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Safer Recruitment at Beech Hill School

Safer recruitment practice aims to minimise the risk of appointing an individual who is
unsuitable to work in a post where they would be in contact with children or vulnerable adults
and could cause them harm.

Beech Hill School is fully committed to the principles of safer recruitment.

Our selection processes observe best practice in selecting the appropriate candidate by
ensuring equality of opportunity for all applicants whilst excluding any who may be unsuitable
to work with our children. All candidates are expected to understand their own duties and
responsibilities in regard to child protection and safeguarding with due relevance to the specific
post advertised.

The Disclosure and Barring Service (DBS) helps employers to make safer recruitment
decisions and thus prevent unsuitable people from working with vulnerable groups, including
children. It is a criminal offence for a barred individual to be offered (or indeed to apply for, or
to accept an offer of) employment in certain designated posts (those which involve working
with children in what is defined as regulated activity).

Accordingly, all of the following steps will be taken as part of the recruitment processes:

v' confirmation of identity by sight of original official documents (passport, photocard
driving licence etc.)

v'confirmation of professional qualifications (those required to fulfil the post) by sight of
original documentation

v’ satisfactory references - a minimum of two written references (one of which must be
from most recent employer) will be taken up prior to interview (the identity of all
referees must be open to verification)

v social media screening on all shortlisted applicants

v full scrutiny of employment history with clarification to be sought (from candidate or
referees as appropriate) in the event of identified gaps or discrepancies

v all necessary checks relevant to the disqualification requirements relating to childcare
in accordance with the ‘Childcare (Disqualification) Regulations 2009’.
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In line with DBS regulations all candidates for relevant posts are required to provide details
of any relevant unspent convictions. Additionally, for those posts involving “regulated
activity”, all 'spent’ convictions must be disclosed under the Rehabilitation of Offenders Act
1974. The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975
(2013 and 2020) provides that when applying for certain jobs and activities, certain
convictions and cautions are considered ‘protected’. This means that they do not need to be
disclosed to employers, and if they are disclosed, employers cannot take them into account.

Guidance about whether a conviction or caution should be disclosed can be found on
the Ministry of Justice website.

A DBS check will be requested for appointments to all relevant posts and for those involved
in ‘regulated activity’ this will include an additional check of the Children’s Barred List. Any
conditional offer of appointment will be made strictly subject to both receipt of all required
documentation (as specified) and satisfactory verification of all checks as above.

Application Form Guidance

Please read these Guidance Notes carefully before completing the application form. The
application form is the first step in the recruitment process, which may lead to an interview
and the possible offer of a job. It is therefore important that you complete the application
form as fully as you can. We do not accept CV’s and therefore the information that you
supply on the application form is the only information that we consider when deciding
whether you should be shortlisted.

General Information

Please read the job description, person specification, advertisement and any other papers
carefully, before filling in the form, and use this information to make your application relevant
to the post.

Please use black ink or type your application form — this helps when the applications are
photocopied.

Do not send a CV with your application — we believe that asking all applicants to complete
an application form ensures fairness and consistency in our recruitment process.

Do not submit the same application form for more than one job. Tailor each application to fulfil
the requirements for a particular job. Please endeavour to keep your application form neat
and tidy — the application form provides our first impression of you!

The selection criteria used for shortlisting are the skills, abilities, knowledge and experience
required to do a specific job. No assumptions will be made about these criteria. It is therefore

vital that you tell us how you meet the selection criteria.

Please return the application form by the closing date advertised.
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The Application Form

Personal Details — In accordance with the Data Protection Act and GDPR, the information
you provide on the application form will be used solely for the purpose of the recruitment
procedure and will not be used or passed on to any third party for any other reason. We
prefer to make contact through email, therefore make sure your personal e-mail address is
provided clearly and check your inbox regularly after the closing date (and your spam!)

References — In order to speed up the process of appointment we will make a request for
references before we interview you, unless you specify otherwise.

Recruitment Monitoring — The Family of Learning Trust operates a policy of equal
opportunity and fair treatment for employment and development. To assist in monitoring the
effectiveness of this policy, and for this reason only, applicants are asked to give details of
their ethnic origin, sex and any disability. The information you provide is used solely for
monitoring purposes. It will be treated as confidential and will be detached from your
application form on receipt. The information will not be seen by those who decide on the list of
applicants to be invited to interview.

Education, Qualifications & Training — Please include all your education, qualifications &
training, both informal and formal. You may be asked to produce certificates confirming
gualifications at a later stage.

Present/Recent Employment — Starting with your present employer, please complete this
section in date order, beginning with your most recent job and listing all work undertaken, paid
and voluntary, since leaving school. Please account for any breaks/gaps in employment
history since leaving full time education. Please continue this section on a separate sheet if
necessary.

Skills, Abilities, Knowledge & Experience — This section is the most vital part of the form.
You may be one of many people applying for a job, so your application needs to stand out by
showing your suitability against the person specification. You should provide examples of how
you meet the skills, abilities, knowledge and experience identified, these can be non-work
based if necessary.
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