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Introduction  
 

1. Recruiting the best people to RMAT is vital for our continued success in providing the highest 
standards of education to our learners. 
 

2. Not appointing the right people to our roles can have a negative impact on the performance 
of RMAT. 
 

3. The Chief Executive is responsible for deciding on the arrangements to recruit to any post, 
with the exception of the Chief Executive role where the RMAT Board will be responsible. 
 

4. In carrying out our recruitment processes we: 
 
• are committed to the creation of a safe environment for our learners by operating safer 

recruitment practices in line with the statutory requirements and guidance. 
 

• we will comply with the requirements of Data Protection Legislation (being the UK 
General Data Protection Regulation and Data Protection Act 2018) and any implementing 
laws, regulations, and secondary legislation, as amended or updated from time to time. 

 
• our Data Protection Policy sets out how we will comply with Data Protection Legislation. 
 
• will comply with the requirements of the Equality Act (2010) and are committed to 

ensuring that throughout our recruitment and selection processes no applicant is 
disadvantaged or discriminated against because of the protected characteristics of age, 
disability, gender, gender re-assignment, marriage or civil partnership, pregnancy or 
maternity, race, religion or belief and sexual orientation. 

 
5. In the very exceptional cases where we are required to discriminate due to an occupational 

requirement this must be approved by the PPPC of the RMAT Board who will provide reasons 
for this requirement. 
 

6. Recruitment will be solely on the basis of the applicant's abilities and individual merit as 
measured against the criteria for the job. Qualifications, knowledge, experience, and skills will 
be assessed at the level that is relevant to the job. 
 

7. If an applicant makes the RMAT aware, at any stage of the recruitment process, that they have 
a disability then reasonable adjustments must be considered to ensure the applicant is not 
disadvantaged by the process.  

 
Scope and Purpose of this Policy  
  
8. The purpose of this policy is to set out our processes for recruiting, selecting, and appointing 

any employee to work within RMAT.  
 

Definitions used in this policy  
  
The Equality Act   
 
9. The Equality Act 2010 ensures the workplace is a fair environment and complies with the Act.  

There are several protected characteristics outlined in the legislation: 
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• Age 
• Disability 
• Gender reassignment 
• Marriage and civil partnership 
• Pregnancy and maternity 
• Race 
• Religion or belief 
• Sex 
• Sexual orientation 

 
Discrimination 
  
10. Unlike other employment legislation, an applicant can allege discrimination against an 

employer even though there is no direct employment relationship. This is particularly 
pertinent in the recruitment process whereby a potential applicant, person applying, or 
selected candidate may claim discrimination on the grounds of one or more of the protected 
characteristics. The Advisory, Conciliation and Arbitration Service (“ACAS”) defines the 
different forms of discrimination as follows: 
 

11. Direct discrimination - Direct discrimination occurs when someone is treated less favourably 
than another person because of a protected characteristic they have or are thought to have 
(see perception discrimination below), or because they associate with someone who has a 
protected characteristic (see discrimination by association below).  
 

12. Discrimination by association - This is direct discrimination against someone because they 
associate with another person who possesses a protected characteristic. 

 
13. Perception discrimination - This is direct discrimination against an individual because others 

think they possess a particular protected characteristic. It applies even if the person does not 
actually possess that characteristic. 

 
14. Indirect discrimination – Can occur when there is a condition, rule, policy or even a practice 

in the organisation that applies to everyone but particularly disadvantages people who share 
a protected characteristic. For example, if an employer requires all employees in a particular 
role to work full time. A female employee with children will suffer a disproportionate impact 
from this requirement because women are statistically more likely to have child-caring 
responsibilities. This requirement may be indirect sex discrimination if the employer cannot 
show that full-time working is essential. 
 
Indirect discrimination in some very limited circumstances can be justified if there is a ‘genuine 
occupational requirement’ or it is ‘a proportionate means of achieving a legitimate aim’.  All 
actions and documents involved in the recruitment process must be free of any criteria that 
could be interpreted as being discriminatory within the terms of the Equality Act 2010. For 
example, advertisements, job descriptions and person specifications must not include 
anything that could be construed as being intended to discriminate on an unlawful basis. 
Employers may also be unlawfully discriminating by failing to make reasonable adjustments 
that would allow a disabled person to take part in the recruitment process.  
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Unlawful discrimination could also be found in the terms on which employment is offered, or 
by refusing, or deliberately omitting to offer employment, or deliberately omitting a candidate 
from a shortlist on the grounds of a protected characteristic defined under the Equality Act. 

 
15. Further advice can be found on the ACAS website: 

 http://www.acas.org.uk/media/pdf/8/a/Equality-Act-2010-guide-for-employers.pdf 
 
Employment legislation 
 
16. There is a significant body of employment legislation and guidance which has an impact on 

the recruitment and selection process. This includes: 
 

• School Staffing (England) Regulations 2009  
• Keeping Children Safe in Education  
• Equality Act 2010 
• Asylum and Immigration Act 1996 
• Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013 

and 2020) (Statement on the appointment of ex-offenders) 
• DBS Code of Practice 
• Data Protection Act 2018 (implementing GDPR)  
• Working Together to Safeguard Children 

 
 Reference to the relevant legislation will be made throughout the policy and within the 

guidance and supporting documents.  
 
Roles and Responsibilities   
 
17. The RMAT Board and the Chief Executive have overall responsibility for staff appointments. 

The RMAT Board has delegated staff appointments which are in within structure, affordable, 
within budget and within the existing pay band or which are a change to the staffing structure 
but are in the Academy budget or added payments to the Academy Principals. The Academy 
Principal or a delegated member of the Academy Senior Leadership Team (“SLT”) will be 
expected to lead recruitment panels with the support of the HR Team. 

 
18. Where an additional staff appointment is considered necessary that is not within the staffing 

structure of an Academy or the RMAT Central Team or is a change to the staffing structure by 
either being an additional post not in the existing structure or a change to the staffing 
structure which may include additional payments, such change shall not be made without 
consultation of the Academy Principal (where applicable), Chief Executive, Chief Financial 
Officer and the approval of the PPP Committee of the RMAT Board. The designated line 
manager for the prospective appointee will be expected to lead the recruitment panel for the 
post with the support of the HR Team. 

 
19. The Chair of the relevant RMAT Board committee will be a member of the recruitment panel 

for any appointments to the RMAT Executive Team if applicable. 

20. A member of the HR Team should be present to advise the panel when there is no one with 
safer recruitment training on the panel. 

 
21. At least one member of every recruitment panel must be Safer Recruitment Trained. 
 

http://www.acas.org.uk/media/pdf/8/a/Equality-Act-2010-guide-for-employers.pdf
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22. A member of a Local Review Board (LRB) may be invited to attend a recruitment process in 
an advisory capacity, for the appointment of senior post holders where deemed appropriate. 

 
Safer Recruitment 

 
23. All recruitment must be in line with this policy to ensure that we identify, deter, and prevent 

people who pose a risk of harm from working with our children and young people. 
 

24. The recruitment of all applicants and volunteers to RMAT must, without exception, follow the 
processes of safer recruitment. All offers of employment will be subject to us being satisfied 
that the applicant or volunteer is a suitable person to work with children and young people.  
 

25. Any person involved in recruiting to RMAT must read the Keeping children safe in education 
(KCSIE) guidance (or updated statutory guidance) produced by the DfE and the RMAT child 
protection policy. These can be obtained from SharePoint.  
 

26. All recruitment must be planned to ensure that there is adequate time available to recruit 
safely. 
 

27. Any person who becomes aware that this policy is not being followed during recruitment must 
inform their Line Manager/Designated Safeguarding Lead/HR immediately. 
 

28. All of the checks described in paragraphs 94 to 106 must be carried out and have been 
determined as satisfactory before an applicant can start their employment in RMAT.  

 
Publication of this Policy  
  
29. The policy will be held on SharePoint where it will be accessible to all staff. The policy is also 

available on demand to those applying for roles in RMAT. 
 
30. Guidance on any aspect of this policy can be obtained from HR. E-mail hr@rmat.uk  
 

The objective 
 
31. The objective of the recruitment process is to attract, select and retain staff who will 

successfully and positively contribute to the current and future development of RMAT, it is 
important to remember that applying for a vacancy is often the first contact an individual has 
with RMAT, so the experience should be a positive one. All those responsible for recruiting 
should: 

 
• Ensure that all applicants, whether successful or unsuccessful, have a positive 

experience of the recruitment process. 
 

• Give applicants a clear understanding of the post and what is expected of them. 
 
• Reduce the risk of a selection decision which may lead to issues in the future or may 

not meet the commitment to safeguarding children. 
 
32. It is expected that the processes outlined in this procedure are followed for all vacancies. 

There may be occasions, in exceptional circumstances, for example where there is a 

mailto:hr@rmat.uk
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requirement to make an urgent appointment due to the needs of RMAT, where some 
elements of the procedure may be truncated. In such circumstances it remains essential that 
the principles of safer recruitment continue to be observed. Any offer made in such 
circumstances would be entirely conditional and subject to the usual pre-employment checks. 
Advice should be taken from the HR Team if such a situation occurs.  

 
Evaluating the vacancy 
 
33. Each Academy will have a staffing structure in place or will be moving towards a planned 

structure. 
 
34. When a vacancy arises, the Principal may need to review the Academy’s staffing needs and 

determine whether it is appropriate for the post to continue in its current form or whether 
changes should be made.  Advice should be sought from the Chief Executive, the Director of 
HR, and the Chief Financial Officer if any structural changes are required. If the vacancy is 
within the staffing structure and the Academy’s budget and existing pay band, the Academy 
Principal may proceed with the recruitment or where there is a change to the staffing 
structure and there is a budget for an additional post or additional payments. 

 
35. Where an Academy Principal or the Chief Executive wishes to make an appointment to and 

additional post which is not in the staffing structure or is a change to the structure which 
requires additional payments, the Chief Executive and the Chief Financial Officer must be 
consulted, and the position should not be added to the staffing structure of the Academy or 
Central RMAT Team without the permission of the PPP Committee.  

 
 
Deciding how to fill the vacancy 
 
36. In most cases when a vacancy arises it will need to be filled on a like for like basis. In some 

circumstances, a permanent role may need to be filled on a temporary or fixed term basis. 
Under The Fixed-term Employees (Prevention of Less Favourable) Treatment Regulations 
2002, there are a limited number of circumstances which provide a fair reason to create a 
temporary or fixed term contract for example: 
 
• To cover a period of long-term absence. 
• To cover a period of maternity, paternity, adoption, or parental leave. 
• To cover absence due to a secondment. 
• Pending a staffing structure review. 
• To carry out a short-term project.  
• Where a role is attached to specific funding. 

 
Internal recruitment 
 
37. When a vacancy arises and often before it arises (e.g., upon receipt of a resignation), the 

Principal may identify opportunities for appropriate existing staff within a single academy or 
within RMAT to apply for the vacancy or for additional hours initially. At this stage the Director 
of HR must be informed, and they will liaise with the Chief Executive and the Chief Financial 
Officer prior to the commencement of any recruitment process. 

 
38. Whilst reviewing RMATs current internal capacity, consideration should be given to: 
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• The potential for temporary or fixed term acting up opportunities. 

 
• Ensuring internal opportunities are shared with all appropriate staff including 

colleagues on leave. 
 
• The potential need to fill further vacant posts or hours if the appointment were made 

internally. 
 
• If an internal employee’s role is at risk, or if a temporary or fixed term contract is 

coming to an end, whether the employee will have an automatic right to be offered 
or to apply for the post. 
 

• Employee secondments from within RMAT. 
 
Redeployees 
 
39. RMAT is committed to supporting redeployees to secure employment through the Managing 

Staffing Reductions Policy and Procedure. Consideration should be given to employees at risk 
of redundancy for any suitable vacancies that arise. Academies may invite redeployees to 
apply for their vacancies and if they meet the criteria, they would be interviewed alongside 
any other applicants shortlisted. Academies may offer redeployees the opportunity to be 
interviewed first, or with other candidates.  

 
Advertising  
 
40. Any vacant position will normally be advertised via the appropriate channels to ensure the 

most appropriate field of applicants is obtained. The purpose of the advert is to attract 
suitably qualified and experienced applicants to apply for the role.  
 

41. All advertisements will have the following statement about safeguarding children and young 
people and the requirement to have a DBS check: 
 
RMAT is committed to safeguarding and promoting the welfare of children and expects all 
staff and volunteers to share this commitment. All offers of employment are subject to an 
Enhanced DBS check, and where applicable, a prohibition from teaching check will be 
completed for all applicants.' 
 

42. All advertisements will also include the following statement if the post is exempt from the 
Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 
2013 and 2020: 
 

‘This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
(2013 and 2020).  This means that certain convictions and cautions are considered ‘protected’ 
and do not need to be disclosed to employers, and if they are disclosed, employers cannot 
take them into account.  Guidance about whether a conviction or caution should be disclosed 
can be found on the Ministry of Justice website: 

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-
act-1974.’  

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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43. Under Part 7 of the Immigration Act 2016, the Public Sector fluency duty requires state 
funded schools to ensure candidates for their customer facing roles have the necessary 
standard of spoken English. For example, an ISW required to communicate with students to 
support their learning, would be viewed as operating in a public-facing role. Adverts (and Job 
Descriptions) should make clear the necessary standard of spoken English required for the 
role. 
 

44. All applicants will be provided with a copy of our Recruitment Privacy Notice upon request 
which sets out how we will gather, process, and hold personal data of individuals during and 
after the recruitment process.  
 

45. The HR Team are responsible for placing all adverts centrally for all posts to be advertised 
externally. Where it is deemed appropriate to advertise a role internally, the Principal/Line 
Manager will liaise with HR to receive support and guidance with the recruitment process, 
ahead of placing an advert.  

 
46. Where an advert is deemed necessary it should highlight the key duties of the role and 

experience required and should include the job description/role responsibilities and person 
specification. Internal adverts should be circulated to all appropriate staff including those 
absent at the time of the advertisement i.e., staff on maternity and other types of leave. 

 
47. Line Managers should also consider whether it is necessary to advertise externally and in 

which publication, being mindful of advertising timescales, deadlines, and costs. It is 
recommended that external adverts should be live for at least two weeks to allow the advert 
to be seen by potential applicants and to give individuals a reasonable amount of time to 
apply.   

 
Job description and Person specifications 
 
48. A job description will be required for all posts which describes the duties and responsibilities 

of the post. It must be up to date, accurate and specific to the role. The job description must 
also include a person specification which outlines all of the necessary skills, abilities, 
experience, attitude, behaviours, qualifications, and knowledge requirements for the post. 
 

49. All job descriptions and person specifications must make reference to the responsibility for 
safeguarding and promoting the welfare of children. 

 
50. Before a post is advertised, a review of the job description and person specification should be 

undertaken to ensure they meet the current requirements of the role. These documents 
should describe fully and in plain language, the responsibilities, and duties of the post, as 
follows: 
 
• The job title 
• The job purposes – why the job exists 
• The reporting structure – to show where the job is placed within the Academy or 

RMAT 
• Main duties 
• Salary band 
• Grade 
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51. If a nationally or locally agreed job description exists, this may be used.  The School Teachers 
Pay and Conditions Document contains details of the professional duties for teachers and the 
RMAT Pay Policy contains details of pay bands. 

 
52. When a new post is created, or when a vacancy arises and there is a need to modify the 

existing job description/person specification, advice should be sought from HR. 
 

53. An up-to-date person specification is an essential feature of the recruitment process.  A person 
specification enables a shortlist of applicants to be drawn up and a final selection to be made, 
based on fair, equitable and consistently applied criteria. It will ensure, as far as possible, that 
the right person is appointed to the position. 

 
54. The Person Specification should include:  

 
• The knowledge, skills, experience and qualifications, and any other requirements 

needed to perform the role in relation to working with children and young people. 
 

• The competences and qualities that the successful candidate should be able to 
demonstrate.  

 
• Detail the method of assessment, for example, application form, test, or interview.  

 
55. Care should be taken to ensure that the person specification is free of any criteria that could 

be interpreted as being discriminatory such as age limit or physical requirements (this is not 
an exhaustive list).  

 
Application form 
 
56. The information made available to applicants following advertisement is very important. 

They should have access to: 
 

• The application/expression of interest form.  
• Guidance for completing the application/expression of interest form.  
• Person specification/job description/list of role responsibilities as appropriate. 
• Any relevant information about RMAT and an individual academy.  

 
57. All applicants are required to fill out our standard application form. CVs may be accepted 

but will not replace the application form. 
 

58. All applications should be scrutinised to ensure that they are fully and properly completed, 
that the information provided is consistent and does not contain any discrepancies and to 
identify any gaps in employment. 

 
59. Incomplete application forms should not be accepted and should be returned to the 

applicant for completion with a clear timescale for re-submission. 
 
60. To be eligible for interview an applicant must demonstrate that they meet all the essential 

criteria on the person specification, which can be assessed from the application form.  If 
many applicants meet all the essential criteria, it may be necessary to look at the applications 
again to determine those that meet the desirable elements of the person specification. This 
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should narrow the field. A fair and consistent method of scoring must be followed to ensure 
the decision is clear and justifiable. 
 

61. Where many applicants meet all the essential and desirable criteria the panel may create a 
long list for the post. This may involve the use of pre-selection techniques, for example, a 
test, presentation, or interview from which the field can be reduced further before creating 
the final shortlist for interviews.  It is important, that any supplementary method used must 
be valid, reliable, quantifiable, and non-discriminatory. 
 

62. Applicants will be short-listed against the requirements of the person specification. The 
same people should carry out the short-listing and the interviews and should be at least two 
people. The outcome of the short-listing process will be recorded and retained. 

 
63. The equal opportunities monitoring form must be removed from the application and not 

provided to the short-listing panel. 
 

64. The short-listing panel are responsible for scrutinising the application forms and identifying 
any gaps in employment or other areas that may affect an applicant's suitability to work with 
children and young people. A satisfactory explanation for any concerns, including any 
concerns as a result of online searches must be obtained from the applicant during the 
interview process. 

 
65. All information sent to candidates must, if requested, be provided in other formats such as 

braille and large print or Compact Disk.    
 
Applicants Invited for Interview 
 
66. Once the shortlisting panel have determined applicants who will be invited to interview the 

following checks must take place: 
 

67. References: 
 

• All offers of employment will be conditional upon receipt of at least two satisfactory 
written references. References will: 

• be requested for all shortlisted applicants, including internal applicants; 
• include the applicant's current or most recent employer and where an applicant for a 

teaching post is not currently employed as a teacher, will include the applicant's most 
recent employer as a teacher; 

• ask the current employer for details of any capability history in the previous two years, 
and the reasons for this; 

• be directly from the referee, who will be a senior person with appropriate authority 
and confirmed as accurate by the headteacher/principal in respect of any disciplinary 
investigations; 

• not be accepted if they are 'to whom it may concern' letters; 
• request information on the applicant’s suitability to work with children and young 

people from the last employer where the applicant worked with children (if not 
currently working with children); 

• be verified with the person who provided the reference and, where the reference is 
provided electronically, verify that it is from a legitimate source; 

• be clarified with the referee where the information is vague or insufficient; 
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• establish the reason for the candidate leaving their current or most recent post; 
• be compared with the information set out in the application form and any 

discrepancies discussed with the candidate; 
• be requested before the interview; and 
• be explored further with the referee and with the applicant during the interview if 

necessary.  
• Where it has not been possible to obtain references before the interview any concerns 

that are subsequently raised will need to be resolved before the appointment is 
confirmed. 

 
68. In order to comply with the Equality Act 2010, information relating to sickness absence will 

only be requested after a conditional offer of employment has been made.  
 
69. RMAT may conduct searches, either themselves or through a third party of the online 

presence and publicly available social media content of shortlisted candidates to identify any 
comment, image or other content that could cause reputational damage to the trust and/or 
give rise to a safeguarding concern.  
 

70. Management of online searches (either by carrying out the search or instructing a third party 
to do so), and the collation of information will be carried out independently from those 
managing the shortlisting process. Only information relevant to potential reputational 
damage and/or safeguarding concerns obtained from the search will be passed to those 
managing the shortlisting process.  
 

71. Shortlisted candidates will be required to complete a self-declaration of their criminal record 
or information that would make them unsuitable to work with children. Applicants will only 
be asked to disclose and discuss criminal convictions and/or cautions which are not 
protected under the amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) 
Order 1975 (2013 and 2020) that may deem them unsuitable. Where this is provided 
electronically, the shortlisted candidate will be asked to physically sign a hard copy at the 
point of the interview. 

 
Inviting candidates to the assessment process 
 
72. When arranging interviews, it is recommended that five working days’ notice is given to the 

candidates.  
 
73. Dates and times arranged should be arranged with the rest of the interview panel and 

assessments and interview questions agreed. Timetables should be drawn up in advance and 
the times issued with the invite letter if possible.  

 
74. Arrangements should also be made for the unexpected, i.e., replacements for the interview 

panel in the case of absence. 
 
75. The interview letter must supply or request the following information: 
 

• The interview date and time; venue, directions to the venue and information about 
assessments, (if applicable).  

 
• That they must bring evidence of their identification and their eligibility to work in the 

UK by bringing proper documentation to the interview.  
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• That they must bring documents confirming any educational and professional 

qualifications that are necessary or relevant for the post, e.g., the original or a certified 
copy of a certificate, or diploma, or a letter of confirmation from the awarding body.  

 
• That a photocopy of all candidates’ identification and certificates will be made on the 

day of interview and kept in the successful candidate’s personnel file subject to our 
Records Management Policy. 

 
• That the successful candidate will have to undertake an Enhanced Disclosure check by 

the Disclosure and Barring Service and other statutory employment checks in line with 
the requirements of the role.  

 
Interviews 
 
76. A face-to-face interview must take place for all posts even if there is only one candidate. 

Where necessary, the use of video conferencing, Skype, Facetime, or other similar 
technologies is acceptable for this purpose. 
 

77. All those involved in interviewing must be properly prepared to undertake the role, which may 
involve appropriate interview training. At least one person on the interview panel must have 
passed the appropriate safer recruitment training.  
 

78. The purpose of the interview is to assess the merits of each applicant against the job 
description and person specification to establish their suitability for the post and to work with 
children and young people.  
 

79. Interviews should be conducted with a minimum of two interviewers on the panel ideally with 
an equal gender balance to enable one interviewer to assess the applicant, observe and make 
notes whilst the applicant talks to the other interviewer.  
 

80. Before the panel commences the interview, the panel should have: 
 
• prepared appropriate questions for the role; 
• prepared appropriate questions to test the applicant's suitability to work with children 

and young people;  
• identified any areas for further probing, e.g., if a criminal record has been declared, 

any information about past disciplinary action/allegations, or if there are gaps in 
employment etc; 

• agreed assessment criteria which reflects the person specification; and 
• decided a structure to the interview and established which member of the panel will 

ask which questions. 
• A set of common questions relating to the requirements of the post will be asked of 

each applicant. Their response will determine whether that is followed up through 
further questioning. 

• Any gaps in employment history and any concerns identified as part of the online and 
social media checking process must be explored during the interview process. 

• Candidates shortlisted for interview will be asked about their suitability to work with 
children. Areas that may be concerning and lead to further questions include:  
 

 implication that adults and children are equal;  
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 lack of recognition and/or understanding of the vulnerability of 
children;  

 inappropriate idealisation of children;  
 inadequate understanding of appropriate boundaries between adults 

and children; and 
 indicators of negative safeguarding behaviours; 

 
81. The interview panel must ensure a fully completed Self-Declaration form is discussed and 

considered. Should a disclosure be present on the declaration form, or the applicant verbally 
shares a disclosure, the panel must complete the Disclosure Discussion Form.  
 

Other selection methods 
 
82. In addition to a face-to-face interview with an interview panel a variety of other selection 

methods may be used, such as: 
 
• Observation of teaching practice in RMAT or in the applicant's current school or 

academy; 
• One or more additional panel interviews (for example, a panel made up of RMAT 

students); 
• A presentation;  
• In tray exercises; and 
• Psychometric testing. 

 
83. Those responsible for deciding the arrangements for recruitment to a specific post will 

determine the selection method(s). They will be relevant and appropriate to the role and will 
be based on the requirements for the post as set out in the job description and person 
specification. 
 

84. Candidates will be informed in advance if any selection methods are to be used in addition to 
a face-to-face interview and what these are. 

 
Reasonable adjustments for interview and assessment purposes 
 
85. It is permitted under the Equality Act to ask candidates when inviting them to interview and 

assessment to notify the organisation of any reasonable adjustments they may need to allow 
them to take part in the process. 

 
86. Candidates should be asked to notify an administrative contact or the chair of the recruitment 

panel for any reasonable adjustment required. This contact person should then ensure 
reasonable adjustments are made. It may become apparent to the interview panel that an 
adjustment has been made, however the chair of the recruitment panel should ensure as far 
as possible that information regarding adjustments is shared on a need-to-know basis only.  

 
87. In all cases if the panel become aware of an adjustment, they should ensure this has no 

discriminatory effect on any part of the recruitment process. 
 
Level of language proficiency 
 
88. Under the "fluency duty" (Part 7 of the Immigration Act 2016), public authorities are required 

to ensure that workers in public facing roles are fluent in English. Public facing roles are those 
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members of teaching and support staff who, as a regular and intrinsic part of their role, are 
required to speak to members of the public (including students in schools).  
 

89. RMAT will accept a range of evidence of spoken English language ability as follows: 
 
• competently answering interview questions in English or Welsh;  
• possessing a relevant qualification for the role attained as part of education in the UK 

or fully taught in English by a recognised institution abroad, 
• passing an English spoken language competency test or possessing a relevant spoken 

English qualification at CEFR Level B1 or above, taught in English by a recognised 
institution abroad  

 
90. Care should be taken not to discriminate against candidates and advice should be taken from 

the HR Team as necessary.  
 
Informing unsuccessful candidates 
 
91. Unsuccessful candidates should be informed either by phone or in writing. On no account 

should this message be left with partners, colleagues, or friends.  Not only is this 
unprofessional practice but it also contravenes data protection regulations. 

 
92. Feedback should be offered to all candidates and provided promptly if requested. It is best 

practice to give constructive feedback and can make a significant difference to candidates’ 
opinion about the organisation, especially where their application has been unsuccessful.  

 
93. Feedback can be given in either verbal or written form and should include an overview of the 

results of tests and exercises as well as from the interview. The feedback should be accurate 
and factual, and the message should be delivered in a supportive manner. Raw scores should 
not be given; instead, the person providing feedback should provide a balance between those 
areas where the candidate did well or showed strength, and areas of development, where the 
candidate needs to improve in the future.  

 
Pre-employment checks 
 
94. An offer of appointment to the successful applicant will be conditional upon the following: 

 
• receipt of at least two satisfactory written references (one of which must be their 

current or most recent employer); 
•  verification of the applicant's identity, preferably from current photographic ID and 

proof of address.  It is important to be sure that the person is who they claim to be, 
this includes being aware of the potential for individuals changing their name. Best 
practice is checking the name on their birth certificate, where this is available; 

• verification of the applicant's medical fitness; 
• verification of qualifications where relevant; 
• verification of professional status where applicable. For teachers, this will include 

checking that the individual has the required teaching qualification and has 
successfully completed any statutory induction, if required, through the Teacher 
Services System; 

• satisfactory enhanced DBS check; 
• satisfactory online searches; 
• for management positions (Applicable to LRB Members/Trustees, Principals, members 
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of Senior Leadership Teams and departmental heads only), verification that they are 
not subject to a section 128 direction by checking the Teacher Services System; 

• for teachers and other employees who hold QTS who are working in non-teaching 
roles, verification that they are not subject to a prohibition order by checking the 
Teacher Services System; 

• for teachers, satisfactory check to determine any restrictions/sanctions that have 
been imposed in other EEA member states, through the provision of a letter of 
professional standing from the professional regulating authority in the country that 
they qualified. 1 

• a clear children's barred list check (except supervised volunteers) if working in 
regulated activity; 

• verification of right to work in the United Kingdom; 
• any further checks where the applicant has lived or work outside of the UK including 

receipt of criminal record information from overseas; 
• For employees to be employed in Primary academies, confirmation that the applicant 

is not disqualified from providing childcare; 
• Social Media checks 

 
95. Under the Equality Act 2010, RMAT are not permitted to ask about an individual's absence 

record or health before they are offered a job (subject to a few very limited exceptions). RMAT 
should not collect information or enquire into an individual's absence record, health or 
disability in the application or interview stage prior to a candidate being offered a position. 
Supplementary checks may be completed after making an offer of employment with a view to 
making reasonable adjustments or to ensure the individual can do the job.  If a concern with 
previous sickness absence arises through supplementary checks, please contact the HR Team 
for advice. 

 
Disclosure and Barring Service (DBS) checks – new employees and volunteers 
 
96. RMAT will carry out a risk assessment to determine if a DBS check is required for each 

successful applicant in accordance with Annex E of Keeping Children Safe in Education 2022. 
If a volunteer is assessed as requiring a DBS check, the following DBS checks will be undertaken 
for new appointments, before the employee or volunteer starts their role in RMAT: 

 

Who? Definition Type of check 

Employees who will be 
engaging in regulated 
activity 

As an educational institution which is 
exclusively or mainly for the provision of 
full-time education to children, RMAT is 
an establishment specified in the relevant 
legislation. Activity carried out in this 
establishment will therefore be regulated 
activity relating to children if it meets the 
definition in the relevant legislation, 
including that it is carried out: 

An enhanced DBS check 
with children’s barred list 
check will be obtained  

 
1 EEA regulator restrictions do not prevent an individual from taking up teaching positions in England, however, 
employers should consider the circumstances leading to the restriction when assessing a candidate's suitability 
to be employed.  
 



Recruitment and Selection Policy 
Appendix 2 

Version 8  17 

Who? Definition Type of check 

Frequently by the same person (for 
example once a week or more); or  

On more than three days in any period of 
30 days.  

Note – personal care of a child because of 
age, illness or disability including physical 
help with eating, toileting, washing, 
bathing, or dressing is always regulated 
activity regardless of how frequently it is 
carried out.  

Unsupervised 
volunteers 

As above An enhanced DBS check 
with children’s barred list 
check will be obtained 

Those applying for Chair of 
Trustee posts (after 
01.04.17) must also have 
their identity verified for a 
stipulated professional as 
part of their DBS check as 
per the below link: 

https://www.gov.uk/govern
ment/publications/identity-
verification-for-new-chairs-
of-trustees 

 

Supervised volunteers Where an individual is a volunteer (e.g. 
carrying out activity that is unpaid) they 
will not be engaging in regulated activity 
if: 

They are being supervised by someone 
that is in regulated activity; and 

The supervision is regular and day to day 
(e.g., it is ongoing); and 

The supervision is reasonable in all the 
circumstances to ensure the protection of 
children (this may take into account for 
example, the age (including the variation 
in ages), number and vulnerability of 
children the individual is working with, 
the nature of the work and opportunity 

We are unable by law to 
obtain a barred list check on 
a supervised volunteer. We 
will however obtain an 
enhanced DBS check (with 
no barred list check) for 
supervised volunteers. 

https://www.gov.uk/government/publications/identity-verification-for-new-chairs-of-trustees
https://www.gov.uk/government/publications/identity-verification-for-new-chairs-of-trustees
https://www.gov.uk/government/publications/identity-verification-for-new-chairs-of-trustees
https://www.gov.uk/government/publications/identity-verification-for-new-chairs-of-trustees
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Who? Definition Type of check 

for contact with children, whether other 
individuals are helping to look after them 
and how many workers a supervisor is 
supervising). 

 
 

97. DBS certificates will only be issued to the applicant. All applicants must produce the disclosure 
when requested to do so. The DBS certificate will be cross-referenced with the applicant’s 
signed self-declaration and the interview notes to ensure the information disclosed has been 
assessed correctly. The disclosure will be scrutinised to ensure it is authentic and to detect 
any fraud. The DBS disclosure number and date of the check must be recorded in the Single 
Central Record (SCR). We are not required to take a copy of the DBS certificate; however, we 
may choose to do so for decision making purposes. Any copy will be held for no longer than 
necessary, and up to a period of six months and be processed in line with Data Protection 
Legislation.  
 

98. Any applicant who refuses to produce their DBS disclosure will not be able to start their 
position at RMAT and the conditional offer will be withdrawn as satisfactory checks are not in 
place. Any volunteer who refuses to produce their disclosure will not be able to volunteer in 
RMAT or any of our academies. 
 

99. Applicants (free for volunteers) can have their DBS certificate kept up to date and take it with 
them from role to role where the same type and level of check is required. Applicants or 
volunteers should be asked if they have subscribed to this service. The cost of this service is 
£13 per year. RMAT will make payment of this. Where the applicant or volunteer has 
subscribed, they should provide RMAT with the original disclosure document to be verified 
and RMAT will check the online update for any changes.  
 

100. Applicants will only be asked to declare convictions and cautions that are not protected under 
the amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 
and 2020). 
 

101. Information relating to an individual's criminal record will only be shared with the relevant 
people to enable RMAT to make a decision about their suitability to work with children and 
young people.  

 
Disclosure and Barring Service (DBS) checks - existing employees and volunteers 
 
102. An enhanced DBS check and a children's barred list check will be carried out for all existing 

staff and unsupervised volunteers (subject to risk assessment) where their unsupervised 
contact with children or young people has increased from that at their time of appointment.  
 

103. An enhanced DBS and children's barred list check may be carried out on any employee or 
unsupervised volunteer (subject to risk assessment) where RMAT has concerns about an 
individual's suitability to work with children and young people 
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104. An enhanced DBS (no barred list check) may be carried out on any supervised volunteer 
(subject to risk assessment) where RMAT has concerns about their suitability to work with 
children and young people. 
 

105. DBS certificates will only be issued to the applicant. expects all applicants to produce the 
disclosure when requested to do so. Any existing employee who does not produce their DBS 
disclosure will be managed through the disciplinary procedure. 
 

106. All existing employees are required to inform us immediately if they are the subject of a police 
investigation or receive any conviction or caution which is not protected under the 
amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 
2020) or any occurrence that may disqualify them from providing childcare under the 
Childcare (Disqualification) Regulations 2009. Failure to immediately report such information 
will result in disciplinary action, up to and including dismissal.  RMAT requires all employees 
to sign a declaration on an annual basis that there has been no change in their criminal record. 
Action may be taken as a result of any change or any failure to inform RMAT of any change. 

 
Agency staff 
 
107. In the case of agency staff, RMAT will ensure that the arrangement with the agency imposes 

an obligation on the agency to carry out all recruitment checks as set out including DBS and 
children's barred list checks, that RMAT would otherwise complete for its staff. RMAT must 
obtain written confirmation from the agency that these checks have been carried out and are 
satisfactory. This must be recorded in the single central record (SCR). 
 

108. Upon the engagement of an agency worker, the agency must be supplied with a copy of 
RMAT’s Managing Allegations Procedure unless they have previously been provided with the 
most recent version of this procedure. 

 
Induction 
 
109. There should be an induction programme for all newly appointed staff and volunteers 

regardless of previous experience. The content and nature of the induction process will vary 
according to the role and previous experience of the new member of staff or volunteer. 

 
110. All newly appointed staff and volunteers will receive an initial HR Safeguarding Induction 

delivered by a member of the HR team. 
 
111. A structured induction programme with the academy where the employee will be based is 

arranged which will give employees the opportunity to meet colleagues, attend meetings, 
meet staff from affiliated academies or organisations and familiarise themselves with 
computer systems and academy protocols. 

 
112. The induction programme should also indicate to new members of staff where to access the 

following information: 
 
• Policies and procedures in relation to safeguarding, including child protection, local 

child protection and safeguarding procedures, anti-bullying, physical 
intervention/restraint, intimate care, ICT and E-Safety. 
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• Safe Working Practice and the Personal and Professional Code of Conduct which 
outlines the standards of conduct and behaviour expected of staff in the 
establishment i.e., Guidance for Safer Working Practice, Keeping Children Safe in 
Education and Working Together to Safeguard Children. 

 
• How and with whom any concerns about the above issues should be raised. 
 
• The name of the Designated Safeguarding Lead (“DSL”), Deputy DSLs, other staff 

trained as DSLs and their role in the academy/RMAT. 
 
• Other relevant HR procedures including managing attendance and special leave, 

performance management, health, and safety, disciplinary, capability, grievance, and 
whistleblowing. 

 
• The induction programme should also include attendance at child protection training 

appropriate to the person’s role at the earliest opportunity 
 
Leadership recruitment 
 
113. The Chief Executive, and the Chief Financial Officer must be consulted regarding any 

vacancies within the RMAT Leadership teams. 
 

 
114. The principles of fair, legal, and safe recruitment should be applied throughout the process. 

The key features of leadership recruitment are as follows: 
 
• RMAT is committed to succession planning and will look to support internal 

promotions into leadership roles wherever possible. 
 

• The responsibility for recruiting a new Chief Executive or Head of Governance or 
Compliance lies with the RMAT Board. 

 
• The responsibility for recruiting a new Chief Financial Officer, Chief Operating Officer, 

Director of School Improvement or Principal lies with the Chief Executive  
 

• The Chair of the RMAT Board and or the Chair of the relevant committee will be a 
member of the recruitment panel for any appointments to the position of Chief 
Financial Officer, Chief Operating Officer Director of School Improvement. 

 
• The responsibility for recruiting new members of the Finance team lies with the Chief 

Financial Officer. 
 
• The responsibility for recruiting a new Director of HR, Director of IT or Facilities, Health 

and Safety Manager lies with the Chief Operating Officer 
 

• The responsibility for recruiting a new Primary Lead, Director of SEND & Safeguarding, 
Data and Intelligence Lead, Attendance Lead or ECT Lead lies with the Director of 
School Improvement 
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• Senior Deputy, Vice and Assistant Principal recruitment will be led by the Chief 
Executive and Principal, supported by HR. 

 
• Leadership person specifications which are based on the National Standards of 

Excellence for Head teachers and the Teachers’ Standards will be consulted upon 
where applicable. 

 
Breaches of the policy 

 
115. Any instances of this policy not being adhered to will be taken very seriously and appropriate 

disciplinary action will be taken. 
 

116. Any complaint in relation to this policy, including its application will be managed through the 
RMAT's complaints policy or grievance policy (for existing employees). 

 
Record keeping and data protection 
 
117. All written records of interviews, application forms and reasons for appointment or non-

appointment will be kept by RMAT in line with our Recruitment Privacy Notice, our Staff 
Privacy Notice (for appointed candidates), our Governance/Volunteers Privacy Notice, our 
Records Management Policy and in line with the requirements of Data Protection Legislation 

 
Monitoring  
  
118. HR will monitor the implementation and effectiveness of the policy by liaising with the 

Principals in each academy on a termly basis. Issues arising from regular reporting/audits 
from HR will also help inform this process as will any ad hoc concerns raised by staff, students, 
or the community.  

 
119. HR will monitor the relevant legislation, guidelines, and information forthcoming from the 

relevant statutory bodies for any recommendation or changes. Where a gap, potential 
inequality or shortfall in performance is identified within the policy  

 
120. HR will advise the PPPC committee of the RMAT Board of any changes that are needed, and 

a proposal will be submitted to the RMAT Board within an appropriate timescale. There will 
be a full review of the policy by HR prior to the stated review date where recommendations 
will be made for consideration by the PPPC.     

  
Other Policies  
  
121. The following policies should be read in conjunction with this policy: 

• Equality and Diversity Policy 
• Child Protection and Safeguarding Policy 
• Statement of Recruitment of Ex-Offenders  
• Data Protection Policy 
• Accessibility Policy 
• KCSIE Statutory Guidance 
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Diversity 
 
122. RMAT is committed to a policy of celebrating diversity, promoting equality of opportunity, 

providing an inclusive workplace, and eliminating any unfair treatment or unlawful 
discrimination. This overriding objective applies to all policies and procedures relating to 
staff and students.  RMAT will always comply with the requirements of the Equality Act 2010 
and associated guidance produced by the DfE.  
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Appendix 1: Disqualification from Childcare information for new employees 
 

This information is to make you aware of your obligations relating to Disqualification under the 
Childcare Act 2006 which came into force in schools and academies in late 2014. 

Your role within our school has been identified as one which the disqualification declaration applies to. 

So, what does this mean in practice? 

We need to make you aware that there are certain things that may mean that you are automatically 
disqualified from providing childcare (affecting your role within this school) by you having committed a 
disqualifiable offence or a disqualifying event. These broadly fall into the four below categories: 

1 That you have a caution/conviction for certain violent/sexual offences 

2 Grounds relating to the care of children 

3 That you have had registration refused/cancelled in relation to childcare 

4 That you have committed an offence overseas which would constitute an offence regarding 
disqualification under the 2009 Regulations if it had been done in any part of the United Kingdom.  

Ofsted have provided a list of disqualifiable offences/events in tables A & B of the below guidance  

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-
2006/disqualification-under-the-childcare-act-2006 

You need to read through this and report to the Head without delay if there is anything to declare under 
the disqualification guidance. It is only the offences/events on this list that we require you to declare. If 
you are unsure of a specific offence/event is applicable after reading the Ofsted lists, then please let us 
know so that we can advise you appropriately. 

You should also be aware that from this point forward if your circumstances change relating to the 
disqualification guidance, you are obligated to inform us of this without delay. 

You will be required to sign to confirm that you are clear relating to your obligations regarding 
disclosure pertaining to Disqualification under the Childcare Act 2016, so please do make sure that you 
ask any questions that you are unclear on. If you wish to do this, please speak with the Head in person.  

If you require additional information or help with any aspect of this, then please let the Head know so 
that we can take advice from our HR provider on your behalf. 

I have read and understood the information in this document. 

 

Signed 

 

Print name 

 

Date 

 

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
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Appendix 2 - Equality Impact Assessment  
 

Equality, Diversity, Cohesion, and Integration Screening 

As a Trust and a public authority, we need to ensure that all our strategies, policies, service, and functions, 
both current and proposed have considered equality, diversity, cohesion, and integration. Please also take 
due regard of Equalities considerations.  

A screening process can help judge relevance and provides a record of both the process and decision. 
Screening should be a short, sharp exercise that determines relevance for all new and revised strategies, 
policies, services, and functions. Completed at the earliest opportunity it will help to determine: 

• the relevance of proposals and decisions to equality, diversity, cohesion, and integration.   
• whether or not equality, diversity, cohesion, and integration is being/has already been 

considered, and 
• whether or not it is necessary to carry out an impact assessment. 

 

Organisation:  

RMAT 

Department responsible for the Policy: 

Human Resources 

Lead Person:  

Adam Marham - HGC 

Contact Number: 

01924 872252 

 

1. Title: Recruitment and Selection Policy 

Is this a: 

 

             Policy                     

If other, please specify 

 

 

2. Please provide a brief description of what you are screening 

In accordance with requirements of current relevant legislation, academies must provide a framework 
within which recruitment panels should operate to ensure that the best appointments are made in 
line with good HR practice.  

 

3. Relevance to equality, diversity, cohesion, and integration 
All the Trust’s policies affect service users, employees, or the wider community.  These will also have a 
greater/lesser relevance to equality, diversity, cohesion, and integration.   

The following questions will help you to identify how relevant your proposals are. 

X 

http://dera.ioe.ac.uk/20360/
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When considering these questions think about age, carers, disability, gender reassignment, race, religion or 
belief, sex, sexual orientation, and any other relevant characteristics (for example socio-economic status, 
social class, income, unemployment, residential location or family background and education or skills levels). 

Questions Yes No 

Is there an existing or likely differential impact for the different equality 
characteristics?  

 x 

Have there been or likely to be any public concerns about the Policy or 
proposal? 

 x 

Could the proposal affect how services are organised, provided, located and 
by whom? 

 x 

Could the proposal affect our workforce or employment practices?  x 

Does the proposal involve or will it have an impact on: 
• Eliminating unlawful discrimination, victimisation, and harassment 
• Advancing equality of opportunity 
• Fostering good relations 

x  

 

4. Considering the impact on equality, diversity, cohesion, and integration 

If you can demonstrate you have considered how your proposals impact on equality, diversity, cohesion, and 
integration you have carried out an impact assessment.  

Please provide specific details for all three areas below (use the prompts for guidance). 

• Scope of the proposal – all staff and potential employees 
• Who is likely to be affected – as above. 
• Equality related information – is held on individual academy and Trust records, payroll records and 

gathered through Equal Opportunities Monitoring Forms. 
• Gaps in information and plans to address - the Trust intends to work to further improve processes 

relating to the gathering of equality related information across the organisation.   
• Consultation and engagement activities with those likely to be affected – ongoing feedback from staff, 

applicants, candidates and HR, the Policy is made available to staff and is on our website. 
 

 

• Key findings 
We have considered the potential positive and negative impact on different equality characteristics in 
relation to the Policy and do not believe that any groups will be adversely affected. The HR Team is vigilant 
in adhering to the appropriate legislation in relation to protected characteristics and to preventing 
discrimination. Managers are supported and trained in relation to these areas.  

The Policy has considered religious, racial and gender-specific clothing requirements and those of staff with 
disabilities in line with the Equality Act. 
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We have considered the perception that the proposal could benefit one group at the expense of another 
and we do not believe that the Policy could be perceived to be discriminatory with regards to its wording 
or format. 

 

• Actions 
The Trust will continue to promote positive impact and remove/reduce negative impact through the 
application of this Policy within the organisation. 

 

 

5. Governance, ownership, and approval 

Please state here who has approved the actions and outcomes of the screening 

Name Job title Date 

Denise Kriens Director of HR  June 2024 

   

 

6. Publishing 

This screening document will act as evidence that due regard to equality and diversity has been given.  

Date screening completed June 2024 

Date agreed at Trust Board  15 July 2024 
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