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Brookfields School 
 

STAFF APPOINTMENTS POLICY 
 

Introduction 
 
In considering all applicants for posts at Brookfields the governors will ensure 
that they act in accordance with the following principle: 
 
“No job applicant will receive less favourable treatment on the grounds 
of race, colour, nationality, cultural or national origins, sex, age, marital 
status or disability or is disadvantaged by conditions or requirements 
which cannot be justified as being necessary for the safe and effective 
performance of the job.” 
 
The governing body’s written appointment policy will be adhered to for all 
posts and will cover the following stages: 
 
1. Advertisements 
2. Information for candidates 
3. Selection methods 
4. Essential Document Check 
5. Appointment 
 
The governing body attach the highest priority to the safeguarding of 
children and at all stages of the appointment process procedures are in 
place to ensure childrens’ interests and their safeguarding are to the 
fore.  Governors will take full account of DfES requirements particularly 
information contained in the publication Safeguarding Children: and 
Safer Recruitment  in Education and the letter sent to schools on 14th 
November from education ministers. 
 
Advertising 
 
Advertising media will be chosen to attract a wide and suitable range of 
applicants.  The advertisement will be clear and concise and in addition to 
specific details of the post will inform prospective candidates that: 
 

 They must meet the requirements of the specification in full 

 They will be subject to an enhanced CRB check 

 They must complete a standard application form in order to be considered 
for the post – a CV alone will not be accepted 

 The school is committed to safeguarding and promoting the welfare of 
children and that the recruitment and selection process will reflect this. 

 
 
Selection 
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Selection panels will, where possible, consist of the same people throughout 
the selection process although it is recognised that substitutes will need to be 
used in an emergency.  Selection panels will be as follows: 
 

 For support staff a member of the senior management team  

 For TLR2 posts – the Head Teacher and immediate line manager; 

 For TLR1 posts and assistant Head Teacher posts–the Head Teacher, a 
senior manager and a staffing committee governor; 

 For deputy head teacher posts – the Head Teacher, governors and the 
school’s link advisor. 

 For the Head Teacher post – procedures will need to be adopted as and 
when necessary and will need to take into account advice from West 
Berkshire human resources. 

 
The initial stage of selection will be based on the application form.  If a large 
number of applicants are received then longlisting will be used to sift 
applications.   However, if this is not the case then for all candidates key 
aspects of the candidate specification will be identified and the candidates’ 
application forms matched against these criteria.  Those applicants who best 
match the criteria will be shortlisted for interview. 
 
References 
 
Where time allows prior to interview two references will be obtained, using a 
standard West Berkshire form, (attached) asking for a factual account of the 
candidates employment, experience,  suitability for the post, information on 
current job, salary, length of service, attendance and where relevant 
information on disciplinary/capability matters.  We will always request a 
reference from the applicant’s current/last employer.  Where a prospective 
candidate gives references from the same school/employer we will 
independently seek another reference.  It should be noted that: 
 

 Verbal references are not acceptable 

 Open references or testimonials are not acceptable 

 Photo-copied references are not acceptable. 

 It may be necessary to contact referees by telephone to verify authenticity 
and confirm details of the references provided 

 
The Interview 
 
Candidates shortlisted will be invited for interview using a standard West 
Berkshire letter Enclosed with this letter will be a pre-employment check list 
for candidates (. 
 
The questions used at interview will relate to important aspects of the job 
description and specification.  They will be aimed at determining the 
applicant’s suitability for the post and identifying evidence of the skills and 
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achievements claimed on the application form.  They will be relevant and in 
order to reduce subjectivity candidates will be asked a core set of questions in 
addition to those questions relevant to their application form.  In addition all 
candidates will be asked a selection of questions designed to illicit their 
attitude towards safeguarding children. 
 
Prior to the interview a systematic way of recording decisions will be made.  
Written notes and numerical scores is the current method of recording used.   
Members of the panel should bear in mind that whatever they record could be 
open to scrutiny at a later date. 
 
It is important that written records of decisions taken at the shortlisting 
and interviewing stages are available for scrutiny up to six months after 
the process is completed.  
 
During the interview a member of office staff will be charged with the 
responsibility of checking the original documentation that they were asked to 
bring 
 
Note it is considered to be good practice that at least one member of the 
interviewing panel should have successfully completed the NCSL Safer  
Recruitment e-learning module and assessment.  The headteacher completed 
this in May 2006 but as yet no governor has undertaken the assessment 
 
 
 
 
 
 
 
Essential Document Check 
 
The offer of employment will be provisional pending the following checks: 
 
 
a) Qualification check; 
b) Health check; 
c) Criminal Records Bureau (CRB) check 
d) List 99 check; 
e) Asylum and Immigration Act. 
f) General Teaching Council (GTC) Registration 
g) Two satisfactory references 
 
 
Qualifications Check 
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Original copies of all qualifications required of the post will be requested.  This 
will include original evidence of the award of qualified teacher status.  A copy 
of the original qualifications will be kept on the employees file. 
 
Health Check 
 
Health checks will be completed via a short pre-employment medical 
questionnaire and, where it is deemed appropriate, through medical 
examination.   Appointment will be subject to medical clearance. 
 
Criminal Records Bureau (CRB) check 
 
CRB disclosure provides details of a person’s criminal record including 
convictions, cautions reprimands and warnings held on the police computer.  
The disclosure includes a check on local police records.  For all persons 
working in paid employment at the school evidence of a current CRB check 
will be required.  The school will follow closely West Berkshire procedures 
when deciding whether or not the CRB check of the person appointed can be 
accepted.  If it is not acceptable or the person appointed does not have one 
then a CRB check will be sought.  There will be circumstances where a check 
will be delayed or outstanding.  Where this is the case the individual will be 
allowed to work subject to the following requirements: 
 

1. As a result of a risk assessment the Head Teacher does not have 
concerns regarding the person’s background 

2. Written confirmation has been received that no match has been 
identified on List 99 

3. The individual is supervised until full CRB clearance has been 
received. 

 
List 99 Check 
 
No persons can work in schools if they have been debarred from employment 
by the Secretary of State.  If such circumstances apply their name will appear 
on List 99.  All successful applicants will be checked against this List by the 
personnel department of West Berkshire. 
 
Asylum and Immigration Act 
 
It is important that checks are made to ensure that the applicant does have 
permission to live and work in the UK.  It is therefore important that checks 
are made especially if the candidate fails to provide a National Insurance 
number on their application form.  Documentation that can be asked for 
includes birth certificate and passport or work permit.  Schools should keep a 
copy of the original documentation in the employees file. 
 
If the above checks are not satisfactory, and it was made clear that the 
offer of employment is subject to a satisfactory pre-employment check, 
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then the offer of employment maybe withdrawn.  If employment has 
commenced the contract can still be terminated if the checks prove to 
be unsatisfactory.  It is a criminal offence to employ somebody who is 
not legally able to work within the UK. 
 
General Teaching Council (GTC) Registration 
 
The school will be responsible for verifying GTC registration when making 
new teacher appointments. 
 
In line with DfES requirements Brookfields School will maintain a single 
central record of all checks undertaken on those working at the school for 
whom checks are required.  This central record will include: 
 

 all staff employed to work in the school who have regular contact with 
children and all employees appointed since 12 May 2006 whether or 
not they have contact with children 

 supply staff 

 all others who work at the school and have regular contact with 
children. 

 
The records relating to individuals will refer to evidence and checks of 

 identity – name, address and date of birth: all 

 qualifications – where the qualification is a requirement of the job, that 
is, those posts where a person must have qualified teacher status 
(QTS): all  

 permission to work in the UK for those appointed from outside the 
EEA 

 List 99 check: all 

 CRB check: for all those who require a check under the guidance and 
regulations applying at the time they were recruited. 

The date when the evidence was seen will also be recorded. 

Appointment 
 
The school will complete and retain an ED11 form (notification of employment 
to Personnel and Training) and will ensure the national insurance number is 
included: 
 
A completed medical questionnaire will be forwarded to our human resources 
West Berkshire for clearance.  A Criminal Records Bureau Disclosure 
application form will be sent to West Berkshire human resources for 
processing.   
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Within two months of appointment successful applicants will be provided with 
a written statement identifying the parties to the employment, the 
commencement date, the period of continuous service with the employer and 
continuous local government service.  All successful candidates on 
appointment will be required to sign a confidentiality clause provided by the 
school.  (SEE APPENDIX 1) 
 
For audit purposes it is good practice that the following documents are kept in 
the employees school file. 
 

 Copy of school application form 

 Copy of two references 

 Copy of birth certificate, passport or work permit if applicable 

 Copies of certificates of professional qualifications 

 If appropriate copy of driving licence. 

 Confidentiality clause 
Supply Teachers 
 
The checks listed above apply to staff employed on a supply basis.  If we 
recruit supply staff directly we will notify personnel so that the relevant checks 
can be made.  Where supply staff approach the school directly then we will 
ask them to contact Personnel and Training who will send them a supply 
teacher information pack.  If supply staff provide the school with a copy of a 
criminal clearance record this will be acceptable as long as the employee was 
cleared within the last three years.  If we employ supply staff through an 
agency then we will ask for verification that they have undertaken the 
necessary checks.  This will be done through the use of a standardized pro-
forma. 
 
Volunteers 
 
The school will ask Personnel and Training to carry out List 99 checks and 
police checks for all regular volunteers.  An CRB (enhanced check) will also 
be obtained. 
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APPENDIX 1 
 
 

CONFIDENTIALITY 
 

In the course of your work at Brookfields School you will have access to 
confidential pupil information which could include access to pupil files.  It is 
essential that any information you have on a child remains confidential and is 
not divulged to persons outside the school.  You are therefore required to give 
a signed undertaking to this effect.  Requests for pupil information from 
professionals working with the school is permitted.  Any breach of 
confidentiality could lead to disciplinary action against the person concerned. 
 
I understand that information that I have on pupils attending Brookfields must 
remain confidential to the school.  Therefore I undertake not to reveal such 
information to other parents or unauthorised persons outside the school. 
 
 
Signed        Date: 
 
Print Name: 


