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VISION 
 

To be an outstanding, happy and inclusive school that cultivates our relationship with God 
through the conduct and teachings of Prophet Muhammad (Peace be upon him). A place 
where children can indulge their intellectual curiosity, develop a love for learning, and build 
the foundations to become ethical, responsible and inspirational members of society. 

 

MISSION 
 
We will facilitate the well-being and growth of every child’s mind, body and character through: 
  

• Nurturing children within a safe and caring learning environment to realise their full 
potential; 

  
• Providing a broad, balanced, vibrant and inclusive core curriculum that fosters 

curiosity and outstanding academic achievement; 
  

• Facilitating experiential teaching, enrichment activities that are a feast for the senses, 
and focused time on health, hygiene and nutrition; 

  
• Fostering learners who are able to think, question and reflect independently; 

  
• Developing confident, respectful and effective communicators who can express 

themselves and make informed choices; 
  

• Encouraging positive relationships; 
  

• Listening deeply and accepting every child as a gift from God. 
  
This is accomplished through a values curriculum in accordance with the Islamic philosophy 
of education. Individuals are encouraged to reflect on the qualities of God and develop the 
virtues of good character as embodied by Prophet Muhammad (Peace be upon him), thus 
enabling our pupils to apply their knowledge and turn it into action for the benefit of our school 
and the wider community. 

 

VALUES 
 

• Integrity  

• Respect  

• Compassion  

• Excellence  

• Service  
• Gratitude  
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The safer recruitment of staff in schools is the first step to safeguarding and promoting 
the welfare of children in education.  Hujjat Primary School is committed to safeguarding 
and promoting the welfare of all pupils in its care.  As an employer, the school expects all 
staff and volunteers to share this commitment.  

AIMS & OBJECTIVES 

The aims of the Safer Recruitment Policy is to help deter, reject or identify people who might 
abuse pupils or are otherwise unsuited to working with them by having appropriate 
procedures for appointing staff.    

 The aims of the School's recruitment policy are as follows:  

• to ensure that the best possible staff are recruited based their merits, abilities and 
suitability for the position;  

• to ensure that all job applicants are considered equally and consistently;  

• to ensure that no job applicant is treated unfairly on any grounds including race, colour, 
nationality, ethnic or national origin, religion or religious belief, sex or sexual 
orientation, marital or civil partner status, disability or age;  

• to ensure compliance with all relevant legislation, recommendations and guidance 
including the statutory guidance published by the Department for Education (DfE), 
Keeping Children Safe in Education - September 2020 (KCSIE), the Prevent Duty 
Guidance for England and Wales 2015 (the Prevent Duty Guidance) and any guidance 
or code of practice published by the Disclosure and Barring Service (DBS); and 

• to ensure that the School meets its commitment to safeguarding and promoting the 
welfare of children and young people by carrying out all necessary pre-employment 
checks.  

  
Employees involved in the recruitment and selection of staff are responsible for familiarising 
themselves with and complying with the provisions of this policy.  
  
The School has a principle of open competition in its approach to recruitment and will seek 
to recruit the best person for the job at the school based on the applicant’s abilities, 
qualification, experience and merit as measured against the job description and person 
specification. 

 

RESPONSIBILITIES  

It is the responsibility of the Board of Trustees to: 

• Ensure the school has effective policies and procedures in place for recruitment of all 
staff and volunteers in accordance with DfE guidance and legal requirements; 

• Monitor the school’s compliance with them. 
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It is the responsibility of the Headteacher, SBM and other staff involved in recruitment 
to: 

• Ensure that the school operates safe recruitment procedures and make sure all 
appropriate checks are carried out on all staff and volunteers who work at the school; 

• Monitor contractors’ and agencies’ compliance with this document; 

• Promote the welfare of children and young people at every stage of the procedure; 

• The Board of Trustees has delegated responsibility to the Headteacher for Teaching 
Staff and Bursar for Support Staff to lead in all appointments. Trustees may be 
involved in staff appointments, but the final decision will rest with the 
Headteacher/Bursar. 

RECRUITMENT & SELECTION 

Advertising 

To ensure equality of opportunity, the school will advertise all vacant posts to encourage as 
a wide a field of applicant as possible. Normally this will entail an external advertisement. Any 
advertisement will make clear the school’s commitment to safeguarding and promoting the 
welfare of the pupils. All documentation relating to the applicants will be treated confidentially 
in accordance with the Data Protection Act (DPA) 

Application Forms 

Hujjat Primary School uses the TES recruitment, template application form and also has its 
own in-house application form. All applicants for employment will be encouraged to apply via 
TES and must complete the on-line application form. Where this is not possible applicants 
must complete the in-house application form containing questions about their academic and 
full working history together with their suitability for the role. (In addition, all applicants are 
required to account for any gaps or discrepancies in their employment history). Applicants 
submitting an incomplete form will not be shortlisted. The application form will include the 
applicant’s declaration regarding convictions and working with children and will make it clear 
that the post is exempt from the provisions of the Rehabilitation of Offenders Act 1974. CVs 
will not be accepted. 

NB. It is unlawful for the School to employ anyone who is barred from working with children. 
It is a criminal offence for any person who is barred from working with children to apply for a 
position at the School. All applicants will be made aware that providing false information is 
an offence and could result in the application being rejected or summary dismissal if the 
applicant has been accepted together with a referral to the police and/or the DBS. 

Job Descriptions and Person Specifications 
A job description is a key document in the recruitment process and must be finalised prior to 
taking any other steps in the process. It will clearly and accurately set out the duties and 
responsibilities of the job role. The person specification is of equal importance and informs 
the selection decision. It details the skills, experience, abilities and expertise that are required 
to do the job.  
 
Social media checks  
Social Media and on-line checks will be carried out for all shortlisted candidates prior to 
interview. 
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References  
References for short-listed applicants will be sent for immediately after short-listing. The only 
exception is where an applicant has indicated on their application form that they do not wish 
their current employer to be contacted at that stage. In such cases, this reference will be 
taken up immediately after interview. All offers of employment will be subject to the receipt of 
a minimum of two references which are considered satisfactory by the School. One of the 
references must be from the applicant's current or most recent employer. If the current/most 
recent employment does/did not involve work with children, then the second reference should 
be from the employer with whom the applicant most recently worked with children. The 
referee should not be a relative. References will always be sought and obtained directly from 
the referee and their purpose is to provide objective and factual information to support 
appointment decisions. 
 

PROCEDURES 

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. 

New staff 

When appointing new staff, we will: 

• Verify their identity; 

• Obtain (via the applicant) an enhanced Disclosure and Barring Service (DBS) 
certificate, including barred list information for those who will be engaging in 
regulated activity (see definition below). We will not keep a copy of this for longer 
than 6 months;  

• Obtain a separate barred list check if they 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, including (where relevant) any teacher sanctions or 
restrictions imposed by a European Economic Area professional regulating authority, 
and criminal records checks or their equivalent; 

• We will ensure that appropriate checks are carried out to ensure that individuals are 
not disqualified under the 2018 Childcare Disqualification Regulations and Childcare 
Act 2006. Where we take a decision that an individual falls outside of the scope of 
these regulations and we do not carry out such checks, we will retain a record of our 
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assessment on the individual’s personnel file. This will include our evaluation of any 
risks and control measures put in place, and any advice sought; 

• We will ask for written information about previous employment history and check that 
information is not contradictory or incomplete; 

• We will seek references on all short-listed candidates, including internal candidates, 
before interview. We will scrutinise these and resolve any concerns before 
confirming appointments. The references requested will ask specific questions about 
the suitability of the applicant to work with children; 

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. 

Existing staff 

If we have concerns about an existing member of staff’s suitability to work with children, we 
will carry out all the relevant checks as if the individual was a new member of staff. We will 
also do this if an individual moves from a post that is not a regulated activity to one that is.  
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 i.e. an action or inaction that 
has harmed a child or vulnerable adult or put them at risk of harm; or 

• The individual has received a caution or conviction for a relevant offence, or there is 
reason to believe the individual has committed a listed relevant offence, under the 
Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous 
Provisions) Regulations 2009; or 

• 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); and 

• 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. 

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 includes contractors who are 
provided through a PFI or similar contract). This will be: 

• An enhanced DBS check with barred list information for contractors engaging in regulated 
activity 

http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made
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• 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  

We will obtain the DBS check for self-employed contractors.  
We will not keep copies of such checks for longer than 6 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.  
 
For self-employed contractors such as music teachers or sports coaches, we will ensure that 
appropriate checks are carried out to ensure that individuals are not disqualified under the 
2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we decide that 
an individual falls outside of the scope of these regulations and we do not carry out such 
checks, we will retain a record of our assessment. This will include our evaluation of any risks 
and control measures put in place, and any advice sought. 

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.  
 
In both cases, this includes checks to ensure that individuals are not disqualified under the 
2018 Childcare Disqualification Regulations and Childcare Act 2006. 

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 

• Ensure that appropriate checks are carried out to ensure that individuals are not 
disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 
2006. Where we decide that an individual falls outside of the scope of these regulations 
and we do not carry out such checks, we will retain a record of our assessment. This will 
include our evaluation of any risks and control measures put in place, and any advice 
sought 
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Board of Trustees 

All trustees will have an enhanced DBS check without barred list information. 
 
They will have an enhanced DBS check with barred list information if working in a regulated 

activity. 

The chair of the board will have their DBS check countersigned by the secretary of state.   
All trustees  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). [Section 128 checks are only required for local 
governors if they have retained or been delegated any management responsibilities.] 

• Identity 

• Right to work in the UK 

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

 

https://www.legislation.gov.uk/ukpga/2008/25/section/128
https://www.legislation.gov.uk/ukpga/2008/25/section/128

