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Introduction  
 
This recruitment and selection policy has been produced in line with the Department for 
Education (DfE) Statutory Guidance ‘Keeping Children Safe in Education’.  This policy aims 
to ensure both safe and fair recruitment and selection is conducted at all times.  
Safeguarding and promoting the welfare of Talbot House Trust’s young people are an 
integral factor in recruitment and selection and an essential part of creating safe 
environments for the young people. 
 
Recruitment and Selection policy statement 
 
Talbot House Trust is committed to: 
 

 ensuring the best possible environment for the young people in our care.  
Safeguarding and promoting the welfare of the young people is our highest priority. 

 attracting, selecting and retaining employees who will successfully contribute to the 
aims of the Trust.  Motivated and committed staff with appropriate knowledge, skills, 
experience and ability to do the job is essential to the Trust’s success. 

 
The Trust aims to recruit staff that share and understand our commitment and to ensure that 
no applicant is treated unfairly by reason of a protected characteristic as identified within the 
Equality Act 2010. 
 
All queries in Talbot House Trust’s application and recruitment process should be directed to 
the Human Resources Department. 
 
Purpose 
 
To ensure the recruitment of staff is conducted in a fair, effective and economic manner. 
 
To achieve this purpose those responsible for each stage of the recruitment process will deal 
honestly, efficiently and fairly with all internal and external applicants. 
 
Aims & Objectives 
 
To ensure that the safeguarding and welfare of Talbot House Trust’s young people takes 
place at each stage of the process. 
 
To ensure consistent and equitable approach to the appointment of all Talbot House Trust’s 
staff. 
 
Principles 
 
The following principles are encompassed in this policy: 

 All candidates will receive fair treatment 

 The job description and person specification are essential tools used throughout the 
process 
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 Staff will be recruited on the basis of the knowledge, experience and skills needed for 

the job 

 Selection will be carried out by a panel of at least two but preferably three members. 

 Selection will be based on a minimum of the following: a completed application form, 
shortlisting and an interview 

 All posts will be advertised 

 The Disability Discrimination Act requires that reasonable adjustment is made to the 
recruitment process if a candidate makes Talbot House Trust aware that they have a 
disability.  This applies to the whole recruitment process from advertisement to 
appointment 

 
Pre-recruitment process 
 
Application Form 
 
Talbot House Trust will only accept application form candidates completing the relevant 
application form in full. CV’s will not be accepted in substitution for completed application 
forms. 
 
Talbot House Trust will make candidates aware that all posts involve some degree of 
responsibility for safeguarding young people, although the extent of that responsibility will 
vary according to the nature of the post.   
 
As the position for which candidates are applying involves substantial opportunity for access 
to young people, it is important that applicants provide the Trust with legally accurate 
answers.  Upfront disclosure of a criminal record may not debar a candidate from 
appointment as the Trust shall consider the nature of the offence, how long ago and at what 
age it was committed and any other relevant factors.   
 
Any unspent convictions, cautions, reprimands or warnings must be disclosed to Talbot 
House Trust.  However amendments to the Exceptions Order 1975 (2013) provide that 
certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to 
employers, and cannot be taken into account.  Guidance and criteria on the filtering of these 
cautions and convictions can be found on the Disclosure and Barring Service website. 
 
The successful applicant will be required to complete a Disclosure Form from the Disclosure 
and Barring Service (DBS) for the position.  Additionally, successful applicants should be 
aware that they are required to notify the Trust immediately if there are any reasons why they 
should not be working with young people.   
 
All candidates should be aware that provision of false information is an offence and could 
result in the application being rejected or summary dismissal by Talbot House Trust of they 
have been appointed, and a possible referral to the police and/or DBS. 
 
Job Description & Person Specification 
 
An accurate job description is required for all posts.  A person specification, which is a profile 
of the necessary requirements for the post, is also required.  Both documents must define 
the individual’s responsibilities for promoting and safeguarding the welfare of young people. 
 
References 
 
The purpose of references is to obtain objective and factual information to support either the 
selection process or appointment decisions.  References will always be sought and obtained 
directly from the referee.  Referees will be asked to complete Talbot House Trust’s reference 
request pro-forma.  At least two references are required, although the Trust reserves the 
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right to contact any previous employer, educational or other institution.  One referee should 
always be the candidate’s most recent employer, and in the case of teachers from their most 
recent school/employer.  The reference must be verified by direct telephone contact with the 
referee.  If the candidate does not wish the Trust to take up references in advance of the 
interview, they should indicate this on the application form.  . 
 
All referees will be provided with a copy of the job description and person specification and 
will be asked, amongst other things, to confirm the following: 
 

 Whether they believe that the applicant is suitable for the job for which they have 
applied 

 Whether they have any reason to believe that the applicant is unsuitable to work with 
young people 

 The applicant’s date of employment, salary, job title/duties, reason for leaving, 
performance and disciplinary record 

 Whether the applicant has ever been the subject of disciplinary procedures involving 
issues related to the safety and welfare of young people (including any in which the 
disciplinary sanction has expired 

 Whether any allegations or concerns have been raised about the applicant that relate 
to the safety and welfare of young people or their behaviour towards children or 
young people 

 
Interviews 
 
The Trust will shortlist applicants according to the relevance and suitability of their 
professional attributes and personal qualities to the role.  Short-listed applicants will then be 
invited to attend a formal interview at which their relevant skills and experience will be 
discussed in more details. 
 
All formal interviews will have a panel of at least two people.  At least one person on the 
appointment panel will have undertaken safer recruitment training.   
 
The interview will assess the merits of each candidate against the job requirements and 
explore their suitability to work with young people.  No job offer will be made without a face-
to-face interview. 
 
During the interview process, open ended questions will be used to explore the applicant’s 
suitability for the post.  Questions will also be asked about the applicant’s attitude towards 
child protection requesting examples of incidents from the applicant’s history rather than 
hypothetical incidents. 
 
The interview panel will apply the same procedures to all candidates. 
 
All applicants who are invited to an interview will be required to bring evidence of their 
identity, address and qualifications.   
 
Please note that originals of the above are required.  Photocopies or certified copies are not 
sufficient. 
 
The successful candidate will also be required to submit the same documents to Talbot 
House Trust (whereupon copies will be taken and retained) as part of the pre-appointment 
checking process. 
 
Candidates with disabilities who are invited to interview should inform the Trust of any 
necessary reasonable adjustments or arrangements to assist them in attending the interview. 
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Scope of the Interview 
 
In addition to assessing and evaluating the candidate’s suitability for the particular post the 
interview panel will also explore: 
 

 The candidate’s attitude towards young people 

 The candidate’s ability to support Talbot House Trust’s agenda for safeguarding and 
promoting the welfare of young people 

 Gaps in the candidate’s employment history 

 Concerns or discrepancies arising from the information provided by the candidates 
and/or a referee 

 Ask the candidate if they wish to declare anything in light of the requirement for an 
enhanced DBS check 

 
If there is an occasion when references cannot be obtained before the interview, candidates 
will be asked at interview if there is anything they wish to declare/disclose in light of the 
questions that will be put to their referees. 
 
Notes made by members of the interview panel will be retained, and in the case of the 
successful candidate will form part of their employment records.  The notes and other 
documentation for unsuccessful candidates will be shredded no later than six months after 
the date of interview. 
 
Conditional Offer of Appointment: Pre Appointment Checks 
 
Any offer to a successful candidate will be conditional upon: 
 

1. Receipt of at least two satisfactory references (if these have not already been 
received) 

2. Verification of identity and qualifications including, where appropriate, evidence to the 
right to work in the UK 

3. A satisfactory enhanced DBS check and if appropriate, a check of the Barred List 
maintained by the DBS 

4. For a candidate to be employed as a teacher, a check that the candidate is not 
subject to a prohibition order issued by the Secretary of State.  Teaching work is 
defined in the Teachers’ Disciplinary (England) Regulations 2012 to encompass: 

 

 Planning and preparing lessons and courses for young people 

 Delivering and preparing lessons to young people 

 Assessing the development, progress and attainment of young people 

 Reporting on the development, progress and attainment of young  
people 

 
5. Verification of professional qualifications, where appropriate 
6. Verification of successful completion of statutory induction period (for teaching posts 

– applies to those who obtained QTS after 7th May 1999) 
7. Where the successful candidate has worked or been resident overseas such checks 

and confirmations as the Trust may consider appropriate so that any relevant events 
that occurred outside the UK can be considered 

8. Satisfactory medical fitness 
9. Confirmation from you that you are not disqualified from providing childcare under the 

Childcare (Disqualification) Regulations 2009 or receipt of a signed Staff Suitability 
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Declaration form showing that you are not disqualified from providing childcare under 
the Childcare (Disqualification) Regulations 2009 

10. Where the successful candidate will be taking part in the management of Talbot 
House Trust, a check will be carried out under section 128 of the Independent 
Provision in England (Prohibition on Participation in Management) Regulations 2014.  
This applies to all Governors and Senior Management Team. 

11. For a candidate that has lived or worked outside the UK, an EEA check using NCTL 
Teacher Service system for information about any teacher sanction or restriction. 

 
It is Talbot House Trust’s practice that a successful candidate must complete a pre-
employment health questionnaire.  The information contained in the questionnaire will then 
be held by the Trust in strictest confidence.  The information will be reviewed against the Job 
Description and the Person Specification for the particular role, together with details of any 
other physical or mental requirements of the role i.e. proposed workload, extra-curricular 
activities, layout of the Trust. 
 
Talbot House Trust is aware of its duties under the Equality Act 2010.  No job offer will be 
withdrawn without first consulting with the applicant, considering medical evidence and 
considering reasonable adjustments. 
 
All checks will be: 
 

 Confirmed in writing 

 Documented and retained on the personnel file (subject to certain DBS and Data 
Protection Act restrictions) 

 Recorded on the Trust’s single central record 

 Followed up if they are unsatisfactory or there are discrepancies in the information 
received 

 
Employment cannot normally commence until all the checks and procedures required by this 
policy have been fully completed in full. 
 
Probationary Period 
 
The first six months of employment will be probationary.  The probationary period may be 
extended at the Trust’s discretion. 
 
Post Appointment Induction 
 
There will be an induction programme for all staff appointed to Talbot House Trust regardless 
of previous experience. 
 
Disclosure and Baring Service Check (DBS) 
The trust applies for an enhanced disclosure from the DBS in respect of all positions at the 
Trust.  The purpose of carrying out an enhanced check for regulated activity is to identify 
whether an applicant is barred from working with young people by inclusion on the Children’s 
Barred List and to obtain other relevant suitability information. 
 
DBS Update Service 
 
Where an applicant subscribes to the DBS Update Service the applicant must give consent 
to the Trust to check there have not been changes since the issue of a disclosure certificate. 
 
If disclosure is delayed 
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A short period of work is allowed under controlled conditions, at the Chief Executive’s 
discretion.  However, if an ‘enhanced disclosure’ is delayed, the Chief Executive may allow 
the member of staff to commence work: 
 

 Without confirming the appointment  

 After a satisfactory check of the barred list if the person will be working in regulated 
activity and all other relevant checks (including any appropriate prohibition checks) 
having been completed satisfactorily 

 Provided that the DBS application has been made in advance 

 With appropriate safeguards taken (for example, loose supervision) 

 Safeguards reviewed at least every two weeks 

 The person in question is informed what these safeguards are 

 Risk assessment completed  
 
Retention and Security of Records  
 
Talbot House Trust will comply with its obligations regarding the retention and security of 
records in accordance with the DBS Code of Practice and its obligations under its GDPR 
Policy.  Copies of DBS certificates will not be retained for longer than 6 months. 
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Appendix 
 
Policy Statement on the Recruitment of Ex-Offenders 
 

 As an organisation assessing applicants’ suitability for positions which are 
included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using 
criminal record checks processed through the Disclosure and Barring Service 
(DBS) Talbot House Trust complies with the code of practice and will treat all 
applicants for positions fairly. 

 Talbot House Trust undertakes not to discriminate unfairly against any subject 
of a criminal record check on the basis of a conviction or other information 
revealed.  We are committed to treat all people equally irrespective of race, 
gender, religion, sexual orientation, responsibilities for dependents, age, 
political belief, trade union membership and activities, physical/mental 
disability or offending background. 

 Talbot House Trust will make a copy of this policy statement available to all  
applicants at the start of the recruitment process. 

 A disclosure is requested for all positions within the Trust.  Recruitment 
information will contain a statement that a DBS certificate will be requested in 
the event of the individual being offered the position. 

 We can only ask an individual about convictions and cautions that are not 
protected. 

 The Trust actively promotes equality of opportunity for all with the right mix of 
talent, skills and potential and welcome applications from a wide range of 
candidates, including those with criminal records.  Having a criminal record 
will not necessarily bar you from working with us.  This will depend on the 
nature of the position and the circumstances and background of your 
offences. 

 Talbot House Trust select all candidates for interview based on their skills, 
qualifications and experience. 

 Where a disclosure is to form part of the recruitment process, we encourage 
all applicants called for interview to provide details of their criminal record at 
an early stage in the application process.  We request that this information is 
sent under separate, confidential cover, to the Chief Executive Officer.  We 
guarantee that this information is only to be seen by those who need to see it 
as part of the recruitment process.  The information will be disposed of once a 
recruitment decision has been made. 

 We ensure that all those in the Trust who are involved in the recruitment 
process have been suitably trained to identify and assess the relevance and 
circumstances of offences.  We also ensure that they have received 
appropriate guidance and training in the relevant legislation relating to the 
employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

 At interview, or in a separate discussion, we ensure that an open and 
measured discussion takes place on the subject of any offences or other 
matter that might be relevant to the position.  Failure to reveal information that 

file://///talbotfs01/users$/O_Accounts/kgr/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_15.pdf
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is directly relevant to the position sought could lead to withdrawal of an offer of 
employment or dismissal. 

 We undertake to discuss any matter revealed on a DBS certificate with the 
individual seeking the position before withdrawing a conditional offer of 
employment. 


