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1. PURPOSE AND COMMITMENT
Sikorski Academy is committed to providing a safe, inclusive and supportive environment in which all children can learn, develop and participate in educational, cultural and social activities.
The Academy recognises that safer recruitment is an essential part of safeguarding children. The purpose of this procedure is to ensure that appropriate and proportionate steps are taken when recruiting employees, teachers, assistants, volunteers and other adults who may work with or have contact with children.
The Academy is committed to creating a safeguarding culture in which the welfare and safety of children are treated as a shared responsibility.
2. SCOPE
This procedure applies to:
· employees;
· teachers;
· teaching assistants;
· volunteers;
· members of the Management Board where their role involves contact with children;
· temporary or sessional workers;
· students or placement workers, where applicable; and
· any other person whose activities involve regular or supervised contact with children through the Academy.
The level of recruitment checks will be appropriate to the individual's role, responsibilities and level of contact with children.
3. SAFER RECRUITMENT PRINCIPLES
The Academy will take reasonable and proportionate steps to ensure that people appointed to work with children are suitable for their roles.
Recruitment will be conducted fairly, consistently and without unlawful discrimination.
Where appropriate, the recruitment process will include:
· a clear role description;
· identification of safeguarding responsibilities;
· an application form or appropriate recruitment information;
· review of previous experience and employment or volunteering history;
· appropriate references;
· verification of identity;
· verification of relevant qualifications where required;
· appropriate DBS checks;
· an interview or other suitable assessment;
· consideration of safeguarding suitability; and
· appropriate induction before or at the beginning of the person's duties.
A DBS check will form part of the wider safer recruitment process and will not be treated as the sole assessment of suitability.
4. RECRUITMENT INFORMATION
Job and volunteer role descriptions will clearly identify the responsibilities and expectations associated with working with children.
Where appropriate, recruitment information will explain that:
· safeguarding children is a fundamental responsibility of the role;
· safeguarding checks may be required;
· references may be obtained;
· appropriate DBS checks may be required; and
· successful applicants will be expected to comply with the Academy's safeguarding policies and procedures.
5. APPLICATIONS AND EMPLOYMENT HISTORY
Where an application form is used, applicants should provide sufficient information to allow the Academy to assess their suitability.
The Academy will consider:
· previous relevant employment or volunteering;
· relevant experience and qualifications;
· unexplained gaps in employment or volunteering history;
· inconsistencies between application information and other information provided;
· information relevant to safeguarding; and
· any other matters relevant to the requirements of the role.
Where there are unexplained gaps or discrepancies, the Academy may seek clarification before making an appointment.
6. REFERENCES
Where appropriate, the Academy will obtain references before confirming an appointment.
References should normally be obtained from appropriate professional, employment, educational or organisational referees.
References should not normally be accepted from close family members.
Where relevant, references may be used to confirm:
· the individual's role and responsibilities;
· dates of employment or volunteering;
· experience of working with children;
· suitability for the role; and
· any safeguarding or disciplinary concerns that the referee is able and permitted to disclose.
Any concerns arising from references will be considered before an appointment is confirmed.

7. INTERVIEWS AND SELECTION
Candidates may be required to attend an interview or other appropriate assessment.
Where a role involves working with children, the selection process may include questions concerning:
· safeguarding responsibilities;
· professional boundaries;
· recognising signs that a child may be at risk;
· responding appropriately to a child who raises a concern;
· confidentiality and appropriate information sharing;
· behaviour management; and
· the individual's motivation and suitability for working with children.
Safeguarding concerns identified during the recruitment process will be considered by the appropriate person within the Academy.
8. IDENTITY AND OTHER PRE-APPOINTMENT CHECKS
Before an individual starts work with children, the Academy will complete the checks appropriate to the role.
These may include:
· identity verification;
· right-to-work checks, where applicable;
· references;
· relevant qualification checks;
· employment or volunteering history;
· DBS checks where the role is eligible;
· safeguarding suitability checks; and
· any other checks required by law or applicable guidance.
Where a required check has not yet been completed, the Academy will determine whether the individual can undertake any duties and what supervision or restrictions are necessary until the check is completed.
9. DBS CHECKS
The Academy will determine the appropriate level of DBS check for each role in accordance with current Disclosure and Barring Service requirements and eligibility rules.
Where a role is eligible for an Enhanced DBS check and/or a Children's Barred List check, the appropriate check will be completed in accordance with the applicable requirements.
The Academy will not automatically require the same level of DBS check for every individual. The appropriate check will depend on the person's role, duties and contact with children.
Where an individual uses the DBS Update Service, the Academy may use the service where permitted and with the individual's consent.
The Academy will keep appropriate records of DBS checks and other vetting information in accordance with data protection requirements.
10. DBS INFORMATION AND CONFIDENTIALITY
DBS information will be handled sensitively and securely.
Access to DBS and recruitment information will be limited to authorised individuals who have a legitimate reason to access it.
The Academy will comply with the Data Protection Act 2018 and UK GDPR when collecting, processing, storing and retaining personal information.
DBS information will not be disclosed unnecessarily.
11. SAFEGUARDING RESPONSIBILITIES
Every member of staff and every volunteer has a responsibility to contribute to the safety and welfare of children.
Staff and volunteers must:
· follow the Academy's Safeguarding and Child Protection Policy;
· report concerns about children promptly;
· maintain appropriate professional boundaries;
· follow the Staff and Volunteer Code of Conduct;
· maintain appropriate confidentiality;
· follow health and safety procedures;
· comply with emergency procedures;
· seek advice when unsure about a safeguarding concern; and
· complete safeguarding training appropriate to their role.
No member of staff or volunteer should investigate a safeguarding concern themselves unless this forms part of their designated professional responsibility.
12. INDUCTION
All new staff and volunteers will receive an appropriate induction before or at the beginning of their role.
The induction will include, as appropriate:
· safeguarding and child protection;
· the Academy's safeguarding procedures;
· the role of the Designated Safeguarding Lead (DSL);
· how to report safeguarding concerns;
· the Staff and Volunteer Code of Conduct;
· professional boundaries;
· health and safety;
· fire and emergency procedures;
· equality and inclusion;
· confidentiality and data protection;
· complaints procedures; and
· procedures for reporting concerns about another adult working with children.
Staff and volunteers will be expected to confirm that they have read and understood the relevant Academy policies.
13. VOLUNTEERS AND TEACHING ASSISTANTS
Volunteers and teaching assistants are an important part of the Academy community.
All volunteers and assistants will receive appropriate information, supervision and guidance according to their role and level of responsibility.
They will be informed:
· who their supervisor is;
· who the DSL is;
· how to report concerns;
· what their responsibilities are;
· what professional boundaries apply; and
· when they must seek assistance from a teacher or member of the management team.
Volunteers will not be given responsibilities beyond their competence or agreed role.
The Academy will determine whether a volunteer requires a DBS check in accordance with the nature of the role and current DBS eligibility requirements.
14. SUPERVISION
The Academy will provide appropriate supervision for staff, assistants and volunteers.
The level of supervision will take into account:
· the person's experience;
· their role;
· their training;
· their level of responsibility;
· the age and needs of the children; and
· the nature of the activity.
Where appropriate, children will remain within the sight or hearing of an appropriately responsible adult, taking account of the activity and the Academy's risk assessment.
15. PROFESSIONAL CONDUCT
All staff and volunteers must maintain appropriate professional boundaries with children.
They must not:
· engage in inappropriate physical contact;
· communicate with children inappropriately;
· use threatening, humiliating or discriminatory language;
· share inappropriate personal information with children;
· use personal social media to establish inappropriate relationships with children;
· photograph or record children without appropriate authorisation; or
· behave in a way that could reasonably place a child or themselves at risk.
Further requirements are set out in the Academy's Staff and Volunteer Code of Conduct.
16. ALCOHOL, DRUGS AND IMPAIRMENT
No employee or volunteer may undertake duties involving children while under the influence of alcohol, illegal drugs or any other substance that may impair their ability to perform their responsibilities safely.
Any concerns should be reported to the Academy Director or another appropriate member of management.
17. ALLEGATIONS OR CONCERNS ABOUT STAFF OR VOLUNTEERS
All staff and volunteers must know how to report concerns about another adult working or volunteering at the Academy.
Any allegation or concern that an adult:
· has harmed a child;
· may have harmed a child;
· may pose a risk of harm to children; or
· has behaved inappropriately towards a child
will be dealt with promptly in accordance with the Academy's safeguarding procedures and relevant local safeguarding arrangements.
Staff and volunteers must not attempt to investigate allegations themselves.
The Academy will ensure that concerns are referred to the appropriate person or external safeguarding authority where required.
18. TRAINING AND CONTINUING PROFESSIONAL DEVELOPMENT
The Academy will provide safeguarding training appropriate to the responsibilities of staff and volunteers.
Training may include:
· safeguarding and child protection;
· safer recruitment;
· recognising abuse and neglect;
· responding to disclosures;
· online safety;
· Prevent-related safeguarding responsibilities;
· first aid;
· health and safety;
· fire safety;
· SEND and inclusion; and
· other subjects relevant to the Academy's activities.
The Academy will maintain appropriate training records.
Staff and volunteers will be encouraged to participate in continuing professional development relevant to their roles.
19. EQUALITY AND INCLUSION
The Academy is committed to fair, inclusive and non-discriminatory recruitment.
Recruitment and selection will comply with the Equality Act 2010.
The Academy will not unlawfully discriminate against applicants or volunteers on the basis of protected characteristics.
Reasonable adjustments will be considered where required and appropriate.
20. DATA PROTECTION AND RECORD KEEPING
Recruitment and safeguarding records will be stored securely.
Only authorised persons will have access to confidential recruitment and safeguarding information.
The Academy will comply with:
· Data Protection Act 2018;
· UK GDPR; and
· other applicable data protection requirements.
The Academy will retain records for an appropriate period in accordance with its data protection and records retention arrangements.
21. SAFEGUARDING CULTURE
Safer recruitment forms part of the Academy's wider safeguarding framework.
This procedure should therefore be read together with the Academy's other safeguarding and operational policies.
The Academy is committed to maintaining an environment where:
· safeguarding concerns are taken seriously;
· staff feel able to raise concerns;
· children are listened to and treated with respect;
· parents and guardians know how to raise concerns;
· staff and volunteers understand their responsibilities; and
· safeguarding procedures are reviewed and improved regularly.
22. RESPONSIBILITIES
MANAGEMENT BOARD
The Management Board has overall responsibility for ensuring that appropriate safer recruitment arrangements are established and maintained.
ACADEMY DIRECTORS
The Academy Directors are responsible for ensuring that this procedure is implemented and that appropriate recruitment and safeguarding arrangements are maintained.
DIRECTOR OF ADMINISTRATIVE AND LEGAL AFFAIRS
The Director of Administrative and Legal Affairs supports the implementation, maintenance and review of recruitment records and procedures and ensures that relevant documentation is appropriately maintained.
DESIGNATED SAFEGUARDING LEAD
The DSL is responsible for safeguarding advice, receiving concerns and ensuring that safeguarding procedures are followed in accordance with the Academy's Safeguarding and Child Protection Policy.
Staff and Volunteers
All staff and volunteers must follow the Academy's safeguarding procedures and report concerns promptly.
23. MONITORING AND REVIEW
This procedure will be reviewed at least annually.
An earlier review will be undertaken where:
· safeguarding legislation changes;
· statutory or government guidance changes;
· the Academy's activities or staffing arrangements change;
· an incident identifies a need for improvement; or
· the Management Board considers a review necessary.
The Management Board will ensure that significant changes are communicated to staff and volunteers.
24. RELEVANT GUIDANCE AND LEGISLATION
This procedure should be read alongside current versions of relevant legislation and government guidance, including:
· Working Together to Safeguard Children 2026;
· Keeping Children Safe in Education 2026, where applicable;
· Out-of-school settings: safeguarding guidance for providers;
· Disclosure and Barring Service guidance;
· Children Act 1989;
· Children Act 2004;
· Equality Act 2010;
· Data Protection Act 2018;
· UK GDPR; and
· other relevant safeguarding guidance applicable in England.
The Academy will use the current version of relevant legislation and guidance at the time of each policy review.
25. RELATED ACADEMY POLICIES
This procedure should be read in conjunction with:
· Safeguarding and Child Protection Policy;
· Staff and Volunteer Code of Conduct;
· Whistleblowing Policy;
· Health and Safety Policy;
· First Aid and Medical Needs Procedure;
· Fire and Emergency Evacuation Procedure;
· Attendance and Missing Child Procedure;
· Complaints Procedure;
· Equality and Inclusion Policy;
· SEND Policy;
· Data Protection and Confidentiality Policy;
· Online Safety Policy; and
· Allegations Against Staff and Volunteers Procedure.
26. APPROVAL
The Management Board of Sikorski Academy CIO has approved this procedure.
[image: ]Date approved: 30 September 2026
Name: Edyta Stefańska
Position: Director of Administrative and Legal Affairs

Signature: 
Date: 30 September 2026
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