
 

   
1 

 

 

1. Introduction

2. Scope and objectives

3. Roles and responsibilities

3.1. Trust

3.2. Headteacher/ Senior management team/ recruiting managers

4. Recruitment and selection process

4.1. Recruitment panels

4.2. Adverts and recruitment packs

4.3 Application forms

4.4 Shortlisting

4.5 Employment history and references

4.6 Online searches

4.7 Selection

5. Pre-employment checks
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5.1. Secretary of State Prohibition Orders and Section 128 direction 
(teaching and management roles)

5.2. Proof of identity, right to work in the UK, verification of qualifications 
and/or professional status and criminal records self-declaration

5.3 Fitness to undertake the role

5.4 Individuals who have lived or worked outside the UK

5.5 Childcare disqualification declaration

5.6 Retention of documents

6. Single central record

7. Induction

8. Contractors and agency workers

9. Volunteers

Appendix 1 – Regulated Activity

Online search record (sample)
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https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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https://www.gov.uk/government/publications/dbs-identity-checking-guidelines
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https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/government/publications/uk-points-based-immigration-system-employer-information/the-uks-points-based-immigration-system-an-introduction-for-employers
https://www.gov.uk/government/publications/uk-points-based-immigration-system-employer-information/the-uks-points-based-immigration-system-an-introduction-for-employers
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https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/governance-handbook
https://teacherservices.education.gov.uk/
https://teacherservices.education.gov.uk/
https://www.gov.uk/guidance/teacher-status-checks-information-for-employers#teacher-services-restrictions-lists
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https://www.nacro.org.uk/nacro-services/criminal-record-support/
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https://www.gov.uk/guidance/recruit-teachers-from-overseas
https://www.gov.uk/guidance/recruit-teachers-from-overseas
https://www.gov.uk/guidance/qualified-teacher-status-qts
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https://www.gov.uk/government/publications/dbs-workforce-guidance
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Surname:  Forename:  

Post applied for:  Date:  

NI Number:  Teacher Ref No. 
If applicable  

 

Date of QTS: 
If applicable 

 

[INSERT SETTING/EMPLOYER NAME] is committed to safeguarding and promoting the welfare of 
children and we expect all staff to share this commitment.  For this post, pre-employment checks 
will be carried out, references will be sought, and successful candidates will be subject to an 
enhanced DBS check and other relevant checks with statutory bodies.   
 

Do you have any unspent conditional cautions or convictions?   
 

Yes  ☐                   No  ☐     

Do you have any spent adult cautions (simple or conditional), or spent 
convictions, which are not ‘protected’ as defined by the Rehabilitation of 
Offenders Act 1974 (Exceptions) Order 1975 (as amended)?            
 

Yes  ☐                   No  ☐     

Do you have any criminal convictions or relevant service discipline 
convictions received within the Armed Forces Justice System (e.g., through 
Summary Hearing or Court Martial) where it would be considered an 
equivalent offence in England and Wales?  
 

Yes  ☐                   No  ☐     

Have you ever been barred from working with Children or disqualified 
from working in Childcare?  
 

  Yes  ☐                   No  ☐     

Are you subject to any sanctions in the EEA? 
 

Yes  ☐                   No  ☐     

Teaching Posts Only: Are you or have you ever been prohibited from 
teaching or sanctioned by the GTCE? 
 

Yes  
☐                   

No 
☐     

N/A 
☐     

Management Posts Only: Have you been prohibited from the 
management of an independent school (s128)?   
 

Yes  
☐                   

No 
☐     

N/A 
☐     

If you have answered YES to any of the questions above, please provide full details. 
 

Please complete and sign the declaration below: 

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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I declare that all the information I have provided in this disclosure is full and correct at the time of 
application and that I have not omitted anything that could be relevant to the appointment of 
someone who will work with children.  I understand that the recruitment panel may be made aware 
of any relevant information that I have disclosed in order to discuss the matter(s) with me as part 
of the recruitment process and that, if my application is successful, a risk assessment of the 
disclosed information will be held securely on my personnel file.  
 

DECLARATION 
I declare that the information provided on this form is correct. I understand that the declaration of 
a criminal record will not necessarily prevent me from being offered this role at [Insert 
setting/employer name] however failure to disclose may result in an offer of employment being 
withdrawn. 
 

Signed:  Date:  
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Appendix 3 – online search record (sample) 
 
This record can be adapted should you decide to conduct online searches after shortlisting. 
You must agree to the criteria and apply their process fairly and consistently. 

 
Role shortlisted for:  
Candidate name:  
Searcher name:  
Date and time of online search:  
Agreed search terms: ● ‘Candidate name(s)’ 

● ‘Candidate name(s)’ + ‘job title’  
● ‘Candidate name(s)’ + ‘current employer’ 
● ‘Candidate name(s)’ + ‘previous employer’ 
● ‘Candidate name(s)’ + ‘educational institution’ 

Agreed platforms: ● Google 
● LinkedIn  
● Their most recent employer’s website  

Agreed limitations: Search to be carried out using the agreed terms, 
looking at the first 3 pages of results only 

Findings to note: We are specifically looking for things that would 
make someone unsuitable to work with children 
and/or could bring the employer into disrepute, for 
example evidence of offensive or inappropriate 
behaviour.  
 
Do not include irrelevant personal information. 
 

 
 


