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1. Introduction

Lancaster Independent School for Alternative Learning (LISAL) is committed to safe
recruitment. We aim to deter, identify, or exclude anyone who might pose a risk of harm to
children. This policy describes the checks required of anyone working, volunteering, or
visiting, whether paid or unpaid.

Trustees will make recruitment decisions based on checks and evidence including:

e criminal record (via the Disclosure & Barring Service, DBS),
e barred list status,
e teacher prohibition or section 128 management direction (where applicable),

e references, qualifications, employment history, and interview outcomes.

All offers of employment or voluntary roles are conditional on satisfaction with these checks.
We apply the safer recruitment process in every case without exception.

This policy supports our statutory obligations under Keeping Children Safe in Education
(KCSIE) 2026. All involved in recruitment must be familiar with KCSIE 2026, our Safeguarding
Policy, and associated procedures.

We plan each recruitment with sufficient time and resources. Following appointment, every
person will undergo a full induction which includes statutory and non-statutory safeguarding
documentation.

We are committed to equal opportunities: no candidate will be discriminated against on the
basis of age, sex, race, religion or belief, sexual orientation, gender reassignment, pregnancy
or maternity, or marital/civil status, in accordance with the Equality Act 2010.

Any member of staff who becomes aware the policy or procedures are not being followed
must report to the School Manager, Designated Safeguarding Lead (DSL), or Chair of Trustees
immediately.

2. Procedures
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2.1 Planning & Advertising

e Recruitment must be planned: current job description and person specification must
be in place. Volunteer roles may use generic descriptions if appropriate.

e |dentify all those involved in short-listing and interviewing at the planning stage.

e All advertisements must include a safeguarding statement, for example:

“LISAL is committed to safeguarding and promoting the welfare of children. All staff,
trustees, and volunteers share this commitment. The successful applicant will
undergo a DBS check (appropriate level), safeguarding and Prevent training, and
awareness of FGM.”

e Advertisements, school website, and publicity materials must also reference equality
of opportunity.

2.2 Job Description & Person Specification
Job description must clearly state:

e Job title; main duties; the reporting structure; job purpose; salary/grade; probation
period.

Person specification must include:

e How the applicant will be evaluated; essential and desirable skills; personal qualities
relevant to working with children (e.g. integrity, good professional relationships,
emotional resilience, attitude to authority and behaviour management).

2.3 Application Pack
Applicants receive:

e Application form (with instructions)

e Job description & person specification

Page 3 of 14



LIS

LANCASTER INDEPENDENT SCHOOL
FOR

® School’s Safeguarding Policy

e Equality & diversity monitoring form

2.4 Application Form

e CVsare not accepted in lieu of application forms.
e The form includes: full identification, full employment history, examples of how

criteria are met, a self-declaration of convictions/cautions (and barred status), plus
referee details.

2.5 Scrutiny & Shortlisting

® At least one interviewer must have completed accredited safer recruitment training
in the past three years.

e Shortlisting panel must check for gaps in employment or training, inconsistencies or
discrepancies.

® |ncomplete applications will not be accepted.

® Any concerns raised are explored during the interview.

2.6 References

e Obtain at least two written references; include the most recent employer; also obtain
an oral safeguarding reference before proceeding when possible.

e Supply job description and person specification with reference requests.

e References must be scrutinised; any concerns resolved before confirming
appointment.

e References from the applicant or “To whom it may concern” style references are not
accepted.

2.7 Qualifications & Employment History
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Original certificates must be seen to verify required qualifications.

Professional qualifications are verified where relevant.

2.8 Health & Fitness

Applicants for roles involving regular contact with children must be medically fit, as
required under KCSIE and other statutory guidance. Reasonable adjustments will be
made under the Equality Act 2010.

2.9 Interviews

All applicants (including volunteers) are interviewed face-to-face wherever possible.

Interview panel of at least two people, one of whom has completed safer
recruitment training.

Panel meets beforehand to agree questions (including safeguarding questions)
aligned to the person specification. Notes and scoring sheets are recorded and
retained.

Applicants must provide proof of identity and right to work in the UK. Copies are
retained as required.

2.10 Pre-Employment Checks & Conditional Offer

Offers are conditional upon:

Two satisfactory references, including verification via telephone when needed.
Identity verification (photographic ID, proof of address).

Right to work in UK.

Qualification verification.

Teacher prohibition orders or interim orders checked (and section 128 direction if in
management).
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Check for disqualification under the Childcare Disqualification Regulations (2018)
where applicable.

A satisfactory enhanced DBS check (including barred list information if regulated
activity). If certificate pending, reasonable supervision until complete.

For applicants with overseas residence or work in last 5 years: checks for relevant
criminal sanctions or conduct from those countries; checks for teacher sanctions etc
from relevant professional bodies.

3. Recruitment Checks & Records

3.1 Disclosure & Barring Service (DBS)

We obtain an enhanced DBS check (with barred list if required) before, or as soon as
reasonably possible after, appointment.

Use the DBS Update Service where possible, with the candidate’s consent.

Staff in regulated activity must have the DBS check including barred list; others may
have enhanced without barred list depending on role.

3.2 Teacher Prohibition & Management Checks

Check for teacher prohibition or interim orders via the Teacher Regulation Agency
(TRA) or current equivalent.

For those in management/trustee roles, check section 128 direction / management
prohibition.

3.3 Overseas Checks

For anyone living or working abroad in the last 5 years, obtain relevant overseas
criminal/conduct checks or professional sanctions (including from overseas teacher
authorities).

3.4 Volunteers, Trainees, Contractors, Trustees & Others
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e Volunteers in regulated activity require enhanced DBS + barred list check.

e Volunteers not in regulated activity: risk assessment to decide level of check, but no
unsupervised access until checks complete.

e Contractors and staff from third parties: ensure they have undergone the required
checks; identity verified on arrival; they are not allowed to work unsupervised in
regulated activity until cleared.

e Trustees: enhanced DBS check; if in regulated activity, must include barred list; also
section 128 check if having management role.

3.5 Single Central Record (SCR)
Maintain a Single Central Record containing:

e All staff, supply staff, apprentices, teacher trainees, volunteers, trustees, contractors
who work regularly with children.

o Whether each check has been completed, date of completion. Checks include
identity, DBS, barred list (if relevant), prohibition from teaching (if relevant),
gualifications when appropriate, and right to work.

e Records of overseas checks when applicable.

Note: We do not store original DBS certificates beyond what is needed. Copies retained only
in compliance with data protection and DBS guidance (e.g. up to 6 months for certificate,
but retention of summary data and decisions longer as needed for safeguarding and audit).

4. Legal & Legislative Changes / Updates (2025)

This policy is aligned with the latest statutory guidance and changes, including:

e Keeping Children Safe in Education (KCSIE) 2025 — in force 1 September 2025.
GOV.UK

e Updated DBS identity checking guidance (from April 2025), which changes some
requirements around verifying identity and address documentation. Wirral
Safeguarding Children Partnership+1
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e Removal of references to the TRA Employer Access Service and Secure Access portals
in safer recruitment checks, replaced by the relevant GOV.UK checks. Inege
Safeguarding Group+2The Key Leaders+2

We will monitor for other legislative changes (e.g. in data protection, children’s safeguarding
etc.) and update the policy accordingly.

5. Responsibilities & Compliance

e Recruitment panels must ensure they follow this policy and update their knowledge
(especially around safer recruitment training).

e The Designated Safeguarding Lead (DSL) and School Manager are responsible for
ensuring all checks are completed, records are up to date, and for oversight of

compliance.

e |[f any part of the policy or supporting procedures is not being complied with, it must
be reported immediately to the School Manager, DSL, or Chair of Trustees.

6. Review

This policy will be reviewed every two years or sooner if there are changes in legislation or
statutory guidance.
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