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• 

• 

• 

• 

• 
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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/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/governance-handbook
http://www.legislation.gov.uk/uksi/2014/3283/schedule/part/3/made
http://www.legislation.gov.uk/uksi/2014/3283/schedule/part/3/made
http://www.legislation.gov.uk/ukpga/1989/41
http://www.legislation.gov.uk/ukpga/2004/31/contents
http://www.legislation.gov.uk/ukpga/2015/9/part/5/crossheading/female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
http://www.legislation.gov.uk/ukpga/1974/53
http://www.legislation.gov.uk/ukpga/2006/47/schedule/4
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.legislation.gov.uk/ukpga/1998/42/contents
https://www.echr.coe.int/Pages/home.aspx?p=basictexts&c
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.equalityhumanrights.com/en/advice-and-guidance/public-sector-equality-duty
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Appendix 1 
 
 

 

 

RECRUITMENT 

SHORTLISTING FORM 

 

 

 
 

SHORTLISTING CRITERIA 

Please number and indicate job requirements from Person Specification 

INTERVIEW 

YES/NO 

FIRST NAME SECOND NAME 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20  

                       

                       

                       

                       

                       

                       

                       

                       

                       

POST  

ADVERTISED IN  

CLOSING DATE  

SHORTLISTED BY  

 

SHORTLISTING 

CODE 

SHORTLISTING CRITERIA 

M Meets criteria 

p Partially meets criteria 

F Fails to meet criteria 

 



 

Appendix2a  

 

NEW STARTER CHECKLIST (TEACHING STAFF) 
 

Name 

Post 

Start Date 

Staff Code 

 
 Date Initials 

Personnel File/Database   

Personnel file set up   

Advise Data Manager   

Start SIMS Record   

Up-date starter list/ Telephone List   

Original application on file   

Copy of Advert, JD and PS on file   

Entry in staff bulletin   

Inform IT of new starter initials and date   

Inform SLT of new starter and date   

References   

References Requested   

Reference 1 received/original on file   

Reference 2 received/original on file   

Appointment Letter   

Issue Appointment Letter to include: 

• Contract of employment 
• Payroll information form 

• DBS (online registration) 

• New Starter Form (if no P45 rec'd) 

• Staff and HR Handbook Acknowledgement 

• Data Collection Form 

• Online Safety Form 
• Medical Form and SAE 
• Guide to Accessing Staff Handbook 
• Certificate of Good Conduct Request (if 

needed) 

• Health & Safety Policy 
• Code of Conduct Policy 
• Keeping Children Safe in Education (DfE 

Information) 

• Child Protection and Safeguarding Policy 

  

Copy appointment letter to personnel file   

Copy appointment letter to payroll file   

Payroll   

Received and Copied for payroll   

P45/P46/New Starter Form passed to HR 

Officer/Payroll 
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Appendix2b 
 
 

 
 
 

NEW STARTER CHECKLIST (NON-TEACHING STAFF) 

 

Name 

Post 

Start Date 

Staff Code 

 
 Date Initials 

Personnel File/Database   

Personnel file set up   

Advise Data Manager   

Start SIMS Record   

Up-date starter list/ Telephone List   

Original application on file   

Copy of Advert, JD and PS on file   

Entry in staff bulletin   

Inform IT of new starter initials and date   

Inform SLT of new starter and date   

References   

References Requested   

Reference 1 received/original on file   

Reference 2 received/original on file   

Appointment Letter   

Issue Appointment Letter to include: 

• Contract of employment 

• Payroll information form 

• DBS (online registration) 

• New Starter Form/P45 

• Staff and HR Handbook Acknowledgement 

• Data Collection Form 

• E-Safety Form 

• Medical Form and SAE 

• Guide to Accessing Staff Handbook 

• Certificate of Good Conduct Request (if 

needed) 

• Health & Safety Policy 

• Code of Conduct Policy 

• Keeping Children Safe in Education (DfE 

Information) 

• Child Protection and Safeguarding 

Children Policy 

  

Copy appointment letter to personnel file   

Copy appointment letter to payroll file   
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Payroll information form   

Received and Copied for payroll   
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Appendix2c 

 

 
Name 

Post 

Start Date 

 

Staff Code 

 

 
 Date Initials 

Personnel File/Database   

Vetting Form received from Agency   

Original application/Agency Vetting Form on file   

Copy of Advert, JD and PS on file (if relevant)   

Start SIMS Record   

Inform IT of new starter initials and date   

References (Agency to confirm)   

References Requested   

Reference 1 received/original on file   

Reference 2 received/original on file   

Barred Search List   

Confirm date of birth and previous surnames   

Carry out check and copy to file   

New starter pack   

Issue Paperwork (where relevant) to include: 

• Staff Handbook Acknowledgement 

• Guide to Accessing Staff Handbook 

• Certificate of Good Conduct Request (if 

needed) 

• Data Collection form 
• Online Safety Form 

• Medical Form and SAE 

• Code of Conduct 

• Health & Safety Policies 

• Keeping Children Safe in Education (DfE 

Information) 

• Child Protection and Safeguarding Children 

Policy 

  

File with personnel file   



 

 

Date Initials 

 

  

   

   

   

   

 
  

 
  

 
  

   

   

 
  

   

 
  

   

 

  

   

 
  

 
  

 
  

   

   

   

   

   

   

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

 



 

Appendix3 

 

 

DRAYTON MANOR HIGH SCHOOL 

Policy Statement on the Recruitment of Ex-offenders 

• 

• 

• 

• 

• 

• 

• 

• 

http://www.homeoffice.gov.uk/
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Appendix4 

 
DRAYTON MANOR HIGH SCHOOL 

DBS Risk Assessment Checklist 

Starting Work Prior to DBS Certificate Being Seen 

 
This risk assessment should be completed when considering whether to allow a new 

member of staff to start work before a new DBS certificate has been seen by the school. 

 
Name of Person............................................................................................................................................ . 

 
Role ................................................................................................................................................................. . 

 
Interview  Date .............................................................................................................................................. . 

 
Proposed  Start Date................................................................................................................................... .. 

 
DBS Check application date ...................................................................................................................... 

[The person must not start without an application being made] 

 

Is the person in 'Regulated' Activity? Yes  No  

 

Reason for starting without seeing a new DBS Check 

 Continuity of the school's provision to pupils 

 

 Other (please state) ....................................................................................................................... 

 
Known Information 

Have all the following checks been satisfactorily completed? 

 

 Identity check (photographic) [Essential] 

 Verification of current address [Essential] 

 Barred list check {if legally appropriate) [Essential] 

 Prohibition check (for teachers) [Essential] 

 Overseas checks (where relevant) 

 Right to Work in the UK [Essential] 

 Confirmation of qualifications [Essential] 

 Two references [Essential] 

Any other information {please state) ......................................................................................... 
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Previous DBS Certificate 

If the person has a previous DBS, on what date was it issued? .......................................................... 
 

 
When was the person's last day at work in their previous school or college? ................................ 

 
Decision 

 

 High Risk - Person should not be allowed to start without a new Enhanced DBS, as 

there has been a break in service of more than three months (or they do not have an 

Enhanced DBS certificate) and/or there is insufficient information about the person in 

the 'Known Information' list above. 

 

 Medium Risk - Person may start work and although there is sufficient other information 

listed above, because there is a gap in service of three months or more (or they do 

not have an Enhanced DBS certificate), the person must be supervised* at all times and 

should not undertake 1:1 work, personal care activities or residential visits. (* The 

unchecked person must always be 'within sight and hearing' of a person with an Enhanced 

DBS check). 

 

 Low Risk - Person may start work, without additional supervision, as they already hold 

an Enhanced DBS check and there is no break in service of three months or more and 

all other checks have been satisfactorily completed. 

 
Authorisation 

 
DSL   {Print   Name)   .................................................................................................... 

DSL      {Signature)   ....................................................................................................... 

Date  ..................................................................................................................... 
 

 
Headteacher {Print Name)  ....................................................................................................................... 

 
Headteacher {Signature) ............................................................................................................................. 

 
Date ................................................................................................................................................................. 

 
Chair of Governors {Print Name)  ............................................................................................................ 

 
Chair of Governors {Signature) .................................................................................................................. 

 
Date ................................................................................................................................................................. 
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Appendix5 

 
 

DECLARATION OF ELIGIBILITY 

 
A governor must be aged 18 or over at the time of their election or appointment. A person cannot 

hold more than one governorship at the same school. 

 
There are some restrictions on who can be a governor. A person is disqualified from being a governor 

or associate member if they: 

• are at any time during their period of office detained under the Mental Health Act 1983 
• have failed to attend a full governing body meeting for a continuous period of six months, beginning 

with the date of the first meeting they failed to attend, without the consent of the governing body 

• are the subject of a bankruptcy restriction order or an interim order 

• are subject to a disqualification order under the Company Directors Disqualification Act 1986 or 

to an order made under Section 429(2) of the Insolvency Act 1986 (failure to pay under a county 

court administration order) 

• have been removed from the office of charity trustee or trustee for a charity by the Charity 

Commissioners or High Court on grounds of any misconduct or mismanagement, or under Section 

34 of the Charities and Investment (Scotland) Act 2005 from being concerned in the management 

or control of any body 

• are included in the list (Barred List) of teachers or workers prohibited or restricted from working 

with children or young people 

• are disqualified from working with children 

• are disqualified from registration for childminding or providing day care 

• are disqualified from registration under Part 3 of the Childcare Act 2006 

• are disqualified from being an independent school proprietor, teacher or employee in a school 

• have been sentenced, in the UK or elsewhere, to three months or more in prison (whether 

suspended or not and without the option of a fine) in the five years before becoming a governor 

or since becoming a governor 

• have received a prison sentence of 2.5 years or more in the 20 years before becoming a governor 
• have at any time received a prison sentence of five years or more 
• have been fined for causing a nuisance or disturbance on school premises during the five years 

prior to or since appointment or election as a governor 

• refuse an application being made to the Criminal Records Bureau for a criminal records 

certificate 

• are subject to a disqualification order under the Criminal Justice and Court Services Act 2000 

 
For a list of legislation applying to schools, please refer to the GovernorNet website: 

www.governornet.co.uk 

 
I declare that I have read the list of disqualifications and confirm that none of these factors is 

applicable to me. I acknowledge that all new governors are subject to a Department for Education 

(DfE) Barred List search. 

 
Name  _   Date of Birth:   

 
Signature   

http://www.governornet.co.uk/

