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Policy: Recruitment & Vetting Policy 
 
 

Date Implemented: September 2021 

Review Date: September 2024 

Signature of Headteacher:  

Signature of Chair of Committee:   
 
Introduction 

This policy, procedure and supporting documents provides information and resources for 
all stages of the recruitment and selection process, including safer recruitment practices. 
At least one member of every interview panel will have up-to-date safer recruitment 
training. 
 
Throughout recruitment and selection processes, we will be mindful of our responsibilities 
under equalities legislation, ensuring their practices are not discriminatory and consider 
reasonable adjustments related to disability.  
.  
Purpose 
The purpose of this policy is to ensure that safe and fair recruitment practices are 
rigorously enforced and that the school adopts a coherent and consistent approach to 
recruiting and retaining staff of the highest calibre, who will help achieve the school’s 
vision.  We believe that staff are our most important resource and that our pupil’s learning 
should be managed by highly motivated and capable staff with relevant skills. 

 
Relationship to other policies. 
This policy relates to: 

• Keeping Children Safe in Education 

• Child Protection/Safeguarding Policy 

• Equality and Diversity Policy 

• Health & Safety Policy 

• Code of Conduct 

• Whole School Pay Policy  

• Appraisal/Performance Management Policy 

• Volunteer Agreement Policy 
 
 

Identification of the need for an appointment 
The staffing structure and need for certain posts will be assessed when a member of staff 
leaves, when the budget is under review or at other appropriate times. 

 
Documentation 
Before advertising, the head teacher (or a member of SLT) will ensure appropriate 
documentation is available for prospective applicants including an up-to-date job 
description and person specification.  
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Advertising 
Once the need for an appointment has been identified, the school will consider the most 
appropriate way of advertising the post and the best way of reaching the most suitable 
target audience. The school will then proceed to advertise internally, locally and/or 
nationally as appropriate. Advertisements will carry information about the school and post 
and reference to the school’s policy on safeguarding children. 
 
 Potential candidates will be provided with the following: 

• School website links 

• An up-to-date Job description and person specification 

• Details of how to apply and the closing dates 

• Information about the school and whether it will be possible to make an exploratory 
visit prior to applying and in line with the latest Government guidelines (relating to 
Covid-19) 

• An application form 

• A statement of commitment to safeguarding children and young people (see below). 
 

Riverwalk School safeguards and promotes the welfare of students and requires all staff 

and visitors to share this commitment. An enhanced DBS check is required for all 

successful applicants. 

 
Applications and shortlisting 
An appointment team will be established at this stage which will usually consist of: 

• The headteacher or other senior member of staff 

• Other relevant staff e.g., HR Officer or the line manager where this is not either of 
the above 

• One or more governors where practical 

• Local authority guidance sets out in more detail how the selection process applies 
to Deputy and Headteachers 
 

Once the closing date has passed, the appointment team will shortlist the candidates using 
criteria established within the person specification. Shortlisted candidates will then be 
invited for interview explaining that referees will be contacted and given further information 
about what they need to do in preparation. This will include bringing appropriate 
documentation so that a DBS check can be initiated for the successful candidate. 
Shortlisted candidates will be asked to complete and return a copy of the Disclosure of 
Criminal Convictions, Cautions, Reprimands, Bind overs document (Appendix A). 
 
Selection Procedures 
Interviews will normally take place over the course of a day – more if it is a senior post. 
The day will normally start with a welcome and introduction by a member of SLT and 
where appropriate (e.g., Covid-19 restrictions permitting), a tour of the school. Time will be 
set aside to provide candidates with information about the post and the team they will be 
working with. 

 
A variety of selection procedures will be used, relating to essential and desirable 
characteristics including competencies identified within the person specification for 
example: 
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The Interview Process  
Competency based questioning – candidates are asked a series of probing questions 
around past activities to establish what experience they have of typical situations e.g., 
managing challenging behaviours, safeguarding scenarios, what they did, what happened 
as a result, what they learnt about such situations, what they might do differently, what 
feedback they have received. 
 
Critical Incident interviewing – candidates are asked to talk about particular events or 
development in their career. This can provide insights into motives and ways of working. 

 
Time in Class - For teaching posts a lesson will need to be planned and observed 
(resources are provided and time allocated to prepare). This provides very important 
information especially about how well the candidates plan lessons, how they interact with 
pupils and how well they teach. This requires careful planning; classes are identified, and 
appropriate resources are gathered in readiness to share with the candidates.  
For support staff roles, time will be spent in class to allow pupil and staff engagement. 
Class teachers/leads are given observation recording sheets which are handed in to the 
interview panel at the end of the session.  

 
In-tray / e-mail response exercises - this show how effectively candidates can organise 
their work, prioritise, interpret and respond to messages.  Candidates may be asked to 
communicate their initial thoughts in writing if written communication is key or orally to a 
panel where their underlying assumptions and beliefs may be explored further. 

 
Presentation - useful for headteacher appointments or other senior posts where the ability 
to present information and ideas to parents and other stakeholders is important. 

 
Group exercise - a structured discussion or team building tasks with other candidates to 
assess team working and negotiation skills. 
 
The final interview - will involve key members of the appointment team. The panel will 
receive feedback from each of the various selection activities that have taken place and 
then proceed to agree questions for the final interview. Some candidates may already 
have been eliminated by this stage. 
 
Questions and tasks for all the above activities need to be planned in advance. All 
candidates must be given the same opportunity to provide evidence of competency 
against the chosen selection criteria. The agreed questioning framework should be 
followed for all candidates, but panellists may exercise discretion as to which 
supplementary questions they ask. If they feel there is a need to probe further, they should 
do so. However, If they believe they have sufficient evidence to make a judgment about an 
area of competency there is no need to ask further questions.  

 
It is entirely appropriate to ask candidates about issues arising from their initial application 
and from other selection methods used on the day. 

 
References 
References will be requested, prior to interview, from both of the referees (or more if 
necessary to cover the previous 5 years working history) nominated by the candidate, one 
of which should be an up-to-date employer referee i.e., current or the most recent 
employer where the candidate had experience of working with children or young people. 
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The school will request a written reference using standard pro-forma (appendix B). The 
school will request information about: 

• Dates of employment and job role 

• The candidate’s suitability for the post 

• Sickness / absence record 

• Disciplinary record 

• Whether there are any concerns about the candidate’s suitability to work with 
children or young people 

• Whether the referee would re-employ were there a suitable post. 
 
Where possible references will be read before the interview so that the panel chair may 
decide whether any issues arising can be investigated during the interview. If for whatever 
reason, references are not obtained before interview, the candidate should be asked 
during the interview if there is anything they wish to declare or discuss in light of the 
questions that have been or will be put to their referees.  Scrutiny of references should be 
thorough, and any concerns resolved to the satisfaction of the school before the candidate 
starts work. 

 
 For internally promoted posts a statement can be included by the Headteacher to confirm   
 that there are no safeguarding concerns or capability issues for the named member of 
staff.  
 
 Safeguarding procedures on the interview day 
 During the day, the following checks will be made 

• Proof of identity 

• Academic qualifications if appropriate 

• A DBS check will be initiated for the successful candidate – all candidates will be 
asked to bring appropriate documentation for this. 

• Candidates will be observed at all times when there may be contact with children 
and any concerns raised will be passed to the panel. 

• The candidate will be asked in the interview to explain any gaps in time on the 
application form 

 
Health 
Once a conditional offer of employment has been made, fitness for the post should be 
assessed through the school’s occupational provider normally by the completion of a Pre-
Placement Health Questionnaire (PPQ). Employment will not be confirmed until the school 
has received a written report stating the candidate is fit for the role.   
 
Under the Equality Act 2010 (to make reasonable adjustments) a person may not be 
appointed as a teacher or support staff to work in the school if they do not have the 
requisite health and mental and physical capacity.  Candidates are asked during interview 
if they are physically and emotionally well to meet the demands of the role, failure to 
provide truthful information at this time or during he PPQ can result in the job offer being 
withdrawn. 

 
The Right to work in the UK 
Under the Immigration, Asylum and Nationality Act 2006, employers are required to verify 
an employees right to work in the UK before employment begins. Riverwalk School will 
check, copy, and retain evidence of documents described in the acceptable documents list 
in line with current legislation. 
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Further checks if a person has lived or worked outside the UK 
Riverwalk School will ask any candidate who has lived outside the UK for more than six 
months in the past five years to obtain a criminal record check from the country they lived 
in.   
      
The appointment 
Taking all the evidence gathered, the panel makes its choice. The successful candidate is 
made a verbal offer of the post. If they accept, then they are sent a formal offer (Appendix 
C) which states that the appointment is subject to satisfactory completion of pre-
employment checks including health and DBS checks.  The unsuccessful candidates are 
informed and offered a debrief on their performance (if requested). 
 
After the Appointment 
The successful candidate will be sent a formal conditional offer of the post which they must 
respond to in writing. A contract of employment will be issued in due course (Appendix C). 
 
DBS and vetting 

• All staff and volunteers will, as appropriate, be checked with the Disclosure and 
Barring Service (DBS). 

• All staff and volunteers will, as appropriate, be checked against the prohibition lists 
if appointed after September 2014. 

• Candidates must confirm their identity by supplying official documents and must 
show their passport to prove their right to work in the UK. 

• When employing teachers or support staff from abroad, the school will carry out 
appropriate checks. 

• Teachers GTC numbers will be kept and recorded. 

• NI numbers will be obtained and recorded. 

• We will record the date, timing or reference of the check in an orderly and 
accessible way. 

• At interview panels, at least 1 member of the panel will have passed the ‘Safer 
recruitment’ training. 
 

• The school will abide by all the new DBS regulations, including making a 
referral to the DBS of any member of staff who has been dismissed or 
removed due to safe-guarding concerns or would have been if they had not 
resigned (see appendix 1). 

 
Once staff have been employed, we will keep a live central record (Single Central 
Record) that: 

 

• Gives the name of each staff member and confirmation of their identity has been 
verified. 

• Confirm the authenticity of their qualifications.  

• Show whether they have a criminal record, indicating when these details were last 
checked and by whom; and 

• Confirm that the local authority has carried out those checks and record the date, 
timing or reference of the check in an orderly and accessible way. 

• Using our vetting procedure to ascertain whether there is disqualification by 
association – this will be carried out on volunteers and agency workers too. 

• Volunteers will have an Enhanced DBS, show identification, and sign our volunteer 
agreement and interest form  
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• Other agency workers will be checked by the agencies, but we will hold a letter from 
their employer on file confirming they have fulfilled and are committed to their own 
safer recruitment procedures.  

 
Records of interviews 
The school will retain all interview documents for a minimum of 6 months, the list can 
include:  

• assessment and selection criteria used (person specification);  

• application of assessment and selection criteria (e.g., application form);  

• interview and other selection method notes (e.g., question proformas, test results);  

• reasons for decisions made.  

• any additional information such as copies of qualifications, etc.  
 

All recruitment paperwork relating to the successful candidate will be retained and placed 
on his/her personal file. Individuals are able to access all the paperwork relating to their 
recruitment process in accordance with the Freedom of Information Act. 
 
Documents relating to unsuccessful candidates will be kept securely and destroyed after 6 
months. 
 
Induction 
New members of staff will be assigned a class mentor/buddy to assist them with the on-
boarding process and be provided with an Induction Booklet. Key policies will be provided 
via online with access gained from My Concerns. A record will be made and kept on 
personal file of these documents having been provided and/or signposted as part of the 
induction.  
 
Probationary Period 
The performance of new staff will be rigorously monitored during a 6-month probationary 
period 
 
Casual Workers 
Recruitment of casual workers will be in line with this policy and all appropriate checks 
should be made on casual workers as would be done for permanent, fixed term and 
temporary staff. 
 
Monitoring, evaluation & review 
The school will evaluate its appointment procedures each year and make appropriate    
 revisions. This will include asking all or a selection of people involved in selection    
 procedures staff, governors, The LA HR Team and candidates how they can be    
 Improved.  
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APPENDIX A 

 

Disclosure of Criminal Convictions / Cautions / Reprimands / Bind overs 

(Spent and Unspent) 

Self-Disclosure Form  

Please read carefully the accompanying notes and then enter any convictions and cautions below.  

 

Please enter NONE if applicable  

Offence Date of conviction / caution 
/ reprimand / bind over 

              Sentence 

 

 

 

 

 

 

  

  
Please list below details of any pending prosecutions  
Please enter NONE if applicable  

Court to which 
summoned  

    Appearance 
date 

    Alleged offence 

 
 
 
 
 
 
 

  

 
I certify that i) I have read and understood the attached guidance notes; ii) to the best of my 
belief, the information I have entered is true and I understand that any false information or 
failure to disclose criminal convictions will result, in the event of employment, in a disciplinary 
investigation by the County Council / Governing Board, and is likely to result in dismissal.  
 
Name (please use CAPITALS): 

 
Signature:        Date:  
 
Post applied for:  
 

PLEASE COMPLETE THE FORM AND RETURN IT TO THE SCHOOL IN A 
CONFIDENTIAL ENVELOPE.  
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Notes of Guidance  
 
 
 

 

1. Under the Criminal Justice & Courts Services Act 2000 it is an offence for an individual who has been disqualified 

from working with children to knowingly apply for, offer to do, accept or do any work in a ‘regulated position’.  

2. As the post for which you are applying is one that will give you substantial unsupervised access to children and young 

people it is covered by The Rehabilitation of Offenders Act 1974 (Exceptions) Orders from time to time enacted and 

in force. You are therefore required to disclose `spent' as well as `unspent' criminal convictions, cautions or 

reprimands or bind overs and any pending prosecutions against you in line with the requirements below. 

3. The rules as to when a conviction or caution will be filtered are set out in legislation.  This states that a certificate 

must include the following: 

• Cautions relating to an offence from a list agreed by Parliament (see below) 

• Cautions given less than 6 years ago (where individual 18 or over at the time of caution) 

• Cautions given less than 2 years ago (where individual under 18 at the time of caution) 

• Convictions relating to an offence from a prescribed list (see below) 

• Where the individual has more than one conviction offence all convictions will be included on the certificate 

(no conviction will be filtered) 

• Convictions that resulted in a custodial sentence (regardless of whether served) 

• Convictions which did not result in a custodial sentence, given less than 11 years ago (where individual 18 

or over at the time of conviction) 

• Convictions which did not result in a custodial sentence, given less than 5.5 years ago (where individual 

under 18 at the time of conviction) 

A list of offences which will never be filtered from a criminal record check has been taken from legislation. 

4. The information you provide (by completing the form) will be treated as strictly confidential and will be considered 

only in relation to the post for which you are applying.  

5. Disclosure of a conviction, caution, reprimand, bind over or pending prosecution does not necessarily mean that 

you will not be appointed; a person’s suitability will be looked at as a whole in the light of all the information available, 

and in accordance with the Governing Board’s policy on the employment of ex-offenders, a copy of which can be 

obtained from the Governing Board.  A main consideration will be whether the offence is one which would make a 

person unsuitable to work in the capacity of the post applied for.  If you disclose information which you are not 

required to, this will be disregarded.  Any information provided which is not relevant to employment will be 

disregarded 

6. A conviction includes:  

a. A sentence of imprisonment, youth custody or in a young offenders institution; 

b. An absolute discharge, conditional discharge, bind over; 

c. A fit person order, a supervision or care order, a probation order or community punishment order or an 

approved school order arising from a criminal conviction;  

d. Simple dismissal from the Armed Forces, cashiering, discharge with ignominy, dismissal with disgrace or 

detention by the Armed Forces. 

e. Detention by direction of the Home Secretary; 

f. Remand centres, secure training centres or in secure accommodation;  

g. A suspended sentence; 

h. A fine or any other sentence not mentioned above.  

7. A caution is a formal warning about future conduct given by a Senior Police Officer, usually in a Police Station, after 

a person has admitted an offence.  It is used as an alternative to a charge and Positive Prosecution.   

8. A Reprimand has replaced a Caution for young people under 15.  A young person given a second formal warning 

about future conduct is then given a formal warning.  

9. A Bind over is an order which requires the defendant to return to Court on an unspecified date for sentence. 

10. Driving offences must be declared unless excluded by the criteria in 3. above.  

11. Failure to disclosure convictions, cautions, reprimands or bind overs and any pending prosecutions may, in the 

event of employment result in dismissal or disciplinary action by the governing board.  As the post for which you 

are applying falls within the category for which a criminal record disclosure is required, if you are selected for 

appointment, you will be required to apply for an enhanced Disclosure & Barring Service (DBS) disclosure.  A 

refusal to make such an application could prevent your employment. 

12. The information provided on this form will be held and processed in line with the school’s Data Protection Policy. 
The school will use/process this information for the duration of the recruitment process. This information will be 
shared with the shortlisting/interviewing panel, the authorised administrative officer and HR (where recruitment 
advice is sought).  Any further sharing of this information will not take place without seeking your prior written 
consent. 

 
 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
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 APPENDIX B  

 

DATE 

 

 
 

Dear  

Name of applicant:  

Position:  
 
The above-named person has been offered employment with Believe Engage Succeed Trust in the 
role of …………. 
 
To help us assess the candidate’s suitability for the role, I would be grateful if you could provide the 
information requested in the attached form.  If you prefer to provide a reference in narrative form 
rather than filling in the form, please feel free to do so, but please ensure that you reply on official 
headed paper, that you cover all the information requested in the “Essential Information” box on 
the form and address the reference to me personally.   
 
This post has unsupervised access to vulnerable people and is therefore exempt from the 
provisions of the Rehabilitation of Offenders Act 1974 (Exemptions Order) 1975.  It will not 
contravene the Act to disclose information that you may have in connection with this applicant 
regarding convictions that would otherwise be considered “spent”.  Furthermore, it is essential that 
you let us know if for any reason, in your opinion, ………… should not be employed to work with 
children or vulnerable adults or you have any concerns about their suitability for this post. 
 
Finally, Riverwalk School operates a system of open references.  Your reference should, therefore, 
be supplied in the knowledge that the applicant may request and be granted access to it.   
 
You can send your reference by post to the above address or by e-mail to 
pa@riverwalk.suffolk.sch.uk    
 
Thank you in advance for your co-operation and assistance in this matter.  
 
Yours sincerely, 

 
Jan Hatchell 
Headteacher 
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REFERENCE REQUEST FORM - ESSENTIAL INFORMATION 

Please continue on separate sheet if necessary 

Name of applicant:  Job title (in your employment): 

Start date: Date of leaving (where applicable): 

Reason for leaving: 

Current or most recent salary or salary point, plus any allowances: 

Capacity in which you know/knew the applicant: 

Length of time you have known/knew them in this capacity: 

In your view, does the applicant’s overall performance suggest that they are equipped to fulfil the responsibilities of the 

post for which they are applying?  (Please see enclosed Job Description and Person Profile.)  Yes/No   

If no, please comment: 

 

Is the applicant (or were they at the date of leaving your employment) subject to any informal or formal disciplinary or 

capability procedures (including investigations) or sanctions?  Yes/No   

If yes, please provide details: 

 

In the preceding two years, has the applicant been subject to any capability procedures?  Yes/No   

If yes, please provide details of the concerns which gave rise to this, the duration of proceedings and their outcome: 

 

 

(Regulation 8A of the School Staffing (England) Regulations 2009 requires schools (maintained or academy) to provide this 

information in relation to teaching posts.  For other posts, referees are asked to provide relevant information as part of their obligation 

to provide a fair and accurate reference.) 

Have any allegations or concerns been raised about the applicant that relate to the safety or welfare of children or young 

people or behaviour towards children or young people?   Yes/No 

If yes, in accordance with Safer Recruitment guidance, please include details of the outcomes of those concerns i.e. 

whether allegations or concerns were investigated, the conclusion reached and how matters were resolved.   

 

 

Is/Was their general attendance (unrelated to health) and punctuality good?  Yes/No   

If no, please comment: 

 

Would you re-employ the applicant?  Yes/No   

If no, please comment: 
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In your opinion, is there any reason why the applicant should not be employed to work with children or be employed in a 

school or Pupil Referral Unit environment?  Yes/No  

If yes, please comment: 

 

 

REFERENCE REQUEST FORM - FURTHER INFORMATION  

Please provide information under as many of the following headings as you feel able to/are relevant to your knowledge 

of the applicant, continuing on a separate sheet if necessary.  Please comment, to the best of your knowledge, on the 

applicant’s ability, typical performance or any specific activities they have undertaken in the following areas:  

Building and maintaining effective working relationships.  (If currently or previously employed in a school environment, please comment on relationships with 

pupils, parents, colleagues and the wider school community.) 

 

 

 

 

Willingness to learn and develop/continuous professional development.  (For headship appointments, please 

confirm NPQH status.) 

 

 

 

 

 

Flexibility.  (For example, willingness to undertake varied tasks and/or new methods commensurate with 

grade or professional standing) 

 

 

 

Team working.  (Ability to work co-operatively with colleagues and share responsibility for team outputs) 

 

 

Ability to prioritise work and meet deadlines 
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Ability to use own initiative appropriately 

 

 

 

Accepting responsibility for achieving requirements of role 

 

 

 

Communication, both written and verbal, with varying audiences 

 

 

 

 

Contribution to your organisation/general life of the school or unit 

 

 

 

 

For teaching appointments only: 

Lesson planning, teaching/delivery, monitoring/assessment and management of pupil behaviour.  (You may wish 

to comment on each area separately.) 

 

 

 

And for management or leadership posts only: 

People management and leadership skills 

 

 

 

 

Budget management skills 
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Relationships with senior management teams and/or other relevant agencies and organisations.  (For 

headship appointments, please comment on relationships with Governing Body/Management Committee 

Members.)  

 

 

 

 

In your opinion, are there any elements of the post that you think the applicant may have difficulty 

with?  Yes/No 

If yes, please comment: 

 

 

 

 

 

 

And finally, overall, how would you grade your recommendation for this applicant for the above 

post? 

(Please circle number) 

1. Recommended without reservation  

2. Strongly recommended 

3. Recommended (with reservations stated above) 

4. Recommend for your serious consideration 

5. Not recommended 

 

Signed: 

 

Name: 

Position: 

Date: 
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This page is deliberately left blank 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please see overleaf



 

 

REFERENCE REQUEST FORM – PART 2 

Additional information only to be considered after any offer of employment 

 

Name of applicant: 

How many days of sickness absence has the applicant had/did the applicant have in their last 12 

months of employment?   

 

Over how many separate occasions did these absences occur?   

 

Any comments: 

 

 

 

 

 

 

 

 

 

(Note:  Under the Data Protection Act, sensitive data regarding reasons for absence may only be included with the applicant’s permission) 

Signed (referee): 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 



 

 

 
 

 

 

 

 

DATE 

 

 

 
Dear Applicant 

 

Congratulations on your offer of employment. This pack provides the basic information that 

you need as a new starter and signposts to sources of more detailed guidance. Please contact 

the Schools’ HR Officer if you need any further assistance. 

 

Pre-Employment checks 

Your offer of employment is conditional upon a number of pre-employment checks which must 

be satisfactorily completed before you can start work and before you will be paid.  This section 

explains what the checks are for and any action that you need to take now.  Further 

information is available in the Department for Education (DfE) document “Keeping children 

safe in education: Statutory guidance for schools and colleges” (KCSIE) available here. 

 

1 Right to work in the UK 

 Employers have a duty to prevent illegal working in the UK by carrying out prescribed 

document checks on people before employing them to ensure they are lawfully allowed 

to work. 

 

 If you have not already done so, you must immediately provide the evidence listed in the 

enclosure “Immigration, Asylum and Nationality Act 2006 – Information for prospective 

employees”.  Further information is available in the Home Office document “An 

employer’s guide to right to work checks” available here.  

 

2. Disclosure and Barring Service (DBS) check / Children’s Barred List check   

An Enhanced DBS check is required for all new appointments to the school’s workforce.  

This will include a check against the Children’s Barred List where your role involves 

‘regulated activity’*.  The purpose of these checks is to ensure that a potential employee 

does not have criminal convictions or similar history that would render him/her unsuitable 

to work in a situation where he/she is likely to have contact with children or young 

people.     

 

DBS checks are arranged directly by your school.  If you have not already received either 

an email with instructions on how to complete your check on line or a hard copy DBS 

application form please contact your school.  If you have subscribed to the DBS Update 

Service, with your consent, your school may use the online service to check whether a 

new certificate is required.  

 

APPENDIX C

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/372753/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/390363/an_employers_guide_to_right_to_work_checks_december_2014_v4.pdf


 

 

*A person will be considered to be in ‘regulated activity’ if as a result of their work they: 

 

• Will be responsible, on a regular basis, in any setting for the care or supervision of children; or  

• Will regularly work in a school or college at times when children are on school or college premises (where the person’s work 
requires interaction with children, whether or not the work is paid (unless they are a supervised volunteer), or whether the 
person is directly employed or employed by a contractor); or  

• In a college, will regularly come into contact with children under 18 years of age.  

 

3.     Disqualification under the Childcare Act 2006 

Where relevant to your role, you may also be asked to confirm that you are not 

disqualified from early years or certain later years provision or the management of that 

provision under the Childcare (Disqualification) Regulations 2018, made under the 

Childcare Act 2006.   

 

Where this legislation is relevant to your role, your school will provide further information 

and ask you to complete a staff self-declaration form before confirming your 

appointment.   

 

Further information is available in the DfE document 

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-

2006  

 

4. Employment references 

The school will not confirm any appointment until satisfactory written references are 

received. If for any reason you have not provided the school with details of referees, 

including all employment during the last five years, this information must be provided 

now. 

 

5. Health / Disability declaration 

All those who work in schools in a capacity in which they teach or are otherwise directly 

supporting the provision of education or supervising, assisting and supporting children, 

must meet the statutory health requirements as defined in DfE guidance.  

 

As part of the school’s equal opportunities policy, reasonable adjustments will be made 

to premises and working practices, when required, for the employment of people with 

disabilities.    

 

In order that the school can implement this policy, fulfil its duties under the Equality Act 

2010 and its health and safety responsibilities, you are asked to complete and return a 

Health Assessment Questionnaire to your school’s Occupational Health Service (OHS). 

 

Please liaise with your school regarding completion of health assessment forms 

as they may, depending on their provider, ask you to complete an electronic health 

assessment questionnaire which will be emailed to you by the occupational health 

service. Please ensure that you complete every section of health assessment 

forms to avoid any delay in the appointment process. 

 

In the event that further information is required, the OHS will contact you directly and 

confidentially.    

 

 

 

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006


 

 

6. Qualifications 

The school requires proof of relevant qualifications. If you have not already done so, 

please provide your original certificates or other evidence of qualifications directly to the 

school office for inspection. Copies will be retained on your personnel file. 

 

 
Payroll documentation 
Please complete the enclosed Pay 5 and *HMRC New Starter Pack forms and return this to 

the HR Officer at school as soon as possible, together with your P45. If you are unable to 

supply a P45, please complete and return a ‘Starter Checklist Form’ which can be found on 

the enclosed link https://www.gov.uk/government/publications/paye-starter-checklist 

 
 
A letter covering your full terms and conditions of employment will be sent to you when the 
employment checks listed above have been initiated. In the meantime, on behalf of Riverwalk 
Schools, may I wish you every success in your new appointment. 
 
Yours faithfully 
 
 
 
Jan Hatchell 
Headteacher 
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