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Policy Statement

Willow Tree Learning Northants is committed to safeguarding and promoting the
welfare of children and young people and expects all staff, volunteers, contractors,
agency workers and visitors to share this commitment. The welfare of children is
paramount, and robust safer recruitment practices are essential to deter, identify and
reject individuals who may pose a risk to children.

This policy sets out the procedures and practices adopted by Willow Tree Learning
Northants to ensure that all adults working with children are recruited safely and that
statutory safeguarding duties are fulfilled.

The Directors of Willow Tree Learning Northants have overall responsibility for ensuring
compliance with this policy, maintaining effective safer recruitment procedures, and
ensuring that safeguarding responsibilities are embedded throughout all recruitment
and selection processes.

1. Purpose
The purpose of this policy is to:
¢ Safeguard and promote the welfare of children and young people.

e Ensure that all adults working within Willow Tree Learning Northants are suitable
to work with children.

e Deter unsuitable individuals from seeking employment or volunteering
opportunities.
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e Ensure compliance with statutory safeguarding guidance and employment
legislation.

e Promote safer working practices throughout the recruitment process.

2. Scope
This policy applies to:
e Directors
e Employees
e Agency staff
o Volunteers
o Contractors
e Apprentices
e Trainees
e Students on placement
e Consultants
¢ Self-employed professionals
e Supply staff

¢ Anyone engaged in regulated activity with children on behalf of Willow Tree
Learning Northants

3. Legal and Statutory Framework
This policy has been developed in accordance with:
Primary Legislation

e Children Act 1989

e Children Act 2004

o Education Act 1996

o Education Act 2002

e Education and Inspections Act 2006

¢ Safeguarding Vulnerable Groups Act 2006

e Equality Act 2010

e Protection of Freedoms Act 2012

e Children and Families Act 2014

¢ Immigration, Asylum and Nationality Act 2006
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Police Act 1997

Rehabilitation of Offenders Act 1974 (Exceptions Order 1975)
Data Protection Act 2018

UK General Data Protection Regulation (UK GDPR)
Employment Rights Act 1996

Human Rights Act 1998

Counter-Terrorism and Security Act 2015

Education (Independent School Standards) Regulations 2014 (where applicable)

Statutory Guidance

Keeping Children Safe in Education (KCSIE) 2026

Working Together to Safeguard Children

Prevent Duty Guidance

Alternative Provision Statutory Guidance

Non-School Alternative Provision: Voluntary National Standards (2025)
Disqualification under the Childcare Act Guidance

Teachers' Standards

DBS Code of Practice

4. Principles of Safer Recruitment

Willow Tree Learning Northants adopts a safeguarding culture throughout all
recruitment processes by:

Ensuring safeguarding is embedded within all recruitment documentation.
Carrying out appropriate pre-employment checks.

Maintaining a culture of vigilance.

Identifying and managing safeguarding concerns arising during recruitment.
Ensuring recruitment decisions are based upon suitability to work with children.

Recording and retaining recruitment information appropriately.

At least one person involved in every recruitment process will have completed
recognised safer recruitment training.

5. Advertising Vacancies

All advertisements and recruitment materials will include:

"Willow Tree Learning Northants is committed to safeguarding and promoting the
welfare of children and young people and expects all staff and volunteers to share this
commitment. Appointments are subject to enhanced DBS clearance, satisfactory
references and all relevant safeguarding checks."

Advertisements will clearly state:
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e The safeguarding responsibilities of the role.

¢ Whether the role involves regulated activity.

¢ Therequirement for safeguarding checks.

¢ The requirement to disclose criminal convictions.

¢ The expectation that candidates demonstrate their suitability to work with
children.

6. Application Process
Willow Tree Learning Northants will not accept CVs as a standalone application.
Applicants must complete an application form that includes:

e Fullemployment history.

¢ Explanations for any gaps in employment.

¢ Qualifications and professional memberships.

o Details of referees.

¢ Disclosure of criminal convictions and cautions where appropriate.

e Declaration regarding suitability to work with children.

e Confirmation of identity.

Applications will be scrutinised carefully to identify:
e Gapsinemployment.
¢ Frequent changes of employment.
¢ Inconsistencies.
e Discrepancies.

e Potential safeguarding concerns.

7. Shortlisting
The Directors will ensure that:
e Applications are assessed against objective criteria.
¢ Safeguarding concerns identified during shortlisting are explored.

e Online searches are undertaken for shortlisted candidates in accordance with
KCSIE requirements to identify incidents or issues that may impact suitability to
work with children.

Findings from online searches will be discussed with candidates where appropriate.

8. Interviews

All shortlisted candidates will participate in a formal interview process.
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Interview panels will:
e Explore the candidate's suitability to work with children.
¢ Examine attitudes towards safeguarding.
¢ Investigate any anomalies or concerns.
¢ Verify employment history.
e Assess professional competence.
¢ Explore understanding of safeguarding responsibilities.

Interview questions will include safeguarding scenarios and discussions around
professional boundaries and child welfare.

9. Pre-Employment Checks

No appointment will be confirmed until all required checks have been satisfactorily
completed.

Checks may include:

Identity Verification

Verification of identity using original documentation.
Enhanced DBS Check

An Enhanced Disclosure and Barring Service check, including children's barred list
information where regulated activity applies.

Children's Barred List Check

Completed where the role involves regulated activity.
Right to Work Check

Verification of legal entitlement to work in the UK.
Qualifications Check

Verification of qualifications required for the role.
Employment History

Verification of employment history and any gaps.
References

A minimum of two references, including the most recent employer, obtained directly
from referees before appointment wherever possible.

Prohibition Checks

Where applicable, checks against:
e Teacher Prohibition Orders
e Section 128 Directions
o Professional sanctions

e Teaching Regulation Agency restrictions
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Overseas Checks

Where candidates have lived or worked overseas, additional checks will be completed,
including overseas criminal records checks where available.

Childcare Disqualification

Checks where relevant legislation requires.

10. Agency and Supply Staff

Before engagement of agency or supply staff, Willow Tree Learning Northants will
obtain written confirmation that:

e Appropriate recruitment checks have been completed.
e DBS requirements have been satisfied.

¢ ldentity checks have been undertaken.

¢ Relevant safeguarding checks have been completed.

Identity will always be verified on arrival.

11. Contractors and Visitors

The Directors will ensure appropriate safeguarding arrangements for contractors and
visitors by:

o Risk assessing all visits.
o \Verifying identity where appropriate.
¢ Determining supervision requirements.

¢ Ensuringvisitors understand safeguarding expectations.

12. Volunteers

Volunteer recruitment procedures will reflect the nature of the role and level of contact
with children.

Risk assessments will determine:
e Whether DBS checks are required.
e Whether supervision arrangements are necessary.

e The suitability of volunteers to work with children.

13. Single Central Record

The Directors will ensure that Willow Tree Learning Northants maintains an accurate
and up-to-date Single Central Record (SCR) recording all required recruitment and
vetting checks, including:

e ldentity checks
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Barred list checks
Right to work checks
Qualification checks
Prohibition checks
Overseas checks
References

Dates checks were completed

The SCR will be reviewed regularly for accuracy and compliance.

14. Induction

Signed: K.Dean

All newly appointed staff will receive safeguarding induction before commencing
unsupervised work.

Induction will include:

Child protection procedures
Staff code of conduct
Safeguarding policy

Behaviour policy

Whistleblowing procedures
Online safety

Prevent duty

Staff responsibilities under KCSIE

15. Ongoing Vigilance

Safer recruitment is an ongoing process.

The Directors will ensure:

Appropriate supervision.
Annual safeguarding training.
Regular safeguarding updates.

Professional conduct monitoring.

Procedures for managing allegations and concerns about adults.

16. Record Keeping and Data Protection

Recruitment records will be:

Maintained securely.

Retained in accordance with statutory requirements.
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e Processed in compliance with UK GDPR and the Data Protection Act 2018.

e Accessible only to authorised personnel.

17. Roles and Responsibilities
Directors
The Directors are responsible for:
e Ensuring compliance with safeguarding legislation.
e Approving and reviewing this policy.
e Maintaining safer recruitment procedures.
¢ Ensuring safeguarding training is completed.
e Monitoring the Single Central Record.
¢ Ensuring all safeguarding concerns are appropriately managed.
Staff
All staff are responsible for:
o Safeguarding children.
e Following this policy.
e Reporting concerns promptly.

e Maintaining professional standards.

18. Monitoring and Review
This policy will be reviewed:
e Annually;
o Following legislative changes;
o Following safeguarding incidents;
e Following updates to statutory guidance.

The Directors will monitor implementation and ensure ongoing compliance.



