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Recruitment and selection process 

Policy Statement 

The School is committed to operating safer recruitment procedures in compliance with relevant 

legislation, including part 3 of KCSIE 2025 and best practice. The purpose of this policy is to set 

out the minimum requirements of the School’s recruitment process which aims to: 

●​ attract the best possible applicants to vacancies; 

●​ deter prospective applicants who are unsuitable for work with children or young people; 

and 

●​ identify and reject applicants who are unsuitable for work with children and young people. 

To make sure we recruit suitable people, we will ensure that staff involved in the recruitment and 

employment of staff to work with children (the Head, Deputy Head, Head of Operations, Executive 

Governor and Governor with oversight of safeguarding) have received appropriate safer 

recruitment training. 

Key elements of safer recruitment are: 

●​ robust recruitment and selection processes; 

●​ rigorous vetting and checking processes; and 

●​ strong induction, probation, appraisal and performance management systems. 

This Policy should be considered in conjunction with the following Associated Policies: 

●​ Safeguarding and Child Protection Policy 

●​ Appraisal Procedures – Teaching Staff and Support Staff;  

●​ Equality, Diversity and Inclusion Policy;  

●​ Staff Induction Procedure; 

●​ Privacy Policy, and 

●​ Policy on Recruitment of Ex-Offenders (included in this policy) 

We have put the following steps in place during our recruitment and selection process to ensure 

we are acting in accordance with our commitment to safeguarding and promoting the welfare of 

children. We plan,track and record each stage of the recruitment process using our Safer 

Recruitment Grid.  

Advertising 

When advertising roles, we will make clear: 

●​ our School’s commitment to safeguarding and promoting the welfare of children; 

●​ that safeguarding checks will be undertaken;. 

●​ the safeguarding requirements and responsibilities of the role, such as the extent to which 

the role will involve contact with children, and  

●​ whether or not the role is exempt from the Rehabilitation of Offenders Act 1974 and the 

amendments to the Exceptions Order 1975, 2013 and 2020. If the role is exempt, certain 

spent convictions and cautions are ‘protected’, so they do not need to be disclosed, and if 

they are disclosed, we cannot take them into account. 

Applicants will be supplied, as a minimum, with the following: 

 

●​ a recruitment pack, containing: 

○​ a Job Description which, in addition to explaining the job purpose, context and the 

main requirements of the job, will include information explaining what the 

responsibilities are regarding safeguarding and promoting the welfare of children 
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along with the need to update training in this regard, as applicable, 

○​ a “Person Specification” providing details of necessary qualifications, experience, 

skills and knowledge, and key competencies including criteria that reflects a 

commitment to safeguarding that is relevant to the School and the role, 

○​ information about the School, the interview process and a safeguarding statement, 

○​ a statement saying that it is an offence to apply for the role if an applicant is 

barred from engaging in regulated activity relevant to children (where the role 

involves this type of regulated activity), and 

 

●​ A copy of this Policy, which includes our recruitment and selection process and the Policy on 

the Recruitment of Ex-offenders, together with the School’s Safeguarding and Child 

Protection Policy. 

Application forms 

The application form will: 

●​ include a copy of, or link to, this Policy, outlining our recruitment and selection process and 

our Policy on the Recruitment of Ex-offenders 

●​ include a copy of, or link to, the School’s Safeguarding and Child Protection Policy, 

●​ include a statement saying that it is an offence to apply for the role if an applicant is 

barred from engaging in regulated activity relevant to children (where the role involves this 

type of regulated activity), and 

●​ require applicants to provide:  

○​ personal details, current and former names, current address and national insurance 

number; 

○​ details of their present (or last) employment and reason for leaving; 

○​ full employment history since leaving school, including education, employment and 

voluntary work, and reasons for any gaps in employment;  

○​ qualifications, the awarding body and date of award; 

○​ details of referees/references, and 

○​ a statement of the personal qualities and experience that the applicant believes are 

relevant to their suitability for the post advertised and how they meet the person 

specification. 

Shortlisting 

Our shortlisting process will involve at least 2 people and will: 

●​ consider any inconsistencies and look for gaps in employment and reasons given for them 

●​ explore all potential concerns 

We will ask shortlisted candidates to complete a Criminal Records self-declaration form (see page 

13) to allow us to check details of convictions and any information that would make them 

unsuitable to work with children. Candidates will have the opportunity to share relevant 

information and discuss it at interview stage. The information we will ask for includes: 

●​ if they have a criminal history; 

●​ whether they are included on the barred list; 

●​ whether they are prohibited from teaching; 

●​ information about any criminal offences committed in any country in line with the law as 

applicable in England and Wales, not the law in their country of origin or where they were 

convicted; 

●​ any relevant overseas information, and 

●​ a declaration to be signed confirming the information they have provided is true. 
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We will also carry out an online search on shortlisted candidates to help identify any incidents or 

issues that are publicly available online. Shortlisted candidates will be informed that we will carry 

out these checks as part of our due diligence process. They will be asked to provide the following 

information: 

●​ the social media platforms on which they have accounts; 

●​ The account names / handles for all of their social media accounts, including any under a 

●​ nickname or pseudonym; 

●​ any websites you are involved with, in or featured on or named on; and 

●​ any other publicly available online information about you of which the School should be 

●​ made aware. 

Seeking references and checking employment history 

We will obtain references before the interview, where possible. Any concerns raised will be 

explored further with referees and taken up with the candidate at interview.  

When seeking references we will: 

●​ not accept open references, eg addressed To Whom It May Concern; 

●​ liaise directly with referees and verify any information contained within references with 

the referees; 

●​ ensure at least once reference is from the candidate’s current employer and completed by 

a senior person. Where the referee is school based, we will ask for the reference to be 

confirmed by the headteacher/principal as accurate in respect to disciplinary 

investigations; 

●​ obtain verification of the candidate’s most recent relevant period of employment if they 

are not currently employed; 

●​ secure a reference from the relevant employer from the last time the candidate worked 

with children if they are not currently working with children; 

●​ ensure electronic references originate from a legitimate source; 

●​ contact referees to clarify content where information is vague or insufficient information is 

provided; 

●​ establish the reason for the candidate leaving their current or most recent post; 

●​ compare the information on the application form with that in the reference and take up 

any inconsistencies with the candidate, and, 

●​ resolve any concerns before any appointment is confirmed. 

Interview and selection 

All vacancies will require an interview of short-listed applicants and, where appropriate,will 

involve a taught lesson (as this is a good indicator of suitability to work with children from a 

safeguarding perspective). Further selection techniques (eg writing a short report or giving a 

presentation) may be used depending on the nature and duties of the vacant post. A second 

interview will be held before a final decision is made. 

All information considered at interview and decisions made will be recorded.  

 

Pre-appointment vetting checks 

We will record all information on the checks carried out in the School’s single central record (SCR). 

Copies of these checks, where appropriate, will be held in individuals’ personnel files. We follow 

requirements and best practice in retaining copies of these checks, as set out below. 
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New staff 

All offers of appointment will be conditional until satisfactory completion of the necessary 

pre-employment checks. When appointing new staff, we will: 

●​ verify their identity; 

●​ obtain (via the applicant) an enhanced DBS certificate, including barred list information for 

those who will be engaging in regulated activity (see definition below). We will obtain the 

certificate before, or as soon as practicable after, appointment, including when using the 

DBS update service. We will not keep a copy of the certificate for longer than 6 months, 

but when the copy is destroyed we may still keep a record of the fact that vetting took 

place, the result of the check and recruitment decision taken; 

●​ obtain a separate barred list check and complete a risk assessment (which is reviewed with 

the successful candidate fortnightly) if the successful candidate will start work in regulated 

activity before the DBS certificate is available; 

●​ verify their mental and physical fitness to carry out their work responsibilities; 

●​ verify their right to work in the UK. We will keep a copy of this verification for the duration 

of the member of staff’s employment and for 2 years afterwards; 

●​ verify their professional qualifications, as appropriate; 

●​ ensure they are not subject to a prohibition order if they are employed to be a teacher; 

●​ carry out further additional checks, as appropriate, on candidates who have lived or 

worked outside of the UK. These could include, where available: 

○​ for all staff, ie both teaching and non-teaching positions: criminal records checks 

for overseas applicants, and 

○​ for teaching positions: obtaining a letter from the professional regulating authority 

in the country where the applicant has worked, confirming that they have not 

imposed any sanctions or restrictions on that person, and/or are aware of any 

reason why that person may be unsuitable to teach 

●​ check that candidates taking up a management position* are not subject to a prohibition 

from management (Section 128) direction made by the Secretary of State. 

* Management positions are most likely to include, but are not limited to, headteachers, 

principals.deputy/assistant headteachers and Heads of Department. 

Regulated activity means a person who will be: 

●​ responsible, on a regular basis in a school or college, for teaching, training, instructing, 

caring for or supervising children; or 

●​ carrying out paid, or unsupervised unpaid, work regularly in a school or college where that 

work provides an opportunity for contact with children; or 

●​ engaging in intimate or personal care or overnight activity, even if this happens only once 

and regardless of whether they are supervised or not 

Conditional offer of appointment 

Any offer of appointment to the successful applicant will be conditional upon receipt of 

satisfactory pre-employment checks. Regulated employment can only commence on receipt of an 

appropriate DBS certificate (see note above relating to delayed DBS checks) . This will be stated at 

the interview and in the offer letter. 

Applicants are required to sign a contract incorporating the School’s standard Terms and Conditions 

of Employment once pre-employment checks have been satisfactorily completed. 
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Existing staff 

In certain circumstances we will carry out all the relevant checks on existing staff as if the 

individual was a new member of staff. These circumstances are when: 

●​ there are concerns about an existing member of staff’s suitability to work with children; or 

●​ an individual moves from a post that is not regulated activity to one that is; or 

●​ there has been a break in service of 12 weeks or more. 

We will refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or vulnerable 

adult where: 

●​ we believe the individual has engaged in relevant conduct; or 

●​ we believe the individual has received a caution or conviction for a relevant (automatic 

barring either with or without the right to make representations) offence, under the 

Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous Provisions) 

Regulations 2009; or 

●​ we believe the ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a 

child or vulnerable adult or put them at risk of harm); or where 

●​ the individual has been removed from working in regulated activity (paid or unpaid) or 

would have been removed if they had not left. 

Agency and third-party staff 

We will obtain written notification from any agency or third-party organisation that it has carried 

out the necessary safer recruitment checks that we would otherwise perform. We will also check 

that the person presenting themselves for work is the same person on whom the checks have been 

made. 

In the event that we decide to: 

●​ make an offer of contracted (full or part-time) employment to a person sourced from a 

teaching agency and subsequently interviewed as a potential employee, or 

●​ make an offer of contracted (full or part-time) employment to an existing agency member 

of staff 

We will ensure that the person is subject to the same recruitment procedures described above, 

including: 

●​ the completion of an application form; 

●​ the receipt of two references (one of which will be an internal reference when the 

employee has worked for the School for three months or longer);  

●​ interviews, and 

●​ vetting checks as described above for new staff. 

Contractors 

We will ensure that any contractor, or any employee of the contractor, who is to work at the 

School has had the appropriate level of DBS check. This will be: 

●​ An enhanced DBS check with barred list information for contractors engaging in regulated 

activity 

●​ An enhanced DBS check, not including barred list information, for all other contractors who 

are not in regulated activity but whose work provides them with an opportunity for regular 

contact with children. 
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We will obtain the DBS check for self-employed contractors. 

We will not keep copies of such checks for longer than six months. 

Contractors who have not had any checks will not be allowed to work unsupervised or engage in 

regulated activity under any circumstances. 

We will check the identity of all contractors and their staff on arrival at the School. 

Trainee/student teachers 

Where applicants for initial teacher training are salaried by us, we will ensure that all necessary 

checks are carried out. 

Where trainee teachers are fee-funded, we will obtain written confirmation from the training 

provider that necessary checks have been carried out and that the trainee has been judged by the 

provider to be suitable to work with children. 

Volunteers 

We will: 

●​ never leave an unchecked volunteer unsupervised or allow them to work in regulated 

activity 

●​ obtain an enhanced DBS check with barred list information for all volunteers who are new 

to working in regulated activity 

●​ carry out a risk assessment when deciding whether to seek an enhanced DBS check without 

barred list information for any volunteers not engaging in regulated activity. We will retain 

a record of this risk assessment 

Governors 

All Governors will have an enhanced DBS check without barred list information. 

They will have an enhanced DBS check with barred list information if working in regulated activity. 

The Chair of the Board will have their DBS check countersigned by the Secretary of State.  

All Governors will also have the following checks: 

●​ A section 128 check (to check prohibition on participation in management under section 

128 of the Education and Skills Act 2008); 

●​ Identity; 

●​ Right to work in the UK, and 

●​ Other checks deemed necessary if they have lived or worked outside the UK. 

Staff working in alternative provision settings 

When we place a pupil with an alternative provision provider, we obtain written confirmation from 

the provider that they have carried out all the appropriate safeguarding checks that we would 

otherwise perform on individuals working there that we would otherwise perform. This includes 

written confirmation that the alternative provider will inform us of any arrangements that may put 

the child at risk (i.e. staff changes), so that we can ensure that appropriate safeguarding checks 

have been carried out on new staff.  
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Adults who supervise pupils on work experience 

When organising work experience, we will ensure that policies and procedures are in place to 

protect children from harm. 

We will also consider whether it is necessary for barred list checks to be carried out on the 

individuals who supervise a pupil under 16 on work experience. This will depend on the specific 

circumstances of the work experience, including the nature of the supervision, the frequency of 

the activity being supervised, and whether the work is regulated activity. 

Pupils staying with host families 

Where the School makes arrangements for pupils to be provided with care and accommodation by 

a host family to which they are not related (for example, during a foreign exchange visit), we will 

request enhanced DBS checks with barred list information on those people. 

Where the School is organising such hosting arrangements overseas and host families cannot be 

checked in the same way, we will work with our partner schools abroad to ensure that similar 

assurances are undertaken prior to the visit. 

Induction and Probationary Period 

All staff who are new to the School will receive induction training that will include the School’s 

safeguarding policies and guidance on safe working practices, overseen by the Deputy Head. 

 

New staff are paired with a mentor (usually the Head of Department or member of the Senior 

Management Team), who will guide the mentee in the first year of their time at the School. 

 

The mentor will provide feedback to the Head or senior member of staff, who will meet the 

mentee at least once each term in order to provide support and discuss the feedback received. 

Retention of Records 

If an applicant is appointed, the School will retain any relevant information provided on their 

application form (together with any attachments) as well as documents used to verify the 

successful candidate's identity, right to work and required qualifications on their personnel file. If 

the application is unsuccessful, all documentation relating to the application will be confidentially 

destroyed after six months. 

 

The School complies with the provisions of the DBS Code of Practice for Retention and Security of 

Disclosure Information. In particular, the School will: 

●​ store disclosure information and other confidential documents issued by the DBS in locked, 

non-portable storage containers, access to which will be restricted to the Designated 

Safeguarding Lead and Designated Safeguarding Lead Deputies, the Director of Finance and 

Resources and the Head; 

●​ not retain disclosure information or any associated correspondence for longer than is 

necessary. Generally, this will be for a maximum of six months. For successful applicants, 

the School will keep a record of the date of a disclosure, the name of the subject, the type 

of disclosure, the position in question and the unique number issued by the DBS; 

●​ ensure that any disclosure information is destroyed by suitably secure means such as 

shredding; and 

●​ prohibit the photocopying or scanning of any disclosure information. 

 

The School also complies fully with its obligations under the General Data Protection Regulation 

(GDPR), Data Protection Act 2018 and other relevant legislation pertaining to the safe handling, 
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use, storage, retention and disposal of disclosure information and has a written policy on these 

matters which is available on request. 

 

 

Policy on Recruitment of Ex-Offenders 

 

Introduction 

More House School meets the requirements for exemption from the Rehabilitation of Offenders Act 

1974. 

This means that, where a role involves regulated activity, applicants are required to disclose 

relevant convictions and cautions (excluding exemptions – see next section) if shortlisted for 

employment in our school. 

Roles involving regulated activity will also be subject to an enhanced Disclosure and Barring 

Service (DBS) check with barred list check. 

Having a criminal record will not necessarily bar you from working at our School. The success of 

your application will depend on your suitability for the job, the nature of the role, and the 

circumstances and background of any offences. 

We are committed to: 

●​   our duty to safeguard children under: 

o    Keeping Children Safe in Education 2025 

o    The DBS code of practice 

●​   the fair treatment of all applicants and equality of opportunity  

Protections and exemptions  

‘Specified offences’ will always be disclosed on a DBS certificate, and should always be included 

in self-declarations – see the government’s list for further details. 

It is a criminal offence for any person who is barred from working with children to apply for a 

position in a school. The School will make a report to the DBS and/or the police as appropriate, if 

it receives an application from a barred person. 

‘Protected offences’ are certain old or minor offences that may not be disclosed on a DBS check. 

Guidance as to whether a caution or conviction is ‘protected’ can be found in: 

●​   the Ministry of Justice’s Guidance on the Rehabilitation of Offenders Act 1974 and the 

Exceptions Order 1975, and 

●​   the Government’s tool to check whether to disclose cautions or convictions 

Applicants should not list any ‘protected’ offences on their self-declaration form, and we will not 

take them into account if we are made aware of them. 
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Responsibilities in relation to the recruitment of ex-offenders 

The Head will: 

●​ uphold the School’s commitment to the fair treatment of all job applicants; 

●​ ensure all job application forms contain clear and relevant information about what cautions 

or convictions applicants are expected to disclose, and what safeguarding checks the 

School will carry out, and at what stage in the application process, and 

●​ ensure staff involved in the recruitment process have received appropriate guidance and 

training about their legal duties in employing ex-offenders, and in assessing the relevance 

and circumstances of offences. 

Staff involved in the recruitment process will: 

●​ treat applicants fairly, including in relation to any history of offending; 

●​ maintain privacy for applicants, making sure that information about applicants’ criminal 

records won’t be seen by anyone outside of the recruitment process; 

●​ ensure that all shortlisted applicants complete a self-declaration form before the interview 

stage, and that all job offers are conditional, subject to appropriate safeguarding checks; 

●​ hold discussions with applicants about their disclosures, where relevant, and make 

decisions about suitability based on the circumstances and background of offences, and 

●​ seek specialist legal/HR advice where relevant. 

All job applicants should: 

●​ Familiarise themselves with the requirements for self-disclosure, and whether they have 

any previous convictions or cautions that must be disclosed; 

●​ Complete self-declaration forms honestly and completely, disclosing all required spent and 

unspent convictions and cautions (excluding ‘protected’ offences), and 

●​ Participate in disclosure discussions following either or both of their self-declaration and 

DBS check. 

The process for disclosing and assessing previous convictions 

Self-declaration 

All shortlisted applicants will be asked to complete a self-declaration form before the interview 

stage. Applicants must complete these forms accurately, and reveal all relevant convictions, as 

well as any other information that would make them unsuitable to work with children. Failure to 

reveal any relevant information could lead to the withdrawal of an offer of employment. 

All job application forms will include information about this requirement. 

Applicants will not be asked for information about previous convictions or cautions before this 

stage, and any such information that is disclosed before shortlisting stage won’t be taken into 

account in the shortlisting process.  

We will store all sensitive personal data securely, only share it with relevant staff members, and 

destroy it securely when we no longer need it. 

All our job applications and self-declaration forms go through a filtering process to promote 

equality of opportunity. 

Self-declaration forms will be reviewed by a staff member who is not involved in making 
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recruitment decisions, and any irrelevant information will be deleted; for example, ‘protected’ 

convictions that legally can’t be taken into account. 

Further disclosure discussions (see below) may be needed following safeguarding checks. A 

conditional offer may only be confirmed once staff are happy that any previous convictions don’t 

make applicants unsuitable for the role. 

DBS checks 

Successful candidates are subject to DBS and other safeguarding checks, as set out in statutory 

guidance, Keeping Children Safe in Education. Staff will consider whether: 

●​ the checks reveal any new information that might prohibit or otherwise make a candidate 

unsuitable for the role, and 

●​ the checks match information disclosed in an applicant’s self-declaration. 

Further disclosure discussions (see below) may be needed following safeguarding checks. A 

conditional offer may only be confirmed once staff are happy that any previous convictions don’t 

make applicants unsuitable for the role. 

Whilst acknowledging circumstances where there is no requirement to obtain an enhanced DBS 

(KCSIE para 238), it is the School’s policy to do so where appropriate for all successful candidates 

(KCSIE para 240). 

Disclosure discussions 

Where a disclosure or the results of a DBS check reveal that an applicant is barred from the role or 

ineligible to be employed in that role, their recruitment process will not proceed any further, and 

they will be informed that they legally cannot be considered for the job. 

In all other cases, previous convictions will not necessarily prevent applicants from being 

employed by our School. Staff will determine, with support from HR specialists, whether 

disclosures warrant a discussion between our School and the candidate. 

Where relevant, disclosure discussions will happen as part of the interview process and take the 

applicant’s explanation into consideration. For example, we will consider: 

●​   the seriousness of any offence and relevance to the post applied for; 

●​   how long ago the offence occurred; 

●​   whether it was a one-off incident or a history of incidents; 

●​   the circumstances around the incident, and 

●​   whether the applicant accepted responsibility for their actions. 

Staff will then assess whether applicants’ previous convictions or cautions make them unsuitable 

for the role. 

We will not ask applicants about protected convictions and cautions. 
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Shortlisted Candidates - Suitability to work with children: 

Self-declaration Form 

 

Section 1:  Personal details 

Title: 

Dr/Mr/Mrs/Miss/M

s 

Forenames: Surname: 

 

Section 2:  Criminal records 

Please be aware that the School applies for an Enhanced Disclosure from the Disclosure and 

Barring Service (DBS) for all positions at the School which amount to regulated activity with 

children.  The role you have applied for meets the legal definition of regulated activity with 

children.  If you are successful in your application you will be required to complete a DBS 

Disclosure Application Form.  Employment with the School is conditional upon the School being 

satisfied with the result of the Enhanced DBS Disclosure.  Any criminal records information that 

is disclosed to the School will be handled in accordance with any guidance and / or code of 

practice published by the DBS. 

The School will also carry out a check of the Children's Barred List.  Please be aware that it is 

unlawful for the School to employ anyone to work with children if they are barred from doing 

so, and it is a criminal offence for a person to apply to work with children if they are barred 

from doing so. 

The role you have applied for is also exempt from the Rehabilitation of Offenders Act 1974 and 

the School is therefore permitted to ask you to declare all convictions and cautions (including 

those which would normally be considered "spent") in order to assess your suitability to work 

with children.  However, you do not have to disclose a caution or conviction for an offence 

committed in the United Kingdom if it has been filtered in accordance with the DBS filtering 

rules. 

Having a criminal record will not necessarily prevent you from taking up employment with the 

School.  Instead, the School will assess each case on its merits and with reference to the 

School's objective assessment procedure set out in the School's 'Recruitment, selection and 

disclosure policy and procedure'. 
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The School is legally required to carry out a number of pre-appointment checks which are 

detailed in the School's 'Recruitment, selection and disclosure policy and procedure'.  This 

includes a requirement under paragraph [• 219] of Keeping Children Safe in Education 

(September 2024) to ask shortlisted applicants to provide certain information that is relevant to 

their suitability to work with children.  As a shortlisted applicant you are required to complete 

this self-declaration form and to return it to the School prior to interview.  Your interview will 

not take place if you have not completed, signed and returned this form. 

It is a condition of your application that you answer all of the questions below.  Before doing so 

please read Appendix 1.  Any information you provide will be considered and discussed with you 

at interview. 

Position applied for:  

 



Have you been prosecuted for, received a caution for, or 

been convicted of, any criminal offence whether in the 

United Kingdom or in another country?  You must disclose 

all spent and unspent convictions.  However, you are not 

required to disclose a spent caution or conviction for an 

offence committed in the United Kingdom which is 

protected under the DBS filtering rules (please see 

Appendix 1 to this form). 

Yes ☐ No ☐ 

Is there any relevant court action pending against you? Yes ☐ No ☐ 

If you have answered "Yes" to any of the questions in Section 2 please provide further details at 

Appendix 2. 

 

Section 3:  Sanctions, restrictions and prohibitions 

Are you barred from working with children? Yes ☐ No ☐ 

Are you prohibited from teaching? Yes ☐ No ☐ 

Are you, or have you ever been the subject of a sanction, 

restriction or prohibition issued by the Teaching Regulation 

Agency, any predecessor or equivalent body in England or a 

regulator of the teaching profession in any other country? 

Yes ☐ No ☐ 

Have you ever been the subject of a referral to the 

Teaching Regulation Agency, any predecessor or equivalent 

body in England or a regulator of the teaching profession in 

any other county? 

Yes ☐ No ☐ 

Have you ever attended a hearing before a professional 

conduct panel where consideration was given to imposing 

on you a sanction, prohibition or restriction which would 

restrict or prevent you from carrying out teaching work, 

whether in England or any other country? 

Yes ☐ No ☐ 

Are you or have you ever been the subject of a direction 

under section 128 of the Education and Skills Act 2008 

which prohibits, disqualifies or restricts you from being 

involved in the management of an independent school 

(section 128 direction)? 

Yes ☐ No ☐ 

Have you ever been the subject of a referral to the 

Department for Education, or any predecessor body, so 

that consideration could be given to imposing a section 128 

direction on you? 

Yes ☐ No ☐ 

Have you ever been the subject of a direction under 

section 142 of the Education Act 2002 which prohibits you 

from teaching, working regularly with children or from 

being involved in the management of an independent 

school? 

Yes ☐ No ☐ 

Are you known to the police and / or children’s social care? Yes ☐ No ☐ 

Are you or have you ever been disqualified from providing 

childcare? 

Yes ☐ No ☐ 
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If you have answered "Yes" to any of the questions in Section 3 please provide further details at 

Appendix 2 

 

Section 4:  Declaration 

●​ I confirm that the information I have given on this form (including at Appendix 2) is true and 

correct to the best of my knowledge. 

●​ I understand that providing false information could result in my application being rejected or 

(if the false information comes to light after my appointment) summary dismissal and may 

amount to a criminal offence. 

 

Signed:   

Date:   

   

Where this form is submitted electronically and without signature, electronic receipt of this 

form by the School will be deemed equivalent to submission of a signed version and will 

constitute confirmation of the declaration at Section 4.  You will also be asked to physically sign 

a hard copy of this declaration at the point of interview. 
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Appendix 1​ Spent convictions and the DBS filtering rules 

Spent convictions 

Sentence Rehabilitation period  

 Aged over 18 

at the time of 

the conviction 

Aged under 18 

at the time of 

the conviction 

●​ Sentence of imprisonment for life 

●​ Sentence of imprisonment, youth custody, detention in a 

young offender institution or corrective training of over four 

years for a specified offence listed in Schedule 18 to the 

Sentencing Act 2020 (Specified Offence) 

●​ Sentence of preventive detention 

●​ Sentence of detention at His Majesty’s pleasure 

●​ Sentence of custody for life 

●​ Public protection sentences (imprisonment for public 

protection, detention for public protection, extended 

sentences of imprisonment or detention for public 

protection and extended determinate sentences for 

dangerous offenders) 

Never (these 

sentences are 

excluded from 

rehabilitation 

and will 

always be 

disclosed) 

Never (these 

sentences are 

excluded from 

rehabilitation 

and will 

always be 

disclosed) 

Custodial sentence of more than 4 years (not for a Specified 

Offence) 

(Rehabilitation period begins with the day on which the 

sentence (including any period on licence) is completed) 

7 years 3.5 years 

Custodial sentence (including suspended sentences) of more 

than 1 year and up to, or consisting of, 4 years 

(Rehabilitation period begins with the day on which the 

sentence (including any period on licence) is completed) 

4 years 2 years 

Custodial sentence of 1 year or less 

(Rehabilitation period begins with the day on which the 

sentence (including any period on licence) is completed) 

1 year 6 months 

Removal from HM Service 

(Rehabilitation period begins with the date of the conviction in 

respect of which the sentence is imposed) 

1 year 6 months 

Service detention 

(Rehabilitation period begins with the day on which the 

sentence is completed) 

1 year 6 months 

A severe reprimand or reprimand under the Armed Forces Act 

2006 

(Rehabilitation period begins with the date of the conviction in 

respect of which the sentence is imposed) 

1 year 6 months 

Fine 

(Rehabilitation period begins with the date of the conviction in 

respect of which the sentence is imposed) 

1 year 6 months 

Compensation order Once paid in 

full 

Once paid in 

full 

Absolute discharge Spent 

immediately 

Spent 

immediately 
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Driving disqualification End of the 

disqualificatio

n period 

End of the 

disqualificatio

n period 

Driving endorsement 5 years from 

the date of 

conviction 

2.5 years from 

the date of 

conviction 

Relevant order (includes: community and youth rehabilitation 

order, conditional discharge orders, restraining orders, hospital 

orders, bind overs, referral orders, care orders, earlier 

statutory orders and any order imposing a disqualification, 

disability, prohibition, penalty, requirement or restriction or is 

otherwise intended to regulate the behaviour of the person 

convicted) 

End of the 

order or, if no 

date given, 2 

years from the 

date of 

conviction - 

unless the 

order states 

’unlimited’, 

’indefinitely’ 

or ’until 

further order’ 

as in these 

cases it will 

remain 

unspent 

End of the 

order or, if no 

date given, 2 

years from the 

date of 

conviction - 

unless the 

order states 

’unlimited’, 

’indefinitely’ 

or ’until 

further order’ 

as in these 

cases it will 

remain 

unspent 

Simple caution, youth caution Spent 

immediately 

Spent 

immediately 

Conditional caution, youth conditional caution, diversionary 

caution 

3 months or 

when caution 

ceases to have 

effect if 

earlier 

3 months or 

when caution 

ceases to have 

effect if 

earlier 

 

Filtering rules 

Certain spent convictions and cautions are considered 'protected' and the DBS filtering rules mean 

that they are not included in a DBS certificate.  Job applicants are not required to disclose 

protected convictions or cautions.  If a protected conviction or caution is inadvertently disclosed 

the School will disregard that information when making a recruitment decision. 

You are therefore not required to disclose information about a spent criminal conviction imposed 

for an offence committed in the United Kingdom if you were over 18 years of age at the time of 

the offence and: 

●​ 11 years have elapsed since the date of the conviction; 

●​ it did not result in a custodial sentence; and 

●​ it was not imposed for a "specified offence".​
 

You are not required to disclose information about a spent caution issued for an offence 

committed in the United Kingdom if you were over 18 years of age at the time of the offence and: 

●​ six years have elapsed since the date it was issued; and 
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●​ it was not issued for a "specified offence". 

You are not required to disclose information about a spent criminal conviction imposed for an 

offence in the United Kingdom if you were under 18 years of age at the time of the offence and: 

●​ five and a half years have elapsed since the date of the conviction;  

●​ it did not result in a custodial sentence; and 

●​ it was not imposed for a "specified offence".​
 

You are not required to disclose information about a caution issued for an offence committed in 

the United Kingdom if you were under 18 years of age at the time of the offence. 

The list of "specified offences" can be found at: 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-fro

m-a-criminal-record-check.  
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Appendix 2​ Further information 

[• If you answered yes to any of the questions in Sections 2 and / or 3 please provide further 

information below] 
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