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Context 
 
The Lion Works School is an Independent special school. We are part of an ethical and progressive 
organisation that believes it can achieve real change for children, young people and their families.  
 
The Lion Works School is situated within the BCP local authority. We offer an academic and 
vocational specialist learning provision across KS3, KS4 and Post 16 aiming to reduce barriers to 
enable successful learning experiences and outcomes. There are a variety of routes a student can 
take, which include GCSEs, BTECs and other accredited qualifications whilst building confidence, 
improving wellbeing, enabling self-regulation and increasing attendance.  Our school is full of life 
and has a wealth of resources to spark interest and ignite that passion to achieve, equipping our 
students for everyday life and the opportunities that await them. 
 
We adhere to the values of ARC: 
 
Ambi%on 
Resilience 
Community 
 
The Lion Works School operates within the SPELL framework. SPELL is The National Autistic Society’s 
framework for understanding and responding to the needs of children and adults on the autism 
spectrum. It focuses on five principles that have been identified as vital elements of best practice in 
autism and emphasises ways to change the environment and our approaches to meet the specific 
needs of each person. 
 
SPELL stands for Structure, Positive approaches and expectations, Empathy, Low arousal, Links: 
 

Structure 
Structure makes the world a more predictable, accessible and safer place. 
We can support people on the autism spectrum in creating structured 
environments using visual information.  

Positive 
(approaches and 

expectations) 

We must seek to establish and reinforce self-confidence and self-esteem 
by building on natural strengths, interest and abilities. 

Empathy 
We must try to see the world from the standpoint of the autistic child or 
adult, knowing what it is that motivates or interests them but importantly 
what may also frighten, preoccupy or otherwise distress them. 

Low arousal 
Approaches and the environment need to be calm and ordered in such a 
way so as to reduce anxiety and aid concentration. 

Links 
Autistic people, their parents or advocates should be seen as partners. 
Open links and communication will reduce the risk of misunderstanding, 
confusion or the adoption of fragmented, piecemeal approaches. 
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Aims 
 
This policy aims to outline how we ensure the safer recruitment of staff to uphold our commitment 
to safeguarding and promoting the welfare of our students.The school has a proactive and dedicated 
culture of safeguarding and safer recruitment is a vital component of this. 
 
 
Legislation and Guidance 
 
This policy is based abides by and is informed by the following statutory and non-statutory 
information: 
Keeping Children Safe in Education 2024 (part Three as well as wider guidance) 
The Independent School Standards 2014 Part 4, suitability of staff, supply staff and proprietors 
 
 
Recruitment and Selection Process 
 
To make sure we recruit suitable people, we will ensure that those involved in the recruitment and 
employment of staff to work with children have received appropriate safer recruitment training (see 
log in appendix 1). We have put the following steps in place during our recruitment and selection 
process to ensure we are committed to safeguarding and promoting the welfare of children.  
 
For each role advertised a member of the school team, usually Senior Leadership, will be appointed 
as the “responsible recruiting person”. They are responsible for ensuring all aspects of this policy are 
followed when recruiting for the advertised position. This responsibility rests with the headteacher 
who may delegate it accordingly. 
 
Advertising 
 
When advertising roles, we will make clear: 

- Our school’s commitment to safeguarding and promoting the welfare of children 
- That safeguarding checks will be undertaken 
- The safeguarding requirements and responsibilities of the role, such as the extent to which 

the role will involve contact with children 
- The person specification and job description or a link or description to where these can be 

found 
- Whether or not the role is exempt from the Rehabilitation of Offenders Act 1974 and the 

amendments to the Exceptions Order 1975, 2013 and 2020. If the role is exempt, certain 
spent convictions and cautions are ‘protected’, so they do not need to be disclosed, and if 
they are disclosed, we cannot take them into account 

- CVs can be accepted as part of an application, but a school application form must also be 
completed 

 
 

https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
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Application Forms 
 
Our application forms will: 
 

- Include a statement saying that it is an offence to apply for the role if an applicant is 
barred from engaging in regulated activity relevant to children (where the role involves 
this type of regulated activity) 

- Include a copy of, or make reference to, our Child Protection and Safeguarding Policy 
 
Shortlisting 
 
Our shortlisting process will involve at least 2 people and will: 
 

- Consider any inconsistencies and look for gaps in employment and reasons given for them 
- Explore all potential concerns 
- Ensure at least one shortlisting member has up to date and valid Safer Recruitment 

training 
 
Once we have shortlisted candidates, we will ask shortlisted candidates to complete a self-
declaration of their criminal record or any information that would make them unsuitable to work 
with children, so that they have the opportunity to share relevant information and discuss it at 
interview stage. The information we will ask for includes: 
 

- If they have a criminal history 
- Whether they are included on the barred list 
- Whether they are prohibited from teaching 
- Information about any criminal offences committed in any country in line with the law as 

applicable in England and Wales 
- Any relevant overseas information  
- Whether they are known to police and Local Authority Children’s Social Care 
- Sign a declaration confirming the information they have provided is true (if this is signed 

electronically then a hand signature will be required on the declaration at interview) 
-  

We will also carry out an online search on shortlisted candidates to help identify any incidents or 
issues that are publicly available online. These are recorded by the school and information is 
retained on these checks. They may be repeated periodically, or responsively, throughout an 
individual’s employment with the school. 
 
Seeking References and Checking Employment History 
 
We will obtain references before an interview, where possible. Any concerns raised will be explored 
further with referees and taken up with the candidate at interview.  When seeking references, we 
will: 
 

- Not accept open references  
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- Liaise directly with referees and verify any information contained within references with 
the referees 

- Ensure any references are from the candidate’s current employer and completed by a 
senior person. Where the referee is school based, we will ask for the reference to be 
confirmed by the headteacher/principal as accurate in respect to disciplinary 
investigations 

- Obtain verification of the candidate’s most recent relevant period of employment if they 
are not currently employed 

- Secure a reference from the relevant employer from the last time the candidate worked 
with children if they are not currently working with children 

- Compare the information on the application form with that in the reference and take up 
any inconsistencies with the candidate 

- Resolve any concerns before any appointment is confirmed   
- Confirm validity of reference with a phone call, usually to the referees’ place of work 

during working hours 
 
Interview and Selection 
 
When interviewing candidates, we will:  
 

- Probe any gaps in employment, or where the candidate has changed employment or 
location frequently, and ask candidates to explain this 

- Explore any potential areas of concern to determine the candidate’s suitability to work 
with children 

- Record all information considered and decisions made 
- Ensure at least one member of the interview panel has up to date and valid Safer 

Recruitment training 
- Ask why the candidate is interested in this post and why they want to work with children 
- Ask questions exploring their relevant experience 
- Provide tasks and opportunities for the candidate to be observed interacting with children 

 
Pre-Appointment Vetting Checks 
 
We will record all information on the checks carried out in the school’s single central record (SCR). 
Copies of these checks, where appropriate, will be held in individuals’ personnel files. We follow 
requirements and best practice in retaining copies of these checks, as set out below. 
 
New Staff 
 
All offers of appointment will be conditional until satisfactory completion of the necessary pre-
employment checks. When appointing new staff, we will: 
 

-  Verify their identity (KCSIE 2024 paragraph 238 and ISS 18,2,C) 
- Obtain (via the applicant) an enhanced DBS certificate, including barred list information for 

those who will be engaging in regulated activity (see definition below). We will obtain the 

https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
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certificate before, or as soon as practicable after, appointment, including when using the 
DBS update service. We will not keep a copy of the certificate for longer than 6 months, 
but when the copy is destroyed we may still keep a record of the fact that vetting took 
place, the result of the check and recruitment decision taken (KCSIE 2024 paragraph 238, 
bullet point 2 and ISS 18,2,A/D) 

- Obtain a separate barred list check if they will start work in regulated activity before the 
DBS certificate is available (KCSIE 24 paragraph 238, bullet point 3) 

- Verify their mental and physical fitness to carry out their work responsibilities via an 
employee health declaration form (KCSIE 2024 paragraph 238, bullet point 4 and 
ISS,18,2,C,I) 

- Verify 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 (KCSIE 2024  paragraph 
238, bullet point 5 and ISS,18,2,C,III) 

- Verify their professional qualifications, as appropriate (KCSIE 2024 paragraph 238, bullet 
point 7) 

- Ensure they are not subject to a prohibition order if they are employed to be a teacher 
- Carry out further additional checks, as appropriate, on candidates who have lived or 

worked outside of the UK. These could include, where available:  
- For all staff, including teaching positions: criminal records checks for overseas applicants. 

ISS 18,2 D 
- For teaching positions: obtaining a letter from the professional regulating authority in the 

country where the applicant has worked, confirming that they have not imposed any 
sanctions or restrictions on that person, and/or are aware of any reason why that person 
may be unsuitable to teach 

- Check that candidates taking up a management position* are not subject to a prohibition 
from management (section 128) direction made by the secretary of state (KCSIE 2024 
paragraph 262, bullet point 1 and ISS 18,2, B) 

* Management positions are most likely to include, but are not limited to, headteachers, principals 
and deputy/assistant headteachers. 
 
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. Where 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. 
KCSIE 2024 clause 239 specifies that there is no requirement for a school to carry out an enhanced 
DBS check on a new employee who has left employment in a school within the last three month, 
subject to 3 considerations. However, out of an abundance of caution, the school will in most cases 
complete an enhanced DBS check if the candidate is not on the live update service (and in 
possession of their original certificate) but has left employment with a school in the previous 3 
months. 
 
Regulated activity means (KCSIE 2024) a person who will be: 
 

https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
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- Will be responsible, on a regular basis in a school or college, for teaching, training 
instruc%ng, caring for or supervising children 

- Will be working on a regular basis in a specified establishment, such as a school, or in 
connec%on with the purposes of the establishment, where the work gives opportunity for 
contact with children, or 

- engage in in%mate or personal care or healthcare or any overnight ac%vity, even if this 
happens only once. 
 

Existing Staff 
 
In certain circumstances we will carry out all the relevant checks on existing staff as if the individual 
was a new member of staff. These circumstances are when: 
 

- There are concerns about an existing member of staff’s suitability to work with children; or  
- An individual moves from a post that is not regulated activity to one that is; or 
- There has been a break in service of 12 weeks or more  

 
We may refer to the LADO for advice in this situation.  
 
We will refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or vulnerable 
adult where: 
 

- We believe the individual has engaged in relevant conduct; or 
- We believe the individual has received a caution or conviction for a relevant (automatic 

barring either with or without the right to make representations) offence, under the 
Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous 
Provisions) Regulations 2009; or 

- We believe the ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a 
child or vulnerable adult or put them at risk of harm); and 

- The individual has been removed from working in regulated activity (paid or unpaid) or 
would have been removed if they had not left  
 
 

Agency and Third-Party Staff 
 
We will obtain written notification from any agency or third-party organisation that it has carried out 
the necessary safer recruitment checks that we would otherwise perform. We will also check that 
the person presenting themselves for work is the same person on whom the checks have been 
made. 
 

 
 
 
 
 

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs#relevant-conduct-in-relation-to-children
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made
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Contractors 
 
We will ensure that any contractor, or any employee of the contractor, who is to work at the school 
has had the appropriate level of DBS check (this includes contractors who are provided through a PFI 
or similar contract). This will be: 

- An enhanced DBS check with barred list informa%on for contractors engaging in regulated 
ac%vity 

- An enhanced DBS check, not including barred list informa%on, for all other contractors who 
are not in regulated ac%vity but whose work provides them with an opportunity for regular 
contact with children  
 

We will obtain the DBS check for self-employed contractors. We will not keep copies of such checks 
for longer than 6 months. Contractors who have not had any checks will not be allowed to work 
unsupervised or engage in regulated ac%vity under any circumstances. We will check the iden%ty of 
all contractors and their staff on arrival at the school.  
 
Students frequently akend school via dedicated taxi transport provided by the local authority. School 
staff will confirm the iden%ty of drivers and record their iden%ty at each collec%on. The school will 
obtain and hold on file wriken confirma%on from each relevant local authority that all transport staff 
used have had appropriate checks completed. 
 
The school will hold on file wriken confirma%on from the Child and Adolescent Mental Health 
Service (CAMHS) that all of their staff have had the relevant checks completed on them in line with 
KCSIE legisla%on. 
 
 
 

Trainee/Student Teachers 
 
Where applicants for initial teacher training are salaried by us, we will ensure that all necessary 
checks are carried out. Where trainee teachers are fee-funded, we will obtain written confirmation 
from the training provider that necessary checks have been carried out and that the trainee has 
been judged by the provider to be suitable to work with children. In both cases, this includes checks 
to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations 
and Childcare Act 2006. 
 
 
Volunteers 
 
We will: 
 

- Never leave an unchecked volunteer unsupervised or allow them to work in regulated 
activity 

- Obtain an enhanced DBS check with barred list information for all volunteers who are new 
to working in regulated activity  
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- Carry out a risk assessment when deciding whether to seek an enhanced DBS check 
without barred list information for any volunteers not engaging in regulated activity. We 
will retain a record of this risk assessment 

- Ensure that appropriate checks are carried out to ensure that individuals are not 
disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. 
Where we decide 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. This will include 
our evaluation of any risks and control measures put in place, and any advice sought 

 

 
 
The School Board 
 
All members of the School Board will have an enhanced DBS check without barred list informa%on. 
They will have an enhanced DBS check with barred list informa%on if working in regulated ac%vity. 
The legal proprietor will have their DBS check countersigned by the secretary of state. All proprietors 
and School Board members will also have the following checks: 
 

- A sec%on 128 check (to check prohibi%on on par%cipa%on in management under sec%on 
128 of the Educa%on and Skills Act 2008).  

- Iden%ty 
- Right to work in the UK 
- Other checks deemed necessary if they have lived or worked outside the UK 

 

 
 
Staff Working in Alternative Provision Settings 
 
Where we place a student with an alternative provision provider, we obtain written confirmation 
from the provider that they have carried out the appropriate safeguarding checks on individuals 
working there that we would otherwise perform. 
 
 
Adults who Supervise Students on Work Experience 
 
When organising work experience, we will ensure that policies and procedures are in place to 
protect children from harm. We will also consider whether it is necessary for barred list checks to be 
carried out on the individuals who supervise a student under 16 on work experience. This will 
depend on the specific circumstances of the work experience, including the nature of the 
supervision, the frequency of the activity being supervised, and whether the work is regulated 
activity. 
 
 
 
 

https://www.legislation.gov.uk/ukpga/2008/25/section/128
https://www.legislation.gov.uk/ukpga/2008/25/section/128
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Monitoring Arrangements 
 
This policy will be reviewed annually by the headteacher. This policy has been agreed by the CEO 
who will do so with guidance and advice from the School Board. 
 
 
Links with other Policies 
 
This policy should be read in conjunction with the following: 
 

- Child Protection and Safeguarding Policy 
- Single Central Record Policy 
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Appendix 1 – Safer Recruitment Training Log 

STAFF 
MEMBER(S) 

TRAINED 

ROLE IN 
SCHOOL 

TRAINING 
RECEIVED 

DATE 
COMPLETED 

TRAINER / 
TRAINING 

ORGANISATION 

SUGGESTED 
REVIEW 

DATE 

Bruno  
Davis CEO 

Safer 
Recruitment 
in Education 

01.03.2024 Educare 01.03.2025 

Caroline 
Chadwick 

Administration 
Support 

Safer 
Recruitment 
in Education 

19.06.2024 Educare 19.06.2025 

David  
Farley Board Member 

Safer 
Recruitment 
in Education 

05.03.2024 Educare 05.03.2025 

Sarah 
Rempel Board Member 

Safer 
Recruitment 
in Education 

23.06.2024 Educare 23.06.2025 

Eleanor  
Vinall Board Member 

Safer 
Recruitment 
in Education 

30.12.2023 Educare 30.12.2024 

Kelly 
Twitchen 

Deputy 
Headteacher 

Safe 
Recruitment 
in Education 

15.06.2024 Educare 15.06.2025 

Justine 
Collinson Headteacher 

Safer 
Recruitment 
in Education 

07.09.2024 Educare 07.09.2025 

Daniel 
Ringrow 

Assistant 
headteacher 

Safer 
Recruitment 
in Education 

30.06.2024 Educare 30.06.2025 
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Appendix 2 – KCSIE Flowchart Showing which Disclosure and Barring Service Check is 
Required
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Appendix 3 - Declaration for External Providers of Student Contact Services 

This form confirms that, I (insert name………………), as a senior and suitably authorised representative 

of (insert company/organisation name…….), am declaring that all individuals provided via the 

aforementioned organisation to work at, with or in contact with students of, The Lion Works School 

have had the following checks completed and a record is retained of these checks: 

- An identity check that complies with KCSIE paragraph 232, as well as reference to the ISS 

21.3(a). As well as this the organisation is aware of and complies with KCSIE and Local 

Safeguarding arrangements. 

- A check confirming the individual is not barred under section 128 of the Education and 
Skills Act 2008 or section 142 of the Education Act 2002 and a check with Disclosure and 
Barring service barred list 

- An Enhanced Disclosure and Barring Service check with children’s barred list 

- Right to work in the UK checks 

I confirm that these checks were completed, there is a record of these checks, a record of who made 

the checks and the date on which those checks were made. 

Name Position Date 

   

Signature  

 

 

 

 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://www.legislation.gov.uk/ukpga/2008/25/section/128
https://www.legislation.gov.uk/ukpga/2008/25/section/128
https://www.legislation.gov.uk/ukpga/2002/32/section/142#:~:text=142%20Prohibition%20from%20teaching%2C%20etc.&text=(a)may%20not%20carry%20out,in%20the%20direction%20are%20satisfied.
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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Appendix 4 - Flowchart showing Safer Recruitment Stages and Responsibilities 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Recruitment need identified and Responsible Recruiting Person identified 
• Made in compliance with “Advertising” section in Safer Recruitment policy 

Shortlisting of candidates 
• Completed by 2 people. At least 1 of whom has SR training. 
• Short listing form completed 

Candidates complete self-declaration form 
• Completed as per “shortlisting” section in Safer Recruitment policy 

References sought and employment history checked 
• Completed as per “Seeking references and checking employment history” section in Safer Recruitment 

policy 

Interview and selection 
• Completed as per “Seeking references and checking employment history” section in Safer Recruitment 

policy 

Pre-appointment checks 
• Completed as per “Pre-employment checks” section in Safer Recruitment policy 

Added to Single Central Record and given start date 
• New employee added to Single Central Record and given start date. Headteacher is now responsible for 

induction. 
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Appendix 5 - Online Searches One-Page Protocol  
 
TLWS – One Page Online Searching Protocol 
 
The Lion Works School are commiked to priori%sing the Safeguarding and protec%on of all its 
children and young people. 
 
As part of our safer recruitment prac%ces and in line with: KCSiE 2023, which states that: 
“establishments “should consider carrying out an online search as part of their due diligence on the 
shortlisted candidates”, 
 
TLWS will now be carrying out online checks on every shortlisted candidate prior to appointment. 
These procedures will be clearly outlined for poten%al applicants on the applica%on form and 
throughout the applica%on process. 
 
On the applica%on form, we include the following ques%on: 
 
In line with KCSiE 2024 requirements we are required to conduct an online search. Is this Ok?  
Yes No (Please circle) 
 
If the answer was ‘No’ this would raise ‘red flags’ for our organisa%on anyway and be recorded and 
followed up with the candidate. 
 
We will also request the following informa%on: 
 
Please provide the social media 
handles you use on:  

Twiker Instagram Facebook 

 
hkps://www.brownejacobson.com/educa%on/training-and-resources/legal-
updates/2022/06/keeping-children-safe-in-educa%on-2022-online-searches-for-shortlisted-
candidates 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
https://www.brownejacobson.com/education/training-and-resources/legal-updates/2022/06/keeping-children-safe-in-education-2022-online-searches-for-shortlisted-candidates
https://www.brownejacobson.com/education/training-and-resources/legal-updates/2022/06/keeping-children-safe-in-education-2022-online-searches-for-shortlisted-candidates
https://www.brownejacobson.com/education/training-and-resources/legal-updates/2022/06/keeping-children-safe-in-education-2022-online-searches-for-shortlisted-candidates


 

Author: Bruno Davis Page 17 of 23 ã The Lion Works School 
 

 
Appendix 6 – Post-Employment and SelecUon Request to Offer Form 

 
Date  Person comple2ng form  

 
Post being adver2sed  

 
Proposed start date  

Candidate name  
 

Summary of interview 
ques2ons and 
responses 

 
 
 
 
 
 

Summary of observed 
interac2on 

 
 
 
 
 
 

Experience and pay 
scale point 
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Any areas of concern 
that require further 
discussion/analysis 

 

Proprietary body notes 
Name  Posi2on   

Notes  

Approval to make 
offer of employment 

Yes No 
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Appendix 7: Criminal Record Self-DeclaraUon Form 
 
As part of our duty to safeguard pupils, we need to check whether you are barred from working 
with children, or whether you have convictions that would make you unsuitable to work with 
children or in the role you’ve applied for. 

Please complete the following form as accurately as possible. 

Note: you are not required to disclose convictions or cautions that are ‘protected’, as defined by 
the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). If you’re 
not sure whether one of your convictions is ‘protected’, you can check here. 

If you accidentally provide information about ‘protected’ convictions or cautions, we won’t take 
this into account.  

How we’ll use this information 

We’ll use the information in this form to: 

- Identify whether you may be ineligible for a role based on barring, a section 128 
direction or childcare disqualification requirements 

- Inform our conversations with you about any relevant details during the interview 
process 

We won’t use this information to make decisions about job offers.  

If we offer you a position, we’ll compare the information you’ve provided in this self-declaration 
with the information in your formal DBS check so that we only make decisions based on the most 
accurate information possible. 

Name  
 

Role  

 
Self-declara2on 

Ques2on Answer 
Delete this row if the job isn’t in a regulated ac%vity  
 
The role you’ve applied for is ‘regulated activity’, so is eligible for a 
barred list check. 

 

Are you barred from working in regulated ac%vity with children (i.e., are 
you included on the Disclosure and Barring Service Children’s Barred 
List)? 

Yes No 

https://www.gov.uk/tell-employer-or-college-about-criminal-record/check-your-conviction-caution
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Do you have any unspent condi%onal cau%ons or convic%ons under the 
Rehabilita%on of Offenders Act 1974? 

Yes No 

Do you have any adult cau%ons (simple or condi%onal) or spent 
convic%ons that are not protected as defined by the Rehabilita%on of 
Offenders Act 1974 (Excep%ons) Order 1975 (Amendment) (England and 
Wales) Order 2020? 

Yes No 

Have you commiked an offence overseas which would have resulted in 
disqualifica%on if it had occurred in the UK? 

Yes No 

Delete this row if the role is not management 
 
Are you subject to a sec]on 128 direc]on? 

Yes No 

Delete this row if the role isn’t covered by childcare disqualification 
requirements 

 

Have any orders relating to the care of children, as set out in schedule 
1 of the Childcare (Disqualification) and Childcare (Early Years 
Provision Free of Charge) (Extended Entitlement) (Amendment) 
Regulations 2018, been made in respect of you? 

This includes, but is not limited to: 

- Orders disqualifying you from caring for children 

- Orders disqualifying you from private fostering 

- Any refusal of an application for you to be registered in 
relation to a children’s home 

Care/child protec%on orders issued in respect of a child in your care 

Yes No 

Delete this row if the role isn’t covered by childcare disqualification 
requirements 

Have you been convicted of committing, or been given a caution, 
reprimand or warning since 6 April 2007 for, any offences set out in 
regulation 4 and schedules 2 and 3 of the Childcare (Disqualification) 
and Childcare (Early Years Provision Free of Charge) (Extended 
Entitlement) (Amendment) Regulations 2018? 

This includes, but is not limited to: 

- Any offence against or involving a child 

- Any sexual offence 

- Any violent offence, i.e. murder, manslaughter, kidnapping, 
false imprisonment, actual bodily harm (ABH), or grievous 
bodily harm (GBH) 

Yes No 

Do the police or children’s social care have your name and/or   
information on file for any reason? 

Yes No 
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If you answered ‘yes’ to any of the questions above, please provide further information. 

 
 
 
 
 
 
 
I confirm that the information above is accurate to the best of my knowledge, and that I will 
make the school aware of any changes in my circumstances that may affect the answers I’ve 
provided above, or my suitability for the post. 

 

Signed:                                                                                             Date: 
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Appendix 8 – New Staff Health Self-DeclaraUon Form 
Name  

 
Role  

Do you have any health condi%on that affects you in the following ways or any of the condi%ons 
listed below? If ‘yes’, please give full details. 
Condi2on Yes No Treatment (in the last five years, current or 

planned in the future) 
Any condi%on that affects your 
physical ability to walk, balance, 
bend, kneel or lio a child or 
young person. 

Yes No  

Any condi%on that might make 
you become confused or 
disorientated. 

Yes No  

Any condi%on that affects your 
hearing in any way (aoer 
correc%on with a hearing device). 

Yes No  

Any condi%on that affects your 
eyesight in any way (aoer any 
lens correc%on). 

Yes No  

Depression, stress-related or 
emo%onal issues, or any other 
condi%on that causes anxiety, 
panic akacks, mood swings or 
anger. 

Yes No  

Any condi%on that causes severe 
pain. 

Yes No  

Any condi%on that causes 
excessive drowsiness. 

Yes No  

Epilepsy or any other condi%on 
that causes blackouts, fits or 
fain%ng. 

Yes No  

Any heart problems. Yes No  
Diabetes. Yes No  
Asthma or any other breathing 
difficul%es.   

Yes No  

Any alcohol or drug dependency 
or misuse. 

Yes No  

Any significant infec%ous diseases 
such as tuberculosis or hepa%%s, 
which may pose a risk if not 
treated. 

Yes No  

Any mental health disorder. Yes No  
Medica2on 
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Are you taking any medica%on which may affect your suitability to care 
for children? 
If ‘yes’, please complete this sec%on below 

 
Yes 

 
No 

Medica2on name Reason for medica2on Dosage How long you’ve been 
taking medica2on 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

In the past five year have you: 

had any other medical problems or degenerative conditions that may 
affect your suitability to care for children 

 

 
Yes 

 
No 

been admitted to hospital or had outpatient treatment for any other 
reason? 
 

 
Yes 

 
No 

If yes to any of the above, please provide details 
 
 
 
 
 

DeclaraUon 
I declare that to the best of my knowledge the answers given to the ques%ons above are full and 
correct. I understand that a failure to declare anything could count as gross misconduct. As this 
role is in a “regulated ac%vity” any akempt to mislead or conceal informa%on could result in me 
being referred to the Local Area Designated Officer or the DBS referral service. 
Signed  
Print name  
Date  

 


