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1 Introduction 

MPW is committed to providing the best possible care and education to its students and to safeguarding and 

promoting the welfare of children and young people. The college is also committed to providing a supportive and 

flexible working environment to all its members of staff. The college recognises that, in order to achieve these 

aims, it is of fundamental importance to attract, recruit and retain staff of the highest calibre who share this 

commitment.  

The aims of the college’s staff recruitment policy are as follows: 

• to ensure that the best possible staff are recruited on the basis of 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 status or civil partner status, 

gender reassignment, 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 

2023 (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 college 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. 

2 Data protection 

The college is legally required to carry out the pre-appointment checks detailed in this procedure. Staff and 

prospective staff will be required to provide certain information to MPW to enable the college to carry out the 

checks that are applicable to their role. The college will also be required to provide certain information to third 

parties, such as the Disclosure and Barring Service and the Teaching Regulation Agency. Failure to provide 

requested information may result in MPW not being able to meet its employment, safeguarding or legal 

obligations. The college will process personal information in accordance with its Staff Privacy Notice. 

3 Recruitment and selection procedure 

All applicants for employment will be required to complete an application form containing questions about their 

academic and employment history and their suitability for the role. Incomplete application forms will be 

returned to the applicant where the deadline for completed application forms has not passed. Should there be 

any gaps in academic or employment history; a satisfactory explanation must be provided. A curriculum vitae will 

not be accepted in place of the completed application form. 

Application forms, job descriptions, person sp(le)-3.10483ard Td
-297(.)]TJ
0 Tc91116(y)-4.654p142( d)21.2981(u)n 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
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4 Pre-employment checks 

In accordance with the recommendations set out in KCSIE and the requirements of the Education (Independent 

School Standards) Regulations 2014, the college carries out a number of pre-employment checks in respect of all 

prospective employees. 

In addition to the checks set out below, the college reserves the right to obtain such formal or informal 

background information about an applicant as is reasonable in the circumstances to determine whether they are 

suitable to work at the college.
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All referees will be asked whether they believe the applicant is suitable for the job for which they have applied 

and whether they have any reason to believe that the applicant is unsuitable to work with children. All referees 

will be sent a copy of the job description and person specification for the role for which the applicant has 

applied. 
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The college is aware of its duties under the Equality Act 2010. No job offer will be withdrawn without first 

consulting with the applicant, obtaining medical evidence, considering reasonable adjustments and suitable 

alternative employment 

5 Contractors and Agency Staff 

The college must ensure the same checks for contractors (and their employees) undertaking reg
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The college is not permitted to obtain a DBS disclosure or Children's Barred List information on any visiting 

speaker who does not engage in regulated activity at the college or perform any other regular duties for or on 

behalf of the college. 

All visiting speakers will be subject to the college's usual visitor protocol. This will include signing in and out at 

Reception, the wearing of a visitor’s badge at all times and being escorted by a fully vetted member of staff at all 

times. 

The college will also obtain such formal or informal background information about a visiting speaker as is 

reasonable in the circumstances to decide whether to invite and/or permit a speaker to attend the college. In 

doing so the college will always have regard to the Prevent Duty guidance and the definition of “extremism” set 

out in KCSIE which states: 

“‘Extremism’ is vocal or active opposition to fundamental British values, including democracy, the rule of 

law, individual liberty and mutual respect and tolerance of different faiths and beliefs. We also include in our 

definition of extremism calls for the death of members of our armed forces, whether in this country or 

overseas. Terrorist groups very often draw on extremist ideas developed by extremist organisations.” 

In fulfilling its Prevent Duty obligations the college 
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• the length of time since the offence or other matter occurred; 

• whether the applicant has a pattern of offending behaviour or other relevant matters; 

• 
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obligations as an employer, eg 
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Appendix 1: List of valid identity documents 

Group 1: Primary identity documents 

Document Notes 

Passport Any current and valid passport 

Biometric residence permit UK 

Current driving licence photocard - 

(full or provisional) 

UK, Isle of Man and Channel Islands  

Birth certificate - issued within 12 

months of birth 

UK, Isle of Man and Channel Islands - including those issued by UK 

authorities overseas, eg embassies, High Commissions and HM 

Forces 

Adoption certificate UK and Channel Islands 

 

Group 2a: Trusted government documents 

Document Notes 

Current driving licence photocard - 

(full or provisional)* 

All countries outside the UK (excluding Isle of Man and Channel 

Islands) 

Current driving licence (full or 

provisional) - paper version (if issued 

before 1998)* 

UK, Isle of Man and Channel Islands  

Birth certificate - issued after time of 

birth 

UK, Isle of Man and Channel Islands 

Marriage/civil partnership certificate UK and Channel Islands 

Immigration document, visa or work 

permit 

Immigration document, visa or work permit (issued by a country 

outside the UK. Valid only for roles whereby the applicant is living 

and working outside of the UK. Visa / permit must relate to the 

non-UK country in which the role is based) 

 

HM Forces ID card UK 

Firearms licence UK, Channel Islands and Isle of Man 

 

* All driving licences must be valid. 
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Group 2b: Financial and social history documents 

Document Notes Issue date and validity 

Mortgage statement UK  Issued in last 12 months 

Bank or building society statement UK and Channel Islands  Issued in last 3 months 

Bank or building society account 

opening confirmation letter 

UK Issued in last 3 months 

Credit card statement UK Issued in last 3 months 

Financial statement, eg pension or 

endowment 

UK Issued in last 12 months 

P45 or P60 statement UK and Channel Islands Issued in last 12 months 
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Appendix 2: DBS filtering rules 

With effect from 29 May 2013 the DBS commenced the filtering and removal of certain specified information 

relating to old and minor criminal offences from all criminal records disclosures. The filtering rules developed by 

the DBS and the Home Office designate certain spent convictions and cautions as "protected". "Protected" 

convictions and cautions are not included in a DBS certificate and job applicants are not required to disclose 

them during the recruitment process. It is unlawful for an employer to take into account a conviction or caution 

that should not have been disclosed. 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
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