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1.Purpose 

The purpose of this policy is to ensure a coherent and consistent approach to recruiting and 

retaining staff of the highest calibre who will help to achieve the Poles APart AP’s vision. We 

believe that our staff are our most important resource and that our students’ learning should 

be managed by highly motivated, caring, highly skilled staff. 

This policy is used in conjunction with the Safeguarding and Child Protection Policy.  

 

2.Roles and Responsibilities 

The directors and HR lead will; 

● evaluate, at least annually, and whenever a vacancy arises, the staffing structure to 

ensure that it meets the changing needs of the provision; 

● review regularly the documentation provided for potential applicants for posts to 

enable them to make well informed decisions about whether to apply; 



 

 

 

 

   
 

● monitor the number and role of support staff to ensure that their skills and talents, 

and those of the teachers, are used to the full; 

● use the performance management strategy to identify, share and celebrate good 

practice and to generate evidence for salary reviews; 

● Identify who is going to manage the induction, mentoring and continuing professional 

development of staff; 

● ensure that appropriate checks are carried out on all applicants for positions in the 

provision– paid and voluntary. This will include checking identity, qualifications, 

professional and character references, health and physical capacity, previous 

employment history to ensure gaps are accounted for, and criminal records. 

● ensure that all decisions about salaries are based on evidence and are applied 

equitably; 

● use the full range of allowances available for recruitment and retention purposes. 

Such awards will be for a fixed period depending on the difficulty associated with 

finding and retaining suitable applicants and this period must be made clear at the 

outset and a review date set, after which they may be withdrawn; 

● when formulating the budget for the provision, take steps to ensure that the training 

needs identified in the provision's development plan and through the performance 

management process are addressed; 

● liaise with the DSL to ensure all current safeguarding procedures relating to 

recruitment are updated annually. 

3.Arrangements for Monitoring and Evaluation  

The directors and HR lead will annually oversee the monitoring of the working conditions 

(physical environment) of staff through direct observation and by seeking feedback from the 

staff. 

The policy itself will be reviewed regularly, at least annually, to ensure it reflects any changes 

in safeguarding legislation, recruitment practices, and best practices. 

4.Recruitment Procedures for Paid Staff       

Selection Panel  

When a vacancy occurs the HR department will choose a selection panel. This will consist of 

one senior member of staff, with at least one member of the panel having attended the Safer 

Recruitment training. The selection panel should consist of the same people throughout the 

selection process, although substitutes may have to be made in emergencies. 

 

 



 

 

 

 

   
 

Job Description                                                                                                                                    

Each job description will be created by designated staff to consider the main duties and 

responsibilities of the post. The multicultural needs, race, gender and disability will be 

considered.  

 

Personnel Specification 

The personnel specification will be reviewed using essential and preferred criteria for each 

post. 

Interviewing panel  

The composition of the interviewing panel and the structure of the selection process will be 

agreed upon by the Directors and the HR Lead. At least one member of the panel will have 

completed Safer Recruitment training; however, the preferred standard is for all panel 

members to hold this training. The selection timeline of dates will then be agreed between 

the panel.  

5.Advertisement      

Job vacancies will be advertised on appropriate platforms, including relevant social media 

and job listing websites, as agreed by the management team. The chosen platforms will be 

selected to attract a diverse range of suitable candidates and to ensure that no form of 

discrimination occurs in the recruitment process. 

A safeguarding statement will be included in all job advertisements to reflect the 

organisation’s commitment to promoting the welfare of children and young people. 

6.Information Pack    

An application pack will be sent to applicants on request. This will include; 

● An application form 

● A job description 

 

7.Shortlisting  

A shortlist will be agreed upon, and Poles APart application forms only will be accepted. 

Interview invitations are to be sent out within 5 days of shortlisting, depending on the number 

of applicants. 



 

 

 

 

   
 

Candidates will be informed that online searches may be done as part of pre-recruitment 

checks. At least one person conducting any interview for a post at an alternative provision 

will have undertaken safer recruitment training. This will cover, as a minimum, the contents 

of the Department for Education’s statutory guidance, Keeping Children Safe in Education, 

and will be in line with local safeguarding procedures.                                                                                                                   

Candidates will be subject to online searches as part of the pre-recruitment checks to ensure 

no safeguarding concerns arise. This is in line with KCSiE guidance. 

8.Selection Process 

● Invite the candidates for an interview giving details of time, tasks and who will be 

conducting the interview. 

● Letters/emails will be sent to non-successful candidates. 

 

9.Arranging the Interview  

The selection panel will decide upon the questions for each candidate and allocate questions 

for each panel member. 

 

10.Conducting the Interview 

● The interview room will be arranged. 

● An appointed person will welcome the candidate and show them to the room. 

● The questions will be asked, and a record will be kept of answers. These will be 

retained for one year. 

● The successful and unsuccessful candidates will be informed orally and in writing as 

soon as possible. 

● Debriefing will be offered to unsuccessful candidates, if they request this. 

 

11.References 

Two references will be sought including one from the most current employer and one from a 

previous employer. An email will be sent asking for specific details as follows; 

● Previous performance in an employed role, including strengths, weaknesses, 

timekeeping, attitude etc.  Any safeguarding issues will also be attained. 

● Any reference received will be followed up with a verbal verification phone call which 

will be logged. 

● 1 character reference and 1 employer reference will be accepted if the candidate 

does not have 2 previous employers.  



 

 

 

 

   
 

 

12.Employment Checks  

Offers of appointment will be provisional pending the following checks: 

● Verification of identity. 

● Obtaining (via the applicant) an enhanced Disclosure and Barring Service (DBS) 

certificate, including barred list information for those who will be engaging in 

regulated activity (see definition below).  

● Obtain a separate barred list to check if they will start work in regulated activity 

before the DBS certificate is available. 

● Ensuring their mental and physical fitness to carry out their work responsibilities. 

● Ensuring their right to work in the UK. We will keep a copy of this verification for the 

duration of the member of staff’s employment and for 2 years afterwards. 

● Checking their professional qualifications, as appropriate. 

● Ensuring they are not subject to a prohibition order if they are employed to be a 

teacher. 

● Carrying out further additional checks, as appropriate, on candidates who have lived 

or worked outside of the UK. Where available, these will include: 

● For all staff, including teaching positions: criminal records check for overseas 

applicants. 

● For teaching positions: obtaining a letter of professional standing from the 

professional regulating authority in the country where the applicant has worked. 

● We will ensure that appropriate checks are carried out to ensure that individuals are 

not disqualified under the 2018 Childcare Disqualification Regulations and Childcare 

Act 2006. When we take a decision that an individual falls outside of the scope of 

these regulations and we do not carry out such checks, we will retain a record of our 

assessment on the individual’s personnel file. This will include our evaluation of any 

risks and control measures put in place and any advice sought. 

●  If any applicant moves into a different role involving regulated activity after their 

initial checks, the individual will undergo a fresh DBS check. 

● We will ask for written information about previous employment history and check that 

information is not contradictory or incomplete. 

● We will seek references for all shortlisted candidates prior to interview where 

possible, in line with Keeping Children Safe in Education (KCSIE) guidance. This 

enables any concerns to be explored with the referee and discussed with the 

candidate during the interview process. Where it is not possible to obtain references 

before interview, they will be requested and thoroughly reviewed prior to any offer of 

employment being confirmed. All references will include specific questions regarding 

the applicant’s suitability to work with children and young people. Any discrepancies 

or concerns identified will be investigated and resolved before the candidate 

commences employment. 

● All new staff will be advised to join the DBS Update Service upon receipt of their 

Enhanced DBS certificate. This service will allow for regular monitoring and instant 

updates on any changes to their criminal record status. 



 

 

 

 

   
 

● For existing staff, we will ensure that a new DBS check is conducted every 3 years 

for those working in regulated activities. If a staff member is not registered with the 

DBS Update Service, a new check will be carried out as required. 

We will record all information on the checks carried out in the Alternative Provision's single 

central record (SCR). Copies of these checks, where appropriate, will be held in individuals’ 

personnel files. We follow requirements and best practices in retaining copies of these 

checks, as set out below. 

13.Appointment 

Following the interview, the successful candidate will be informed in writing, and the 

following information will be included: 

● Hours of work 

● Salary 

● Permanent or temporary appointment 

● Job title 

14.Probationary Period  

All appointments into the Poles APart will be made subject to a probationary period of three 

working calendar months.  At the end of the probationary period, and subject to a 

satisfactory report by the appropriate line manager, employees will undergo a probation 

review meeting with their appointed line manager, or HR Coordinator, and will complete a 

probation review form. The probationary period can be extended by a further 3 months 

should the individual’s line manager consider this appropriate.  If required, a mid-point 

review can be arranged if there are any concerns or issues with either the employer or 

employee. 

15.Exit Interview 

Poles APart AP wishes to ensure that, as an employer, we are providing policies, procedures 

and work practices that promote a positive environment which enables employees to carry 

out their duties proficiently. Feedback on the effectiveness of such policies, procedures and 

work practices ensures that they are appropriate and being implemented correctly in the 

organisation. It is practice, therefore, to conduct an exit interview with each employee prior 

to the date their employment terminates. 

Any employee whose contract of employment is terminating will be subject to an exit 

interview however some exceptions may apply, particularly if termination arises from the 

application of the disciplinary procedure. 



 

 

 

 

   
 

This interview will be conducted by a member of the HR team during the employee's notice 

period. As part of this interview, the employee will be asked questions related to their 

decision to leave and on their experiences in Poles APart AP; this will be dated and signed 

by both the employee and the individual conducting the interview and stored within their 

archived personnel file. 

 

 

16.Agency and Third-Party Staff, Contractors and Volunteers 

Poles Apart AP recognises its responsibility to ensure that all individuals who work with 

students, including employees, agency staff, contractors, and volunteers, are recruited, 

selected, and monitored in line with our Safer Recruitment procedures, regardless of their 

employment status. 

The following procedures apply to all agency and third-party staff, contractors, and 

volunteers:  

Pre-employment Checks: 

Before engaging any agency, contractor, or volunteer to work with students, Poles APart AP 

will ensure that the provider has conducted the necessary DBS checks, including an 

enhanced DBS check and barred list check (for regulated activity), as appropriate. 

Poles APart AP will ensure that any third-party agency has policies and procedures in place 

for safeguarding and recruitment that align with our own standards, and that they are 

compliant with the latest safeguarding guidance, including Keeping Children Safe in 

Education (KCSIE). 

We will request written confirmation from the agency that all necessary checks have been 

carried out, including identity checks, employment history verification, and references, prior 

to placement. We will also review their policies to ensure that they do not place individuals in 

regulated activity unless the appropriate checks have been completed. 

Monitoring Agency and Contractor Compliance: 

Poles APart AP will maintain a record of all third-party agency staff and contractors engaged 

in regulated activities, including details of the checks carried out. 



 

 

 

 

   
 

A representative from Poles APart AP will be responsible for ensuring that all external staff, 

including those placed by agencies, are adequately briefed on our safeguarding policies and 

procedures and that they understand their responsibilities in relation to safeguarding 

children. 

Poles APart AP will require regular updates from agencies on the status of the workers they 

supply, including any relevant performance or safeguarding concerns. The frequency of 

such checks will be agreed upon with the agency. 

Induction and Safeguarding Training: 

All third-party workers, including agency staff and contractors, will receive safeguarding 

information as part of their induction. This will cover the specific policies and procedures 

relevant to Poles APart AP, as well as the expectations around reporting concerns and 

conduct. 

Where third-party staff undertake roles involving direct contact with students, they will be 

required to read and confirm their understanding of the information provided on 

safeguarding, health and safety, and behaviour management. This process ensures that all 

external personnel are fully aware of, and adhere to, Poles Apart AP’s standards and 

approach to supporting and safeguarding students. 

  

Ongoing Risk Assessments and Reviews: 

Poles APart AP will carry out regular risk assessments regarding the involvement of third-

party staff and volunteers in the provision of services. This will ensure that there are no 

safeguarding risks associated with their role and that any concerns or incidents are 

addressed promptly. 

Reviews of third-party staff performance and adherence to safeguarding practices will take 

place during their engagement. This may include feedback from staff, students, and other 

stakeholders to ensure that they are fulfilling their responsibilities and meeting the standards 

expected by Poles APart AP. 

Termination of Engagement: 



 

 

 

 

   
 

Poles APart AP reserves the right to end the engagement of any third-party staff or volunteer 

who does not meet the safeguarding standards required by our provision, or who poses a 

risk to the safety and wellbeing of students. 

In the event of any safeguarding concerns regarding third-party staff, immediate action will 

be taken in accordance with the appropriate safeguarding protocols. Any breaches will be 

addressed in partnership with the relevant agency, and, if necessary, a referral will be made 

to relevant authorities, including the Disclosure and Barring Service (DBS) or the local 

safeguarding children partnership. 

Please refer to the Safeguarding and Child Protection Policy. 

16. Review 

This policy will be reviewed annually, or sooner if legislation or guidance changes. 

 

 

 

Designated Person:  HR Coordinator 

Review Date  Name  Actions  
Next 

Review  

11/09/23 Stacey Eggins 

Review of policy, updates 

completed where deemed 

necessary.  

11/09/24 

07/07/24 J. Blackstone 

Review of policy, updates 

completed where deemed 

necessary.  

07/07/25 

29/11/24 Amy Goodall 
Review of policy and KCSIE 

updates 
29/11/25 

06/10/2025 Indya Coggins 

Section 4- Edit relating to safer recruitment 

training 

Section 5- Addition of avoiding discrimination 

06/10/2026 



 

 

 

 

   
 

Section 12- Updates to requiring references 

Section 14- Probation period changed 

Section 15 – Addition to exit interview  

    

 

 


