


Portal House School                                                                                      January 2018
                     Recruitment and Selection Policy
1. Introduction
The Headteacher and the Governors of Portal House School fully understand their responsibilities in ensuring recruitment procedures are free from unlawful discrimination.  They also fully appreciate the importance of fair, open and effective procedures to enable the recruitment of staff with the right skills, aptitudes and attitudes.
The Headteacher and Governors are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.
2. Aims and Objectives
The aims and objectives of this policy are to:
· Recruit high quality staff with the right skills, aptitudes and attitudes so that students in this school feel safe, supported and are able to achieve their full potential
· Ensure all staff are recruited on the most appropriate contract terms to meet the needs of  the school whilst promoting   and ensuring a satisfactory work  life balance
· Ensure that equality of opportunity is a key consideration at each stage of the process, thereby encouraging diversity
· Ensure our recruitment practice reflects positively on the school as an employer
· Ensure that recruitment procedures are efficient and cost-effective
· Monitor, review and improve our recruitment practices continuously
The school recognises the value of a fully qualified teaching profession. Therefore the school will endeavour to only appoint a teacher holding QT status to teaching posts. Temporary appointments of staff not holding QTS will only be made where it has not been possible to appoint a qualified teacher to the teaching post from all reasonable recruitment action.
3. Principles and Process
All appointments must be made by a panel of two or more and at least one person must have undergone training in Safer Recruitment.
Prior to any recruitment advertisement appearing, the Headteacher will ensure that

there is an up to date job description, person specification, a clear recruitment timetable 
and a relevant package of information for the post.
The school uses the Employment Status Tool to determine the individual employment

status.

Unless there are good reasons to the contrary, then any vacant post will be advertised externally through KCC’s website (kent teach.com). Use of other media, such as

External notice boards, school newsletter, local or national newspaper will be

carefully considered for cost effectiveness.
Recruitment advertisements will comply with all national and local guidance regarding commitment to safeguarding children.  All job adverts  and  information  to applicants will emphasise this school’s commitment to safeguarding and promoting the welfare of children and young people.
All enquires for further details and further information will be dealt with promptly and professionally to reflect positively on the school as a potential employer.
Deadlines for all advertisements will allow reasonable time for completing and submission of applications.
All applicants must complete the required KCC application form in full and in particular ensure that the declaration is clearly signed and dated. The Head Teacher may reasonably decide to reject an application where incomplete and/or ambiguous information is provided. Applications by CV alone will not be considered.
All shortlisting decisions will be made with clear reference to the skills and qualities set out in the person specification.
All selection decisions should be informed by a formal interview.
The Head Teacher will ensure that the selection panel prepare properly for the interviews, having read the applications beforehand and considered any specific questions that need to be asked of each candidate.
All questions used in selection interviews will also be focussed on the priority needs of the post and will avoid any questions or language that could be held to be unlawful discrimination.
At the end of the selection process the respective merits of each and every candidate will be carefully considered and the position will be offered to the person best meeting the skills and qualities set out in the person specification.
In the event the person offered the position declines the appointment then the Head Teacher will consider carefully whether to offer the position to the next best candidate, whether to re-advertise the vacancy.
All appointments must be made subject to satisfactory recruitment checks. The school will ensure all persons appointed have satisfactory and up to date DBS, and any other recruitment and/or security checks required by national or KCC/LA policy prior to the contract position being confirmed. This includes work permits or other evidence of the ability to work in the UK.
Portal House will ensure that two satisfactory references are obtained prior to any contract position being confirmed. At least one reference will be from the applicant’s current 
employer, or immediate previous employer if not currently employed. This reference must be signed by or on behalf of the most senior person appropriate to the position and must be on the organisations headed paper.
As far as possible references will be obtained prior to the selection interview so that any  relevant  questions  arising  can  be  raised  with  the  candidate  before  a selection decision is made. The Headteacher will abide by the guidance on the use of references as issued to schools by KCC (see appendix 1).

The Head school will ensure that all new appointments are subject to satisfactory health
assessments and will ensure that the employer’s  duty to fully consider  any reasonable 
adjustments is fulfilled prior to an offer of employment being confirmed.

The school will ensure that an appropriate induction programme is available to all new staff 
and this will be developed following a discussion between the individual and their line
manager.
Any applicant may request feedback on the reasons why they were not shortlisted or

appointed  and  this  will  be  provided  either  in  writing  or  verbally  within  a reasonable 
period of the request.

Notes and records from the recruitment/selection process, including notes from interviews 
will be kept securely for a period of 6 months from the date on which the position was 
offered and accepted.

Legal Framework
This policy has been drafted to ensure compliance with current employment legislation and also contractual requirements as set down by national and KCC conditions of service.

The school will ensure it fulfils its obligations as an employer under all relevant legislation and case law, with particular regard to the following

· Equal Pay Act 1970

· Rehabilitation of Offenders Act 1974

· Sex Discrimination Acts 1975 and 1986 (as amended)

· Race Relations Act 1976

· Disability Discrimination Act 1995

· Asylum and Immigration Act 1996

· Data Protection Act 1998

· Protection of Children Act 1999

· Criminal Services and Court Services Act 2000

· Employment Equality (Religion or Belief) Regulations 2003

· Employment Equality (Sexual Orientation) Regulations 2003

· Employment Equality (Age) Regulations 2006

· Work and Families Act 2006

In addition the school will ensure that its practice is consistent with the advice and

recommendations of the Bichard Report and any subsequent national guidance,

regulations and/or legislation that may be issued
Appendix 1

Recruitment Process Checklist
UK or EEA National / Employee not requiring certificate of sponsorship

	Recruitment process checklist 

Uk or EEA national / employee not requiring certificate of sponsorship.

	Post:
	

	Date to be advertised:
	

	Closing date:
	

	Interview date/s:
	

	Interview panel:
	

	Action / Comments:

	1. Identify the Vacancy:

	
	If you are seeking to recruit a non UK or EU national or an candidate requiring a certificate of sponsorship – please contact SPS for guidance before commencing the recruitment process.
	

	a
	Define the requirements of the role – eg hours / weeks / temporary or permanent / grade.
	

	b
	Draw up the job description & person specification.
	

	c
	Plan Recruitment Timescales (i.e. closing dates, testing dates, interview dates).
	

	d
	Agree interview panel and inform them of timescales.

Ensure one member of the panel has undertaken safer recruitment training.
	

	2.  Advertise Post:

	a
	Prepare and place advert.
	

	b
	Compile Application pack.
To include:

· Cover letter with instructions for completing the application.

· Job Description and Person Specification.

· Application Form.

· Employer information and relevant policies.

· Safeguarding statement.


	

	3. Pre-Interview Checks:

	a
	Request references in advance of interview.

Date Reference 1 received.

Date Reference 2 received.

	b
	Review references to check for omissions / anomalies.
	

	c
	Complete qualification check .
If qualified teaching post, QTS status.
https://www.education.gov.uk/employeraccess/LoginAction.do; 
-4-
	

	4. Shortlist Candidates:

	a
	Review application forms to check for omissions / anomalies.
	

	b
	Shortlist candidates against Job Description and Person Specification.
	

	c
	Record shortlisting decisions on selection matrix.
	

	d
	Devise selection programme – including any selection activities.
	

	5. Prepare Interviews:

	a
	Prepare interview questions  - incorporating safer recruitment questions for all posts.
	

	b
	Arrange venue.
	

	c
	Invite candidates to interview.

Check whether candidates have any additional requirements.

Request that candidates bring passport or other right to documentation plus and original examination certificates to interview for inspection.
	

	6.  Interview:

	a
	Ensure candidates are asked all planned questions.
	

	b
	Explore any omissions / anomalies arising from references with candidate.
	

	c
	Record interview decisions on selection matrix.
	

	d
	Verify and copy qualification documents relevant to the post

e.g. QTS certificate.
	

	e
	Verify candidates identity.


	

	f
	Verify potential employee(s) is permitted to work in the UK – 
For further details of acceptable documentation and a checklist for checking right to work please refer to the UKVI.
· Check the validity of the documents and verify that the documents and any stamps / visas endorsements are genuine.

· Make clear copies of any passport – any pages containing personal details or UK government endorsements showing right to work.

· Make full copies – including the reverse - of List A or List B Statutory Excuse Documents.
· Verify on copies that originals have been seen.
· Date and sign copies.
· Note if the employee has any time limited restrictions on their right to work.

Additional Considerations

If the candidate is a Croation National applying for a post after 1st July 2013 please verify that they either have a valid worker authorisation document or are exempt from this requirement. Further guidance is available from the UKVI.
From 1 January 2014 Romanian and Bulgarian nationals who wish to work in the UK are no longer required to obtain prior authorisation from the Home Office.

If you are unsure whether a prospective employee has eligibility to work in UK, please seek advice from the UK Visas and Immigration or SPS prior to a conditional offer of employment being made.
	

	7. Post Interview:

	a
	Make verbal offer and confirm offer in writing.

Advise applicant that the offer is conditional subject to:

· A satisfactory Enhanced check from the Disclosure and Barring Service or Disclosure Scotland.
· Identity Verification.
· Verification of your entitlement to work in the UK.
· Verification of any relevant qualifications, including Qualified Teacher Status if you are applying for a post requiring QTS.
· Receipt of 2 satisfactory references.
· Satisfactory pre employment health clearance, where required. 
If the offer is temporary / fixed term state reason and duration.

Detail starting salary / hours in offer letter.
	

	b
	Send letters to unsuccessful candidates.

Offer feedback to unsuccessful candidates.

Securely destroy copy right to work documentation for unsuccessful candidates.


	

	8.  On Acceptance of Appointment:

	a
	Start DBS check as soon as practically possible.

If portable DBS check accepted record details.
	

	b
	Complete Single Central Record – to include:

DBS Check.

Identity Checks (name, address and date of birth).

Right to work information.

Qualifications Checks for any qualifications legally required for the post.

For further guidance on DBS and Single Central Record please contact SPS
	

	c
	Follow up any outstanding references.
	

	d
	Undertake pre employment health checks.
	

	9.  Set up

	a
	Inform personnel and payroll provider to set up on payroll and issue contract.
	

	b
	Set up personal file for employee to include:

· References.

· Application form.

· Interview Paperwork.

· Offer letter.

· Copy of Right to work information and ID verification.

· Copy of qualification documents.
	

	c
	Interview paperwork for all candidates should be kept for 6 months following interview process.


	

	10. Follow- up checks

	a
	Where an employee has a time restriction to their stay/work in the UK, annual re-check of documentation should be undertaken.

Diary date when follow-up check is due:
	

	b
	Where an employee is offered a temporary or fixed term contract, the employment should be reviewed.
Diary date when follow up check is due:
	


Appendix 2A                                                    

Portal House School

CONFIDENTIAL REFERENCE FOR A TEACHER

The applicant named below has applied for the specified position at Portal House School and has named you as a referee. I would be grateful if you would please indicate, by ticking appropriate boxes, which comments most closely match your knowledge of the applicant and provide the further information requested. If you are unable to comment on any of these points please state why.

Name:










Post Applied for:

4) Current Employment

Job Title:






Date Appointed:

For how long have you known the applicant?

In what capacity are they known to you?

TEACHING ABILITY (teachers only)

· Excellent
      


(
· Good        



( 

· Adequate 



(
· Areas of concern 


(
RELATIONSHIPS WITH PUPILS

· Builds excellent relationships with pupils



(
· Builds good relationships with 

pupils



(
· Some relationship issues for pupils




(
· Inability to form positive relationships with many

pupils



(
BEHAVIOUR MANAGEMENT


· Maintains excellent behaviour 
(
· Pupil behaviour generally good
(
· Needs to be supported with pupil behaviour



(
· Has difficulty maintaining good behaviour



(
SUBJECT KNOWLEDGE (teachers only)

· Excellent


(
· Good


(
· Adequate


(
· Areas of concern

(
RELATIONSHIP WITH PARENTS

· Excellent


(
· Good


(
· Some issues

(
· Does not relate well to 

Parents


(
RELATIONSHIP WITH COLLEAGUES

· Well liked by all

(
· Well liked by majority
(
· Associates with small group of colleagues


(
· Distances him/herself from colleague

TEAMWORK

· first class team member/leader 

                                                                 
(
· proactive team member with

positive views


(
· joins in when asked

(
· prefers to work alone

(
ABILITY TO KEEP TO DEADLINES

· deadlines always met


(
· most deadlines met


(
· deadlines sometimes met

(
· deadlines rarely met


(
PUNCTUALITY

· Never late                                 
(
· Occasionally late


(
· Frequently late


(
· Poor punctuality record

(
ATTENDANCE

· Rarely absent

          
           
(
LEADERSHIP SKILLS (leadership posts)

· outstanding leadership qualities
(
· good leadership skills


(
· fair leadership skills


(
· has poor leadership skills & 

unlikely to develop further

(
· Frequently absent

(
· Occasionally absent

(
· Poor attendance record
(
OTHER INFORMATION

2)  Please give reasons & lengths of any absence in the past two years

3)  Do you have any reason to doubt the applicant’s honesty & integrity? If yes, please give details.

(  Yes    (  No

4)  With reference to the attached job description and person specification, do you consider that the applicant has the ability & is suitable to undertake the job described?

(  Yes    (  No

Please give details of relevant skills, knowledge and experience:

5) Are there any formal disciplinary or capability investigation(s), action(s) or warning (s) / sanction (s) live on file at the date of leaving employment?

Yes   (   No   (   If Yes, please give details:

6) Has the applicant been subject to any formal disciplinary procedures involving issues relating to the safety & welfare of children / young people.  This should include both current & expired warnings (s) / sanction (s).

Yes   (   No   (   If Yes, please give details and outcome:

7)  Have any allegations or concerns been raised about the applicant that relate to the safety & welfare of children & young people or the applicants behaviour toward children & young people? 

Yes   (   No  (     

If yes, please give details i.e. whether an investigation took place, what was the outcome / conclusion and how the matter was resolved:

8)  Are you completely satisfied that the applicant is suitable to work with children & young people? If not, please give specific details of your concerns & the reasons why you think they might be unsuitable.

9) Current Salary

If teacher :

Main Scale Teacher point: M

Upper Payscale point: UPS                                 Date appointed to current UPS point:

Additional Allowance:

Recruitment & Retention Allowance Value:

TLR Allowance Value:                                         Reason for Award of TLR:

Leadership Payscale Point: L


      Range:

If current KCC employee:

Kent Scheme Payband and Point

If non teaching or KCC employee, please state salary if known:

10) If you were looking to appoint to a similar post would you (please circle as appropriate):

A
Go out of your way to appoint this applicant.

B
Be happy to appoint or retain this applicant.

C
Be prepared to appoint or retain this applicant if there were no better applicants.

D
Definitely not appoint or retain this applicant

E 
It is not our organisation’s policy to reappoint

11) Please use the space below for any additional comments:

Signed:







Date:

Full Name: 







Position:

School/Organisation :

Please attached organisation’s stamp or letterhead

Thank you for your assistance in completing this form which is based on the requirements for references set out in the DfES guidance ‘Safeguarding Children: Safer Recruitment & Selection in Education Settings’ Ref: DfES/1568/2005

Please return the completed form to:
Mrs R. Bradley

Headteacher



Email: headteacher@portal-house.kent.sch.uk

Portal House School

Sea Street

St. Margaret’s at Cliffe
                                    Telephone: 
01304 853033


Dover

Kent  CT15 6SS

APPENDIX 2B

Portal House School

CONFIDENTIAL REFERENCE FOR A SUPPORT STAFF VACANCY

The applicant named below has applied for the specified position at Portal House School and has named you as a referee. I would be grateful if you would please indicate, by ticking appropriate boxes, which comments most closely match your knowledge of the applicant and provide the further information requested. If you are unable to comment on any of these points please state why.

Name:










Post Applied for:

1)  Current Employment

Job Title:






Date Appointed:

For how long have you known the applicant?

In what capacity are they known to you?

RELATIONSHIP WITH COLLEAGUES

· Well liked by all

(
· Well liked by majority
(
· Associates with small group of colleagues


(
· Distances him/herself from 
· colleagues
                        (
ABILITY TO KEEP TO DEADLINES

· deadlines always met


(
· most deadlines met


(
· deadlines sometimes met

(
· deadlines rarely met


(
ATTENDANCE

· Rarely absent

          
           
(
· Frequently absent


(
· Occasionally absent


(
· Poor attendance record


(
TEAMWORK

· first class team member/leader 

                                                                 
(
· proactive team member with

 positive views


(
· joins in when asked

(
· prefers to work alone

(
PUNCTUALITY

· Never late                                 
(
· Occasionally late


(
· Frequently late


(
· Poor punctuality record

(
Add other relevant criteria here

OTHER INFORMATION





7)  Have any allegations or concerns been raised about the applicant that relate to the safety & welfare of children & young people or the applicants behaviour toward children & young people? 

Yes   (   No  (     
If yes, please give details i.e. whether an investigation took place, what was the outcome / conclusion and how the matter was resolved
8)  Are you completely satisfied that the applicant is suitable to work with children & young people? If not, please give specific details of your concerns & the reasons why you think they might be unsuitable.

9) Current Salary

If current KCC employee:

Kent Scheme Payband and Point

If non teaching or KCC employee, please state salary if known:

10) If you were looking to appoint to a similar post would you (please circle as appropriate):

A
Go out of your way to appoint this applicant.

B
Be happy to appoint or retain this applicant.

C
Be prepared to appoint or retain this applicant if there were no better applicants.

D
Definitely not appoint or retain this applicant

E 
It is not our organisation’s policy to reappoint

11) Please use the space below for any additional comments:

Signed:







Date:

Full Name: 







Position:

School/Organisation :

Please attached organisation’s stamp or letterhead

Thank you for your assistance in completing this form which is based on the requirements for references set out in the DfES guidance ‘Safeguarding Children: Safer Recruitment & Selection in Education Settings’ Ref: DfES/1568/2005

Please return the completed form to:
Mrs R. Bradley

Headteacher

Portal House School

Sea Street

St. Margaret’s at Cliffe
                                           

Kent  CT15 6SS

Tel: 
01304 853033

Fax: 
01304 853526









 

Appendix 3

Employment References – ‘Dos’ and ‘Don’ts’
References form an important  element of the pre employment checks which  support recruitment decisions in schools. Whilst there is no legal obligation to provide a reference it is general practice in schools to do so.

Following a recent Employment Tribunal Case relating to employment references we look at best practice in relation to requesting and providing references.

In the case in question a job offer was withdrawn following the provision of an oral reference in which the employee's former manager disclosed to the recruting manager that the employee had experienced significant sickness absence in her previous role. The former manager implied that the sickness absence had affected her performance in her previous role and that she might struggle with the pressure of the new job. The tribunal found that the sharing of this negative health information played a key part in the decision to withdraw the offer and that this amounted to disability discrimination.

This case has highlighted some of the potential difficulties that may arise in relation to employment references. 

Here are our top 10 tips to help you get things right:

1. All offers of employment should be conditional and subject to the receipt of 2 satisfactory written references.
 

2. References should be sought from a candidates' current or most recent employer with their prior permission. In the case of  previous employment in a school - the reference should be sought from the headteacher.  Where any candidate is not currently working with children but has done so in the past it is important that a reference is also obtained from that employer. 
 
3. References should be sought prior to interview to enable any issues to be explored with the candidate  as part of the selection process.
 
4. In accordance with the Equality Act prospective employers are not permitted to ask about health / disability in a reference which is sought prior to a job offer being made.  Once an offer is made a second reference may be sought specifically asking about health issues - however candidates should be advised any 2 stage reference process.
 
5. Prospective employers should request a written reference - verbal  and open references are not recommended. 
 
6. For Safeguarding purposes references should specifically ask whether the referee is completely satisfied of the applicants suitability to work with children and should also request details of any substantiated  safeguarding allegations.  It should be noted that references should not ask about allegations which are unsubstantiated / unfounded or malicious.
 
7. In accordance with the School Staffing Regulations  maintained schools are required to pass on information to prospective employers about teachers and Headteachers, who have been subject to formal capability procedures. Therefore, when requesting a reference the a a prospective school may enquire whether a teacher has been subject to their school’s capability procedure in the 2 years prior to the date the reference is requested.
 
8. A reference may ask about any current formal disciplinary warnings  but can not ask about expired sanctions or informal warnings.
 
9. Referees have a duty to ensure any information provided is a true, accurate and fair representation.  References should offer objective facts and not opinions and the referee should be able to objectively justify any negative comment which are made.
 
10. An individual may ask to see their reference. Whist there is no legal obligation on the referee to share the contents the new / prospective employer may  do so.  If the individual believe that information provided is unfair or misleading they may seek damages against the previous employer.
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Policy:
                  RECRUITMENT AND SELECTION


This Policy has been approved by the Governing Body of Portal House School

Signed: …………………………………………………… (Chairman of Governors)

Date: ………………………………………………………

Signed: …………………………………………………… (Head Teacher)

Date: ………………………………………………………

Review Date:   ____________________________________

2) Please give reasons & lengths of any absence in the past two years





3) Do you have any reason to doubt the applicant’s honesty & integrity? If yes, please give details,





( Yes           (  No














4) With reference to the attached job description and person specification, do you consider that the applicant has the ability and is suitable to undertake the job described?





( Yes           (  No





Please give details of relevant skills, knowledge and experience:





5) Are there any formal disciplinary or capability investigations(s), action(s) or warning(s)/sanction(s) live on file at the date of leaving employment?





( Yes           (  No














6) Has the applicant been subject to any formal disciplinary procedures involving issues relating to the safety & welfare of children/young people.  This should include both current & expired warning(s)/sanction(s).





( Yes           (  No    If YES please give details and outcome:


















