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1. General

1.1 Haileybury (the School) is committed to ensuring the best possible environment for the children
and young people in its care. Safeguarding and promoting the welfare of children and young
people is our highest priority.

1.2 The School aims to recruit staff that share and understand our commitment and to ensure that
no job applicant is treated unfairly by reason of a protected characteristic as defined within the
Equality Act 2010.

1.3 All queries on the School’s Application Form and recruitment process must be directed to the
HR Department in the first instance.

1.4 An entry will be made on the Single Central Register for all current members of staff at the
School, including the proprietorial body.

1.5 All checks will be made in advance of appointment or as soon as practicable after appointment.

1.6 This policy applies to all staff recruitment. A full and transparent recruitment process must be
followed in
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● A person who is accountable only to the Governors, and who carries overall responsibility
for the day-to-day management and control of the charity, namely the Master.

● A person who is accountable only to the Master or the Governors, and who is responsible
for the overall management and control of the charity’
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4.9 The School requests that all candidates invited to interview also bring with them:

● a current driving licence including a photograph or a passport and a full birth certificate;

● a utility bill or financial statement issued within the last three months showing the
candidate’s current name and address;

● where appropriate any documentation evidencing a change of name; and

● where applicable, proof of entitlement to work and reside in the UK.

4.10 Please note that originals of the above are necessary. Photocopies or certified copies are not
sufficient.

4.11 Candidates with a disability who are invited to interview should inform the School of any
necessary reasonable adjustments or arrangements to assist them in attending the interview.

5. Conditional offer of appointment and pre-appointment checks

5.1 Any offer to a successful candidate will be conditional upon:

● receipt of at least two satisfactory references;

● verification of identity and qualifications including, where appropriate, evidence of the right
to work in the UK;

● a satisfactory enhanced DBS check and, if appropriate, a check of the Children’s Barred
List maintained by the DBS;

● for a candidate to be employed as a teacher, a check that the candidate is not subject to a
prohibition order issued by the Secretary of State or any sanction or restriction imposed
(that remains current) by the historic General Teaching Council for England before its
abolition in March 2012. Teaching work is defined in The Teachers’ Disciplinary (England)
Regulations 2012 to encompass:

− planning and preparing lessons and courses for pupils;

− delivering and preparing lessons to pupils;

− assessing the development, progress and attainment of pupils; and

− reporting on the development, progress and attainment of pupils;

● verification of professional qualifications, including Qualified Teacher Status, where
appropriate;

● verification of successful completion of statutory induction period (for teaching posts,
applicable to those who obtained QTS after 7 May 1999);

● where the successful candidate has worked or been resident overseas, such further
checks and confirmations as the School may consider appropriate so that any relevant
events that occurred outside the UK can be considered. This shall include the candidate
providing the School with proof of their past conduct in the form of a letter of professional
standing from the professional regulating authority in the country in which they have
worked;

● for a candidate to be employed into a senior management position as set out above under
“Scope of this Policy”, receipt of a signed “senior charity manager positions: automatic
disqualification declaration” confirming that the candidate is not disqualified from acting in
a senior management position for a charity in accordance with the automatic
disqualification rules for charities;
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● where the successful candidate will be taking part in the management of the School, a
check will be carried out under

https://www.gov.uk/government/publications/dbs-code-of-practice


a) a school or a maintained school in England in a position which brought M regularly into
contact with children or young persons;

b) a maintained school in England in a position to which M was appointed on or after May
2006 and which did not bring M regularly into contact with children or young persons; or

c) an institution within the further education sector in England or in a 16 to 19 Academy in a
position which involved the provision of education or which brought M regularly into contact
with children or young persons;

during a period which ended not more than three months before M’s appointment. In these
circumstances the School may apply for a disclosure but is not required to do so. It is, however,
the School’s policy to obtain a DBS check on all new staff, even if the above criteria apply. A
new, separate barred list check will also always be obtained.

7.4 DBS Update Service: Where an applicant subscribes to the DBS Update Service the applicant
must give consent to the School to check there have not been changes since the issue of a
disclosure certificate. A barred list check will still be required.

7.5 If disclosure is delayed: A short period of work is allowed under controlled condition
at
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murder, manslaughter, rape, other serious sexual offences, grievous bodily harm or other
serious acts of violence, serious class A drug related offences, robbery, burglary, theft,
deception or fraud.

7. If the post involves access to money or budget responsibility, it is the School's normal policy to
consider it a high risk to employ anyone who has been convicted at any time of robbery,
burglary, theft, deception or fraud.

8. If the post involves some driving responsibilities, it is the School's normal policy to consider it a
high risk to employ anyone who has been convicted of drink driving.
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