criminal
records check, certificate of good conduct or professional references.

*The Schools are not permitted to check the Children's Barred List unless an individual will be engaging in
"regulated activity". The Schools are required to carry out an enhanced DBS check for all staff, supply
staff and governors who will be engaging in regulated activity. However, the Schools can also carry out an
enhanced DBS check on a person who would be carrying out regulated activity but for the fact that they do
not carry out their duties frequently enough i.e. roles which would amount to regulated activity if carried out
more frequently.

Whether a position amounts to "regulated activity" must therefore be considered by the School in order to
decide which checks are appropriate. It is however likely that in nearly all cases the Schools will be able to
carry out an enhanced DBS check and a Children's Barred List check.



4. Pre-employment checks

4.1 In accordance with the recommendations set out in KCSIE, DUCA, the requirements of
the Education (Independent School Standards) Regulations 2014 and the Boarding
Schools: national minimum standards, the School carries out a number of pre-
employment checks in respect of all prospective employees.

4.2 In addition to the checks set out below, the Schools reserve the right to obtain such
formal or informal background information about an applicant as is reasonable in the
circumstances to determine whether they are suitable to work at the Schools. This may
include internet and social media searches.

4.3 In fulfilling its obligations the Schools do not discriminate on the grounds of race, colour,
nationality, ethnic or national origin, religion or religious belief, sex or sexual orientation,
marital or civil partner status, disability or age.

5. Verification of identity, address and qualifications

5.1 All applicants who are invited to an interview will be required to bring with them evidence
of identity, right to work in the UK, address and qualifications as set out below and in the
list of valid identity documents at 20.2 (these requirements comply with DBS identity
checking guidelines):

5.1.1 one document from Group 1; and

5.1.2 two further documents from either of Group 1, Group 2a or Group 2b, one of which
must verify the applicant's current address; and

5.1.3 original documents confirming any educational and professional qualifications
referred to in their application form.

5.2 Where an applicant claims to have changed their name by deed poll or any other means
(e.g. marriage, adoption, statutory declaration) they will be required to provide
documentary evidence of the change.

5.3 The Schools will ask for the date of birth of all applicants to assist with the vetting of the
applicants. Proof of date of birth is necessary so that the Schools may verify the identity
of, and check for, any unexplained discrepancies in the employment and education
history of all applicants. The Schools do not discriminate on the grounds of age, and the
date of birth is removed from all applications before shortlisting is carried out.

6. References
6.1 Where we have received authorisation from the candidate, references will be taken up on
shortlisted applicants prior to interview. Please note that no questions will be asked about

health or medical fithess prior to any offer of employment being made.

6.2 All offers of employment will be subject to the receipt of a minimum of two references
which are considered satisfactory by the Schools.



6.3 One of the references must be from the applicant's current or most recent employer. If
the current / most recent employment does / did not involve work with children, then the
second reference should be from the employer with whom the applicant most recently
worked with children.

6.4 Neither referee should be a relative or someone known to the applicant solely as a friend.

6.5 All referees will be asked whether they believe the applicant is suitable for the job for
which they have applied and whether they have any reason to believe that the applicant
is unsuitable to work with children.

6.6 Referees will also be asked to confirm that the applicant has not been radicalised so that
they do not support terrorism or any form of "extremism" (see the definition of
"extremism" at section 16.4 below).

6.7 All referees will be sent a copy of the job description and person specification for the role
for which the applicant has applied.
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