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Introduction 

Liberty School is committed to safeguarding and promoting the welfare of children. We 
recognise that safer recruitment and robust vetting are essential to creating a safe 
environment and preventing unsuitable people from working with children. 

This policy is written with regard to: 

• Keeping Children Safe in Education (KCSIE 2025) 
• DBS guidance and statutory requirements 
• Independent School Standards (as applicable to recruitment, suitability and 

safeguarding) 

Safer recruitment is a whole-process approach. Liberty School does not rely on any 
single check or stage. Each part of recruitment, selection, vetting, induction and 
ongoing supervision contributes to safeguarding. 

 

Aims and Objectives 

Liberty School aims to: 

• Recruit the best staff based on merit, suitability and safer recruitment checks 
• Deter, reject and identify people who are unsuitable to work with children 
• Ensure all applicants are treated fairly and consistently, in line with the Equality 

Act 2010 
• Ensure compliance with KCSIE and relevant statutory guidance, including the 

Prevent duty expectations for schools  
• Maintain a compliant Single Central Record (SCR) of required checks  

 

Scope 

This policy applies to recruitment and vetting of: 

• Employees (teaching and support staff) 
• Supply staff 
• Volunteers (including regular volunteers) 
• Proprietor(s), governors/trustees/directors (where applicable) 
• Contractors working on site during the school day 
• Visitors and visiting speakers (supervised and site-managed) 

 



Roles and Responsibilities 

Proprietor / Proprietor Body 

• Ensures safer recruitment procedures and policies are in place and effective 
• Ensures leadership is held accountable for compliance 

Headteacher (or Principal) 

• Overall responsibility for ensuring safer recruitment is embedded and 
consistently applied 

• Ensures at least one trained person is involved in each appointment process 

DSL (Designated Safeguarding Lead) 

• Advises on safeguarding suitability considerations and risk assessments 
• Supports decision-making where safeguarding concerns arise 

Recruitment Panel / HR Administration 

• Ensures recruitment paperwork, references and checks are completed properly 
• Ensures the SCR is accurate, up to date and auditable 

Conflict of Interest 
Any staff involved in recruitment must declare a personal relationship with an applicant 
and withdraw from decision-making. 

 

Regulated Activity (and Barred List Checks) 

Liberty School will assess whether a role involves regulated activity. A children’s 
barred list check must only be undertaken where the role meets regulated activity 
criteria, and Liberty School will not request barred list information where it is not 
permitted. 

Most roles in a school setting that involve teaching, training, instruction, care or 
supervision of children regularly will fall within regulated activity. 

 

Recruitment and Selection Procedure 

Advertising 

All adverts and recruitment packs will: 



• Include a clear safeguarding statement (commitment to safeguarding and 
promoting welfare) 

• State that the role is subject to enhanced DBS checks (and barred list check 
where applicable) 

• State that Liberty School may carry out online/social media searches as part of 
due diligence (see 6.5) 

• Make clear that providing false information is an offence and may result in 
rejection or referral 

Liberty School will handle applicant data in line with UK GDPR and data protection law. 

 

Application Process 

Liberty School requires candidates to complete an application form including: 

• Full employment history (with explanations for gaps) 
• Qualifications and professional status 
• Suitability statements for working with children 
• Declarations regarding convictions/cautions (as applicable to exempt roles) 

CVs may be accepted only as supporting information but will not replace a full 
application form. The application form is the key safer recruitment document. 

 

Shortlisting 

Shortlisting is based on the job description and person specification, including 
safeguarding suitability. 

Any anomalies, gaps or concerns are noted and explored at interview. 

 

References 

Liberty School obtains at least two references, including: 

• One from the current or most recent employer 
• One additional reference appropriate to the role (ideally where the applicant 

worked with children, where relevant) 

References will: 

• Be requested after shortlisting (unless the candidate requests their current 
employer not be contacted until after interview) 

• Be obtained directly from the referee (not via open testimonials) 



• Ask specific safeguarding questions, including: 
o suitability to work with children 
o any safeguarding concerns, allegations, disciplinary action, or concerns 

about behaviour around children 
• Be checked for vagueness or inconsistencies and followed up as needed 

 

Online Searches (Due Diligence) 

As part of safer recruitment, Liberty School may carry out professional online 
searches on shortlisted candidates (e.g. publicly available information) to: 

• identify information that may affect suitability 
• ensure inconsistencies can be discussed openly at interview 

Any concerns will be: 

• shared with the candidate and discussed fairly 
• assessed proportionately and recorded appropriately 

 

Interviews and Selection 

Liberty School uses face-to-face interviews wherever possible and will: 

• include safeguarding questions 
• explore motivation and understanding of safeguarding 
• probe gaps in employment and any inconsistencies 
• verify identity and qualification evidence at interview (original documents) 

Where appropriate for teaching roles, Liberty School may include: 

• observed teaching / task 
• scenario-based safeguarding questions 
• evaluation of professionalism and boundaries 

 

Conditional Offer and Pre-Employment Checks 

All offers are conditional on satisfactory completion of checks consistent with the role. 

Checks may include: 



Identity 

• Verified with original documents and recorded 

Enhanced DBS (and Barred List where applicable) 

• Enhanced DBS for eligible roles 
• Barred list check only where the role is regulated activity 
• DBS Update Service may be used where appropriate, with consent 

Right to Work in the UK 

• Verified in line with Home Office requirements 

Qualification and Professional Status 

• Verified where required for the post (e.g. teaching qualifications) 

Prohibition from Teaching (where teaching work is undertaken) 

Liberty School checks teacher prohibition status where applicable.  

Section 128 (Management of an Independent School) 

Liberty School carries out Section 128 direction checks for: 

• leadership roles 
• individuals involved in management of the independent school 
• relevant governance/proprietor roles (where applicable) 

This is required because Section 128 directions prohibit unsuitable individuals from 
participating in the management of independent schools.  

Overseas Checks 

Where an applicant has lived or worked outside the UK, Liberty School will 
undertake additional overseas checks as appropriate (e.g., certificate of good 
conduct / police checks), alongside DBS. The applicant will not start until required 
checks are received or appropriate risk assessment/controls are in place (depending 
on role and circumstances), consistent with KCSIE expectations.  

Medical Fitness 

Liberty School confirms medical fitness after offer and before confirmation and 
considers reasonable adjustments under the Equality Act 2010. 



Childcare Disqualification (where applicable) 

Where staff work in relevant early years or wraparound settings for children under the 
relevant age thresholds, Liberty School will ensure compliance with any applicable 
disqualification requirements (handled through declaration and appropriate checks). 

 

The Single Central Record (SCR) 

Liberty School maintains a Single Central Record of recruitment and vetting checks 
for: 

• staff 
• regular volunteers 
• supply staff 
• relevant governance/proprietor roles 
• others as required by guidance 

The SCR is kept accurate, up to date and available for inspection.  

 

Volunteers 

Volunteers are risk assessed and supervised appropriately. 

• Volunteers in regulated activity require enhanced DBS (and barred list where 
permitted) 

• Volunteers not in regulated activity are supervised and not left unsupervised 
with children until checks are complete and supervision arrangements are 
confirmed 

Liberty School may also seek additional suitability information (e.g. informal interview, 
references) depending on the role. 

 

Supply Staff and Agencies 

Liberty School obtains written confirmation from agencies that required checks have 
been carried out. 
On arrival, Liberty School verifies identity and maintains appropriate records within the 
SCR framework and site procedures. 

 



Contractors 

Contractors working on site during school hours must: 

• sign in and wear identification 
• be supervised unless appropriate assurances/checks are in place 
• provide evidence/confirmation of relevant checks where required 

 

Visiting Speakers and Prevent Duty 

Liberty School has clear protocols for visiting speakers: 

• suitability checks proportionate to the nature of the visit 
• supervision at all times 
• adherence to school values and safeguarding expectations 

Liberty School will not seek DBS checks for speakers who are not in regulated activity 
but will manage risk through supervision and site controls. 

 

Induction and Ongoing Employment 

Safer recruitment continues beyond appointment. Liberty School ensures: 

• safeguarding induction on day one 
• staff read and understand key safeguarding policies and Part One of KCSIE (or 

the appropriate staff summary)  
• regular safeguarding updates and annual refreshers 
• appropriate probation, supervision and performance management 

Staff must notify the Headteacher of any new cautions/convictions or safeguarding-
related changes in circumstances. 

 

Record Retention and Data Protection 

Liberty School retains: 

• copies of documents used to verify identity, right to work and qualifications 
• vetting outcomes and SCR evidence 
• recruitment records for unsuccessful candidates for a limited period (typically 6 

months), then securely destroys them 

All records are stored securely and accessed only by authorised staff. 



Managing Concerns, Allegations and Referrals 

If concerns arise about a staff member’s conduct or suitability, Liberty School follows 
safeguarding and disciplinary procedures. 

Where required, Liberty School will make referrals to: 

• the DBS (where someone has harmed or poses a risk of harm to children and has 
been removed from regulated activity, or would have been removed had they not 
left)  

• the Teaching Regulation Agency (where applicable) 

 

Appendix A – Liberty School Safer Recruitment 
Checklist (Offer-to-Start) 

Before advertising 

• Job description and person specification updated (includes safeguarding 
suitability) 

• Advert includes safeguarding statement and vetting requirements 

Shortlist stage 

• Application forms complete (full history, gaps explained) 
• References requested (2 minimum, safeguarding questions included) 
• Online search due diligence completed (as applicable) 

Interview stage 

• Identity and qualification evidence seen (originals) 
• Safeguarding questions asked and recorded 
• Gaps/anomalies explored and recorded 
• Teaching/task observation where relevant 

Conditional offer – checks 

• Enhanced DBS (barred list where regulated activity) 
• Right to work 
• Qualifications verified 
• Prohibition from teaching (where applicable) 
• Section 128 (management) check (where applicable)  
• Overseas checks (where applicable) 
• Medical fitness confirmation 



• Required declarations (including any childcare disqualification requirements 
where applicable) 

Onboarding 

• Contract issued and signed 
• Added to SCR, Arbor, CPOMS (as applicable) 
• Safeguarding induction completed (KCSIE, code of conduct, whistleblowing, 

behaviour, child protection reporting) 
• Probation dates set and supervision plan confirmed 

 


