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1. Introduction 

i. The Wythenshawe Catholic Academy Trust (referred to hereafter as the 
Trust) is committed to fair and safer recruitment practices and 
procedures throughout its schools. This commitment reflects our 
approach as Catholic Schools and our beliefs in the dignity of the 
individual.     

ii. The distinctiveness of a Catholic school is lived out through the care and 
respect shown for each other. All staff are principally responsible for a 
Catholic school’s ability to put into effect its ethos, aims and projects. 

iii. The Trust supports the creation of a safer culture to ensure the schools 
are an environment where everyone is safe and happy by reinforcing the 
safeguarding and well-being of children and young people in its care. 

iv. The Trust may take positive action to help redress any imbalances that 
may have arisen as a result of past discrimination or disadvantage. The 
aim of this positive action is to ensure that people from previously 
excluded groups are included. 

2. Scope of the Policy 

i. This policy applies to all teaching and support staff posts within the Trust. 
The schools in the Trust currently consist of Saint Paul’s Catholic High 
School, St Anthony’s Catholic Primary School, Ss John Fisher & Thomas 
More Catholic Primary School and St Elizabeth’s Catholic Primary 
School.  

ii. This policy applies to all internal promotion and secondment 
opportunities, TLR’s etc unless otherwise agreed by the Trust.  

iii. This policy also applies in parts to volunteers, self-employed staff, 
contractors, external consultants and agency staff.  

iv. This policy should be read in conjunction with the Trust’s Whistleblowing 
Policy and Procedure, Organisational Change Policy, Safeguarding 
Policy, Equality Policy and Complaints Procedure. 

v. This policy complies with guidance outlined in Keeping Children Safe in 
Education September 2020 updated January 2021, Working Together to 
Safeguard Children July 2018 and Guidance for safer working practice 
for those working with children and young people in education settings 
October 2015.  

vi. This policy also complies with education and employment legislation 
including the Rehabilitation of Offenders Act 1974 and the Immigration, 
Asylum and Nationality Act 2006. It also takes into account the 
provisions of the Equality Act 2010 and nationally negotiated terms and 
conditions for both teachers and support staff. 

vii. Unless indicated otherwise, all references to “Governing Body” apply to 
school’s Local Governing Body or Interim Management Board.  

3. Principles 

i. The Trust will comply with the requirements of the Equality Act 2010 and 
is committed to ensuring that throughout the recruitment and selection 
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process, no applicant is disadvantaged or discriminated against in the 
application of this policy because of the protected characteristics.  These 
are age, disability, gender, gender reassignment, race, religion or belief, 
sexual orientation, pregnancy, maternity and marriage or civil 
partnership.   

ii. If an applicant makes a school aware, at any stage of the recruitment 
process that they have a disability then reasonable adjustments will be 
considered to ensure the applicant is not disadvantaged by the process. 

iii. This policy is an essential element in creating and maintaining a safe 
and supportive working environment for all pupils, staff and others within 
the school community. The aim of this policy is to ensure both safe and 
fair recruitment and selection of all staff and volunteers by: 

 Attracting the best possible candidates to vacancies; 

 Deterring prospective candidates who are unsuitable from 
applying for vacancies; 

 Identifying and rejecting those candidates who are unsuitable to 
work with children and young people; 

iv. The selection process must be applied consistently to all candidates 
other than when reasonable adjustments are required to be made. 

4. Roles and Responsibilities  

i. The Trust has delegated the overall responsibility for the effective 
operation of this policy to the school’s Local Governing Body or Interim 
Management Board. The responsibility for the day-to-day operation of 
this policy has been delegated to the Headteacher and the Trust’s HR 
Manager.  

ii. All stakeholders involved in the recruitment process should comply with 
the terms of this policy; 

iii. The Trust will: 

 Ensure that each school operates safe and fair recruitment and 
selection procedures which are regularly reviewed and updated 
to reflect any changes in legislation and statutory guidance; 

iv. The Local Governing Body will; 

 Be responsible for monitoring the school’s compliance with the 
policies and procedures stated in 2iv. 

v. The Headteacher will: 

 Ensure that the school operates safe and fair recruitment; 

 Ensure that all checks have been carried out on staff, volunteers 
and contractors in accordance with this policy; 

 Monitor any agencies and contractors compliance with this 
document, including but not limited to teaching, teaching 
assistants and consultants. The schools within the Trust will only 
engage the services of agencies, contractors and consultants 
who carry out employee checks and whose operation is consist 
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with the terms and spirit of this policy. The Headteacher will 
ensure written confirmation that all relevant checks have been 
satisfactorily completed; 

 Ensure that the principles of this policy is applied to volunteers 
who are going to have an on-going role that involves regular 
contact with children, or who will regularly be on the premises 
when children are present. The actual process can be adapted to 
be more informal but the necessary consideration to safeguarding 
should be given. If a volunteer will be providing teaching and has 
previously been a qualified Teacher then a prohibition from 
teaching check should be carried out on the Teacher Services 
website. Volunteers in Primary Schools should complete the CES 
Disqualification Policy Form.  

 Promote the safety and wellbeing of young people at every stage 
of this process. 

vi. The Trust’s HR Manager will: 

 Ensure that the policy and procedure are complied with; 

 Advertise all internal and external roles within the Trust.  

vii. Employees will: 

 As with all employees read the Trust’s Safeguarding and Child 
Protection Policy and Procedure and Part 1 of the Keeping 
Children Safe in Education Document. All staff must attend 
annual safeguarding and child protection updates and prevent 
training. 

5. Preparation and Considerations 

i. Prior to advertising a post, there must be: 

 An established post in accordance with the Scheme of Financial 
Delegation; 

 Consideration as to whether the post is still required; 

 Consideration as to whether the requirements of the post have 
changed in accordance with the school’s needs; 

 A current job description and person specification approved by 
the Trust; 

 Consideration of an ‘internal only’ advertisement across all 
schools within the Trust where: 

▪ there is likely to be a pool of suitable candidates for whom 
this may be a promotion opportunity; 

▪ there are individuals employed on a temporary or fixed 
term contract basis; 

▪ the role may provide additional hours for existing part-time 
staff; 
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▪ there are any individuals who may require medical or other 
redeployment or who are at risk of redundancy across all 
schools within the Trust; 

 Vacancies for Deputy Head Teachers, Head Teachers and 
members of the Senior Executive Leadership Team will usually 
be advertised externally to ensure there is a pool of candidates, 
in accordance with Diocesan policy.  

 Agreement on which media should be used to advertise the 
vacancy. 

ii. All vacancies, including temporary secondments and upgrades, are 
open to all employees across the Trust, unless by recruiting an employee 
from another Trust school, the school would have to make an existing 
employee redundant. 

iii. Where vacancies are advertised externally, internal candidates will be 
guaranteed an interview if they match the criteria of the job description 
and person specification.   

iv. Where vacancies occur following a recent recruitment process for a 
similar role, previous applications to the Trust, irrespective of which 
school previously applied to, may be considered for a period up to six 
months.  

v. All vacant posts should be advertised on a permanent basis unless there 
are short term identifiable needs, e.g. time limited grant, cover for 
absence etc. 

vi. A recruitment checklist with owner actions is attached at Appendix A 

6. Advertising 

i. All advertisement will contain: 

 The job title approved by the Trust, 

 Summary requirements of the role, 

 The hours of work, including term time only, all year round and 
annualised hours employment, 

 The grade of the role, including an indication whether the salary 
will be pro rata,  

 The main purpose of the role, 

 The location of the role and whether there is a requirement to 
work across the Trust, 

 The link to the Trust’s website, 

 Who to contact and where to obtain further information about the 
role, 

 Detailed instructions on how to apply and where to access the 
appropriate forms that must be submitted before the application 
may be considered. Incomplete applications may be returned to 
the applicant before completion where the deadline has not 
passed, 

 The closing date for applications. 
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ii. All advertisements for posts of regulated activity, paid or unpaid, will 
include the following statements: 

 The Wythenshawe Catholic Academy Trust is committed to 
safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment. The 
applicant will be required to safeguard and promote the welfare 
of children and young people. All post holders are subject to 
appropriate vetting procedures and a satisfactory enhanced 
disclosure and barring service check will be made. 

 Applicants are advised that schools and colleges designated with 
a religious character in England and Wales are permitted by law 
to require certain posts to be filled by practising Catholics or 
individuals who hold a Catholic Certificate in Religious Studies.  

 Where it is not a requirement of the role to be a practising 
Catholic, applications are invited from individuals committed to 
supporting the Catholic ethos of the school. 
 

iii. In Senior Leadership roles, applicants are advised that the ‘Bishops’ 
Memorandum on Appointment of Staff in Catholic Schools’ (amended 
September 2014), provides that ‘the posts of Headteacher or Principal, 
Deputy Headteacher or Deputy Principal and Head or Coordinator of 
Religious Education are to be filled by practising Catholics’.  The 
Memorandum may be viewed by visiting the CES’s website at: 
https://www.catholiceducation.org.uk/employment-documents/bishops-
memorandum/item/1000049-memorandum-on-appointment-of-
teachers-to-catholic-schools 

iv. In Teacher roles, applicants are advised that schools are entitled to give 
priority to practising Catholic applicants. 

v. In Support Staff roles, applicants are advised that schools and colleges 
(in England only) are entitled to give priority to practising Catholic 
applicants where it can be demonstrated that it is a proportionate means 
of achieving a legitimate aim, commonly known as a Genuine 
Occupational Requirement (GOR). 

vi. Diocesan protocol must be followed for the recruitment of all posts which 
directly affect the Catholic mission of the Trust, in accordance with 11.1 
of the Trust’s Scheme of Delegation.  

vii. Employees should be notified of any job vacancies across the Trust if 
they are absent from work for an extended period of time, e.g. long term 
sickness or parental leave. 

viii. An advertisement checklist with owner actions is attached at Appendix 
C. 

7. Candidate Information 

i. All applicants will receive relevant information including a link to the 
required forms of application as listed in Appendix B. 



  

9 

 

ii. Prospective applicants must complete, in full, and return an application 
form or their application may be disregarded.  

iii. Candidates submitting an application form completed online will be 
asked to sign the form if invited for an interview.  

iv. A Curriculum Vitae will not be accepted in place of an application form, 
nor will application forms sent via a recruitment agency. 

v. An application form checklist for the panel is attached at Appendix D. 

8. The Recruitment and Selection Panel  

i. The panel will usually consist of three to seven members, one being a 
member of the governing body, excluding staffing governors. Where a 
governor of the school is not available, a member of the Trust central 
team or a Director, may be called upon to support the process instead.   

ii. Where possible, the panel will consist of an equal gender balance.  

iii. When recruiting to a Headteacher or Deputy Headteacher role, the panel 
must include the CEO and a member of the Board of Directors.  

iv. The Diocesan Bishop is entitled to be represented at all proceedings 
related to the appointment of senior leaders and teachers of religious 
education and must be invited when posts are being considered and 
before any action is taken.  

v. At least one member of the panel must have successfully completed the 
safer recruitment training and it is best practice to have at least one 
member of the Governing Body trained in Safer Recruitment. 

vi. The panel will set the questions to ask the candidates relevant to the role 
and reflective of the person specification. The panel will also determine 
the assessment methods such as tasks, presentations and tests.  

vii. The panel must commit to the entire recruitment process, including 
shortlisting; however, colleagues can be involved in providing feedback 
from lesson observations, group activity observations, setting tasks and 
facilitating the process.  

viii. While the applicant talks to the interviewer asking a question, it is best 
practice for the remaining panel members to assess the applicant, 
observe and make notes in order for the interviewer to maintain eye 
contact with the applicant.  

ix. If a panel member is related to, or has a personal relationship with a 
candidate, they must declare their interest to the Trust and they may be 
asked to withdraw from the process.  

9. The Selection Criteria 

i. Selection techniques will be determined by the nature and duties of the 
post but all vacancies will require an interview of short listed candidates.  

ii. Certain roles may require candidates to be observed delivering a lesson, 
participating in a group activity, completing a task or exercise, holding 
an assembly or an Act of Collective Worship or delivering a presentation. 
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The expectation from candidates should be determined by the panel 
prior to the selection process being undertaken.  

iii. Weighting and scoring must be determined prior to an interview or task 
being set. The recommended scoring method would be 1-4 as detailed 
in the template Interview Questions Form attached at Appendix J. 

iv. Candidates will also be required to: 

 Explain any gaps in their employment, 

 Explain any anomalies or discrepancies in the information 
available to the satisfaction of the panel, 

 Declare any information likely to appear on their enhanced DBS 
disclosure, 

 Declare any information that will not appear on their enhanced 
DBS disclosure due to DBS filtering rules, which came into effect 
in November 2021. This will be via the CES Rehabilitation of 
Offenders Act 1974 – Disclosure Form, which is available at  
www.wcatrust.info/vacancies/DisclosureForm  

 Demonstrate their ability to safeguard and protect the welfare of 
children and young people. 

v. In certain circumstances where there is only one suitable candidate 
shortlisted, the recruitment process may continue subject to Trust 
approval.  

10. Shortlisting and Requesting References 

i. Candidates will be shortlisted against the person specification for the 
post. The Trust’s HR Manager will create individual shortlisting forms for 
each post advertised and provide this to the panel along with all 
applications received after the closing date. The panel should ensure 
that only the relevant, appropriate items state the source as being the 
application form. 

ii. Late applications will only be considered after the closing date in 
exceptional circumstances and subject to the approval of the Trust.  

iii. Two references will be sought from the candidates selected for interview, 
one of which must be from the applicant’s current or most recent 
employer. These will be requested before the interview stage so that any 
discrepancies may be probed during this stage of the procedure.  

iv. References will be sought directly from the referee, and they will be 
contacted to confirm their identity and to clarify any anomalies or 
discrepancies. Detailed written records will be kept of such exchanges. 

v. Where necessary, previous employers who have not been named as 
referees may be contacted in order to clarify any such anomalies or 
discrepancies. Detailed written records will be kept of such exchanges. 

vi. The referees will be asked specific questions in accordance with the 
Trust’s reference request forms and about the following: 

http://www.wcatrust.info/vacancies/DisclosureForm
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 The candidate’s suitability to work with children and young 
people; 

 Any written disciplinary warnings relating to the safeguarding of 
children and young people, including time-expired warnings; 

 The candidate’s suitability for the post. 

ix. All practising Catholic applicants, regardless of the post for which they 
are applying, are advised to provide referee details for their Parish Priest 
so that the school may give priority in accordance with the remit of the 
law (where applicable to the role).  Those applicants applying for Senior 
Leadership posts referenced in the Memorandum must provide such 
details.   

x. Where there has been a significant response to an advertisement, a 
nominated panel member or the Trust’s HR manager may sift and filter 
the applications forms in the first instance. A record must be kept of the 
application forms against the criteria of the person specification and a 
summary provided to the other members of the panel. 

xi. Shortlisting forms from each panel member should be returned to the 
Trust’s HR Manager once shortlisting is complete along with a list of 
candidates to be invited to interview and details of the next stage of the 
selection process (i.e. dates and times for interview, tasks required, 
lesson observation details). The Trust’s HR Manager will then invite the 
candidates to interview and request references.  

xii. A template shortlisting form is attached at Appendix I. 

11. The Selection Process 

i. Interviews will be face to face; however, it will be at the discretion of the 
panel whether to allow an initial online interview. Where online interviews 
are permissible, a face-to-face interview must take place as soon as 
possible and prior to a provisional offer being made. 

ii. Candidates called to an interview will receive: 

 A letter confirming the interview and any other selection 
techniques; 

 Details of the interview day including details of the panel 
members; 

 Details of any tasks to be undertaken as part of the interview 
process; 

 A copy of the CES Rehabilitation of Offenders Act 1974 
Disclosure Form. This can be taken to the interview and given to 
the panel or provided via email to the Trust’s HR Manager who 
will provide this to the panel; 

 A copy of the Trust’s reasonable adjustments statement; 

 A copy of the Trust’s consent to obtain references form. The 
candidate will be asked to complete this if it has not already been 
provided with their completed application form;  
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 A copy of the Trust’s recruitment monitoring form. The candidate 
will be asked to complete this if it has not already been supplied 
with the application form. This form is not mandatory but it does 
allow schools to complete its duties under the Equality Act 2010. 
Details provided in this form will not be used as part of the 
selection process and will not be provided to the panel at any 
time;  

 The opportunity to discuss the process prior to the interview.  

iii. The Trust’s HR Manager will provide any references received to the 
panel prior to the interview; this will give the panel the opportunity to seek 
further clarification on any information contained in the reference that 
may need clarifying. The panel should ensure fairness and discretion is 
exercised to ensure there is no discrimination to the candidate.  

iv. The panel must ensure that clarification on gaps in employment and the 
reasons for multiple jobs is sought at interview stage should this not be 
detailed or sufficiently explained in the application form.  

v. Feedback on tasks and exercises should take place after the conclusion 
of the selection process and the panel will reserve judgement until all 
candidates are considered and have completed all the exercises.  

vi. Consideration should only be given to information provided by the 
candidate in CES Rehabilitation of Offenders Act 1974 – Disclosure 
Form once the interview and other tasks have been completed.  

vii. The panel will inform all candidates of the outcome of the process and 
offer feedback to the successful and unsuccessful candidates. If the 
unsuccessful candidate is an internal applicant, areas of development 
could form part of their performance management plan.  

viii. In instances where a highest scoring candidate is not appointed, the 
rational for the decision not to appoint must be documented and signed 
by the panel members and a record kept for a period of six months. 

12. An Offer of Employment   

i. A nominated person will make a verbal offer of appointment to the 
successful candidate as soon as possible after the interview process is 
complete. The Trust’s HR Manager will be informed of the relevant 
details and will provide the candidate with a provisional offer of 
employment letter. At this stage the Trust’s HR Manager will make 
arrangements with the successful candidate to carry out the necessary 
Identity, Right to Work, DBS, Barred List and Qualifications checks. 

ii. The successful candidate will be informed first in case they decline the 
offer. This can then be offered to the next in line providing they have met 
the criteria.  

13. Employment Checks   

i. Candidates must not commence employment without all of the 
necessary checks and verifications being completed. An offer of 
appointment will be conditional and subject to: 
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 Proof of identity;  

 Satisfactory references being received; 

 Clearance by the Disclosure and Barring Service of an enhanced 
check; 

 Proof of professional status including Qualified Teacher Status 
(QTS), prohibition from teaching check, prohibition from 
management check from the DFE Teacher Services system, 
where appropriate; 

 Evidence of certificates and qualifications necessary to perform 
the role; 

 Proof of eligibility to the right to live and work in the UK, see 
Appendix H for details of which documents are required;  

 Completion of a health questionnaire once an offer of 
employment has been made. Thereafter, verification of the 
applicant’s mental and physical fitness to carry out the role;  

 Verification the applicant is not disqualified under the Childcare 
Act 2006 for those involved in activities for children up to the age 
of 8; 

 Verification of those taking up a management position are not 
subject to a prohibition from management direction (Section 128) 
made by the Secretary of State. 

ii. A new enhanced DBS check will be carried out for all successful 
candidates even if the candidate is already in receipt of an enhanced 
DBS certificate.  See Appendix F Flowchart of Disclosure and Barring 
Service Criminal Record Check and Barred List Checks (pg. 43 of KCSiE 
2020) should a decision need to be made to allow a candidate to start 
prior to all the necessary checks being completed.  

iii. If the successful applicant has previously worked within the Trust as a 
volunteer then the checks completed at this time must be reviewed to 
ensure these are appropriate for their new role.  

iv. The Trust’s HR Manager will complete the necessary checks and inform 
the School Business Manager and Headteacher when the checks are 
completed.   

v. All checks will be: 

 Confirmed in writing; 

 Documented and retained on an individual’s personal file in 
accordance with the Trust’s Data Retention Policy; 

 Recorded in the school’s single central record; 

 Followed up if checks are unsatisfactory or if there are any 
discrepancies in the information received. 

vi. Successful candidates will be required to present their original DBS 
certificate to the Trust’s HR Manager once they are in receipt of it.  
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vii. If information relating to any cautions or convictions is disclosed on an 
enhanced DBS certificate, a detailed discussion must take place 
between the candidate and the Headteacher to establish the nature of 
the offence and reach a decision as to whether the candidate is still 
suitable for employment. The discussion should be noted using the 
Trust’s positive DBS disclosure risk assessment form which can be 
found at Appendix G and the decision recorded and available for 
inspection if required.  

viii. All elements of the recruitment checks must also be applied to applicants 
from overseas. Extra time will need to be allocated to obtain references, 
check applicants qualifications and criminal records. A letter of 
professional standing from the organisation responsible for regulating 
teachers in the country in which they are qualified will be sought. Further 
details of how to obtain information on criminal records from other 
countries can be found at gov.uk/government/publications/criminal-
records-checks-for-overseas-applicants and https://www.naric.org.uk/  

ix. The list of EEA teachers with sanctions will no longer be available from 
the Teacher Regulation Agency from 1 January 2021, therefore the 
process detailed in vi. must be followed. 

x. All overseas applicants (including those from the EU) can only be 
employed via a Skilled Worker Visa from 1 January 2021. There is a 
further requirement that an employer must have a sponsor licence, 
currently the Trust does not hold a licence.  

xi. EU students who have a Graduate Visa will be able to work for up to two 
years and PhD students up to three years without sponsorship. 

14. Induction 

i. All staff who are new to the school will receive information on the 
school’s safeguarding policy and procedure, guidance on safer working 
practices and Whistleblowing policy as part of their induction training. 

ii. All successful candidates will undergo a period of monitoring and will: 

 Meet regularly with their induction mentor; 

 Meet regularly with their line manager; 

 Attend any appropriate training as required by the role.   

iii. An induction checklist is attached at Appendix E. 

15. Record keeping   

i. All written records of interviews, application forms and reasons for 
appointment or non-appointment will be kept by the Trust in line with our 
Recruitment Privacy Notice or our Employee Privacy Notice for 
appointed candidates, and our Retention and Destruction Policy and in 
line with the requirements of Data Protection Legislation 

  

https://www.naric.org.uk/


  

 

 

 

 

 

WCAT Recruitment Process Checklist                                                                         Appendix A 

Advertising 

Job Title:  Grade: Perm/FTC: Working Pattern:  
Full/Part-time TTO/AYR 

Confirmation that post is in structure. 
Dates of LGB & F&R or name of employee being replaced: 

Panel Members:  
must include a Governor and Safer Recruitment trained member 

Closing Date:  Shortlisting Date:  Interview Date:  

Date Advertised: Trust Website: MCC Jobs: TES: Catholic Teachers Gazette: 

E-Teach: Internal: Diocese: DFE:  Other: 

The Trust’s HR Manager will acknowledge applications as and when they are received. 

Shortlisting 

Shortlisting form completed against 
Person Spec:  

Application Forms & Shortlisting Form 
sent to Panel: 

Shortlist agreed:  

Tasks/Lessons Observations/Collective Worship/other tasks agreed: 

 

Interview Schedule Agreed: 

Interview Questions Agreed|: Operational arrangements i.e room booked and equipment arranged: 

Panel to confirm shortlist and interview schedule to the Trust’s HR Manager 

Interviewing 

Invited to Interview (HR):   Declarations requested (HR):  References Requested (HR):  

References and Disclosure Forms provided will be supplied to the Panel on the interview date. 



  

 

 

The Panel will inform HR when a final selection has been made and provide completed interview and feedback form. 

Pre-Employment Checks 

Provisional Offer Letter (HR): ID/RTW Check arranged (HR): DBS Application Link sent (HR):  

 

ID/RTW Check completed (HR): 

 

DBS Application Submitted (HR): DBS Check received (HR): 

Overseas Check required (HR:) Overseas Check completed (HR): 

 

Application Form & Declarations 
physically signed:  

Disqualification Policy (HR): Recruitment Monitoring (HR): 

Reference 1 received (HR): Reference 2 received (HR): References scrutinised against application form (HR):  

 

Qualifications checked (HR): DFE Teacher Services Checks (HR): Section 128 check (HR): 

 

Mental & physical fitness (HR): 

 

Car Insurance/Driving Licence checked 
(HR):  

 

All checks completed (HR): 

Start Date confirmed (Head/HR): Starter Pack issued (HR): Starter Pack returned (HR):  

Payroll & SBM informed:  

 

CES SOP & JD issues (Payroll): 

 

Information provided for SIMS to SBM: 

CES SOP & JD issues (Payroll): 

 

Information provided for SCR to SBM: SCR completed (Saint Paul’s):  

IT & Main Office Informed/Arranged (HR/SBM): 

 

Induction Checklist issued to LM/SBM (HR): 

All new employees will have a 3 month probationary period 



 

 

 

 

 

Appendix B 

Candidate Information Checklist  

 

Documentation Required Notes 

Advert drafted  ✓  

WCAT Job Description ✓  

WCAT Person Specification ✓  

WCAT Privacy Notice ✓  

WCAT Recruitment Policy ✓  

CES Notes to Applicants ✓  

CES Application Form ✓  

CES Disclosure/Rehabilitation of Offenders Act 1974  ✓  

CES Model Disqualification Policy ✓  

CES Reasonable Adjustments Statement   ✓  

CES Recruitment Monitoring Form ✓  

CES Model Contract ✓  

CES Applicant Contract Declaration ✓  

CES Consent to Obtain References Form ✓  

CES Guidance for Employment Reference ✓  

CES Guidance for Faith Reference   

CES or other National Standards Required for Role   

Information about the school or Trust required   

Ofsted Report   

RE Inspection Report   

Letter from the CEO   

 

 

  

 



 

 

 

 

 

 Appendix C 

Advert Checklist 

 

 

Documentation Completed 

Advert drafted  

WCAT headed paper  

Job Title  

Grade and if p/t state it’s pro rata  

Start date if required  

Hours  

Working pattern TTO / AYR / Annualised / additional weeks etc  

Temp or perm  

Where role is based  

Closing Date, including time usually 12 noon  

Safeguarding statement  

Equality statement   

Shortlisting date  

Interview date  

Visit to school  

Who to contact re visit  

Working in a Catholic school  

Where to obtain application form and recruitment pack  

Info re the Trust if necessary  

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Appendix D 

 

Application Form Checklist 

 

Applicant__________________________________     Role______________________________ 

 

Documentation Completed  Notes / Action Required Completed 

Correct application form completed    

Applicant’s personal information    

Religious status completed    

Contact details    

Teacher number/QTS if required    

Details of present employment    

Employment history    

Gaps in employment history 
accounted for 

   

Education and training history    

Interests and hobbies    

Supporting statement max 1300 words    

References from 2 different orgs, one 
being most recent employer 

   

Parish Priest details provided    

Member of LGB completed    

Disclosure of criminal & CP completed    

Consent to DBS Check    

GDPR consent given    

Right to Work in UK confirmed    

Form signed if sent electronically    

Disclosure Form completed    

 

Check completed by  Date  

*Incomplete application forms may be returned to the applicant where the deadline has not passed 

 



 

 

 

 

 

Appendix E 

Induction Checklist 

 

Title of Role Notes Owner 

First Day  

Welcome individual   

Show where they are working   

Introduce to line manager & colleagues & buddy   

Tour of the building and fob/pass   

Deal with any outstanding matters such as P45   

Outline H&S and alarms & Safeguarding   

Advise of hours, breaks, lunch times, parking   

Staff room, staff notice boards, drinks   

Building open and close times and holiday periods   

Advise of how and when salary is paid (incl TTO)   

Are any reasonable adjustments required?   

First Week   

Who’s who, what we do and how it works   

How the role fits in with the school   

Expected performance/how assessed/probation   

Arrange relevant training   

Overview of the Trust and our vision and plans   

How we communicate with each other   

T’s and C’s of the role   

Trust policies and information    

Absence procedure   

Issue code of conduct – incl dress code & smoking   

First Month   

Arrange a meeting with manager to see how it’s going   

Arrange a review meeting with employee   

Arrange review and further training if required   

Extend probation or confirm to establishment   

 



 

 

 

 

Appendix F 

 

 

 



 

 

 

 

 

Appendix G 

 

Positive DBS Disclosure risk assessment 

 

This form will be completed in cases where ‘unprotected’ information about criminal 
history is disclosed on the DBS certificate and or as part of the self-disclosure for any 
person who a conditional offer has been made or is seeking to volunteer.   

 

Name of applicant  

Position applied for  

Level of Disclosure  

Disclosure Number  

Date of Disclosure  

Date original certificate seen  

Name of SLT completing this risk 
assessment 

 

SLT Position  

Date risk assessment completed  

 

Without detailing the actual offence, this risk assessment will be completed to inform 
the decision as to whether to withdraw a conditional offer or to appoint.  

Factors to consider Notes / Evidence  Risk 

Low/Medium/High 

What is the nature, 
seriousness and 
relevance of the 
offence? 

 

  

How long ago did it 
occur? 

 

 

  

Was it a one off or part 
of a history of offending 
behaviour?  

 

  



 

 

 

What were the 
circumstances of it 
being committed? 

 

 

 

  

Has there been any 
changes to the 
applicant’s personal 
circumstances? 

 

 

  

What is the country of 
conviction?  

 

 

  

Has the offence since 
been decriminalised? 

 

 

  

What is the applicant’s 
perspective and do 
they show any 
remorse? 

 

 

  

Is the information on 
the DBS certificate 
consistent with the self-
disclosure? 

 

  

Are there any 
additional factors to 
consider e.g. Access to 
children with additional 
vulnerabilities, duties or 
the seniority of the 
position applied for, 
level of supervision 

  



 

 

 

Decision-making process 

 

Record the key points, name and position, and date of any discussion or 
consultation with any appropriate persons as part of the decision-making process 
e.g. HR Consultant, MCC Designated Officer 

Date of discussion:  

Name:  

Position:  

Summary of 
discussion: 

 

 

 

 

 

 

Date of discussion:  

Name:  

Position:  

Summary of 
discussion: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Outcome of positive disclosure risk assessment: Low / Medium / High 

 

Decision: Withdraw conditional offer / Appoint 

 

Rationale:  

 

 

 

 

 

Signature:  

Date: 

  

Decision Making Guide 

High Risk: The offence is recent and of a serious nature and is relevant to the 
post applied for. It may also be part of a history of offending behaviour. The 
information is inconsistent with the self-disclosure. Children in the school have 
additional vulnerabilities. 

Medium Risk: The offence was committed a long time ago and is not of a 
serious nature or relevant to the post applied for. All other vetting checks have 
been completed and are satisfactory. The applicant shows remorse. The 
information is consistent with the self-disclosure. The applicant does not have 
any previous experience of working with children.  

Low Risk: The offence was committed a long time ago and is not of a serious 
nature or relevant to the post applied for. All other vetting checks have been 
completed and are satisfactory. The applicant shows remorse. The information 
is consistent with the self-disclosure. The applicant has previous experience of 
working with children and professional referees in an appropriate position to 
comment on the applicant’s suitability to work with children do not have any 
concerns. The offence may have since been decriminalised and or in the case 
of overseas checks, would not be considered an offence had it occurred in 
England.  



 

 

 

 

 

Appendix H 

 

LIST OF ACCEPTABLE DOCUMENTS TO ESTABLISH RIGHT TO WORK IN THE UK 

 

List A 

Acceptable documents to establish a continuous statutory excuse 

1. A passport showing the holder, or a person named in the passport as the 
child of the holder, is a British citizen or a citizen of the UK and Colonies 
having the right of abode in the UK. 

2. A passport or national identity card showing the holder, or a person 
named in the passport as the child of the holder, is a national of a 
European Economic Area country or Switzerland. 

3. A Registration Certificate or Document Certifying Permanent Residence 
issued by the Home Office to a national of a European Economic Area 
country or Switzerland. 

4. A Permanent Residence Card issued by the Home Office to the family 
member of a national of a European Economic Area country or 
Switzerland 

5. A current Biometric Immigration Document (Biometric Residence Permit) 
issued by the Home Office to the holder indicating that the person named 
is allowed to stay indefinitely in the UK, or has no time limit on their stay 
in the UK. 

6. A current Immigration Status Document issued by the Home Office to the 
holder with an endorsement indicating that the named person is allowed 
to stay indefinitely in the UK or has no time limit on their stay in the UK, 
together with an official document giving the person’s permanent National 
I 

7. A birth or adoption certificate issued in the UK, together with an official 
document giving the person’s permanent National In 

8. A birth (short or long) or adoption certificate issued in the Channel 
Islands, the Isle of Man or Ireland, together with an official document 
giving the person’s permanent National Insurance number and their 
name issued by a Government agency or a previous employer. 

9. A certificate of registration or naturalisation as a British citizen, together 
with an official document giving the person’s permanent National 
Insurance number and their name issued by a Government agency or a 
previous employer 



 

 

 

List B 

Group 1 – Documents where a time-limited statutory excuse lasts until the expiry 
date of leave 

1. A current passport endorsed to show that the holder is allowed to stay in 
the UK and is currently allowed to do the type of work in question. 

2. A current Biometric Immigration Document (Biometric Residence Permit) 
issued by the Home Office to the holder which indicates that the named 
person can currently stay in the UK and is allowed to do the work in 
question. 

3. A current Residence Card (including an Accession Residence Card or a 
Derivative Residence Card) issued by the Home Office to a non-
European Economic Area national who is a family member of a national 
of a European Economic Area country or Switzerland or who has a 
derivative right of residence. 

4. A current Immigration Status Document containing a photograph issued 
by the Home Office, to the holder with a valid endorsement indicating that 
the named person may stay in the UK and is allowed to do the type of 
work in question, together with an official document giving the person’s 
permanent National Insurance number and their name issued by a 
Government agency or a previous employer. 

Group 2 – Documents where a time-limited statutory excuse lasts for 6 months 

1. A Certificate of Application issued by the Home Office under regulation 
18(3) or 20(2) of the Immigration (European Economic Area) Regulations 
2006, to a family member of a national of a European Economic Area 
country or Switzerland stating that the holder is permitted to take 
employment which is less than 6 months old together with a Positive 
Verification Notice from the Home Office Employer Checking Service. 

2. An Application Registration Card issued by the Home Office stating that 
the holder is permitted to take the employment in question, together with 
a Positive Verification Notice from the Home Office Employer Checking 
Service. 

3. A Positive Verification Notice issued by the Home Office Employer 
Checking Service to the employer or prospective employer, which 
indicates that the named person may stay in the UK and is permitted to 
do the work in question. 

 

Source: https://www.gov.uk/government/publications/right-to-work-checks-employers-
guide 

 

Information regarding Right to work checks for EEA and Swiss nationals during 
the EU Exit grace period (1 January – 30 June 2021) can be found at 
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide 
Annex 8.

https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide


 

 

 

 

 

 

Appendix I 

 

Shortlisting form – criteria must be based on the person specification for the role 

 

Name of Panel Member ______________________________________________________ 

 

Criteria Candidate Name Candidate Name Candidate Name Candidate Name 

Faith     

     

Qualifications     

     

Professional development     

     

School leadership and management     

     

     

Experience & Knowledge of XXXXX     

     

Professional Attributes     

     

     



 
 

Personal Qualities     

     

     

Professional Skills     

     

Safeguarding     

Commitment to safeguarding     

SCREENING     

Be willing to consent to apply for an 
enhanced disclosure and barring service 
check 

    

Gaps in employment history – to be 
discussed at interview (if shortlisted) 

    

2 references professional references 
provided, one from most recent employer 

    

Explanation for multiple jobs in a short 
space of time if necessary 

    

SCORE     

 

 

  



 

 

 

 

   

Appendix J 

Interview Questions 

 

The evidence scoring system          1: Little or no evidence            2: Patchy evidence             3: Good evidence           4: Outstanding evidence 

 

Name of Interviewer_____________________________________   Name of Candidate ______________________________________________ 

 

No Initial Question Response Score 

WELCOME 

1.   

 

 

 

 

   



 
ROLE RELATED QUESTIONS 

2.   

 

 

 

 

 
  

3.   

 

 

 

 

 

 
  

4.   

 

 

 

 

   

5.   

 

 

 

 

   



 

 

 

6.   

 

 

 

 

   

7.   

 

 

 

 

   

CATHOLIC ETHOS QUESTION 

8.   

 

 

 

Are you willing to contribute to the Catholic ethos 
of this school? – Or other question regarding their 
commitment to the Catholic Faith as appropriate. 

  

SAFEGUARDING QUESTION 

9.   

 

 

 

Can you confirm that you are still a firm candidate 
for the role? 

  



 

 

 

 

 

RECRUITMENT PROCESS QUESTIONS 

10.   Do you think this has been a fair recruitment 
process? 

Can you confirm that you are still a firm candidate 
for the role? 

Does the candidate have gaps in their 
employment history, explain? 

Has the candidate carried out a large number of 
roles in a short space of time? 

  


