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Safer Recruitment Policy 

 
 

Introduction 

 

This policy has been developed to embed safer recruitment practices and procedures throughout the PRISM 

Independent School and Youth project and to support creating a safer culture by reinforcing the safeguarding 

and well-being of the young people in our care. Prism understands its statutory duty to ensure that all adults 

who work or volunteer with vulnerable children and young people are subject to checks and measures to ensure 

they the children and young people they work with are kept safe from harm. Safer recruitment is a fundamental 

aspect of this commitment. It ensures that all individuals who work or volunteer in our school are appropriately 

vetted and suitable to work with children. 

Our safer recruitment practices are designed to: 

• Deter and prevent unsuitable individuals from gaining access to children through employment or 

voluntary roles. 

• Identify and reject those staff/volunteers unsuitable to work with children and young people  

• Promote a culture of vigilance, where safeguarding is embedded in every stage of the recruitment 

process. 

• Comply with statutory guidance, including Keeping Children Safe in Education (KCSIE) and relevant 

employment legislation. 

• Protect the integrity of the school environment, ensuring it remains a safe, supportive, and nurturing 

place for all pupils. 

By implementing robust recruitment procedures—including enhanced DBS checks, identity verification, 

reference checks, and safeguarding training—we aim to uphold the highest standards of child protection and 

maintain the trust of our school community. 

 

Roles and responsibilities 

 

PRISM’s Management Committee will: 

• Ensure Prism has adequate policies and procedures in place for the safe and fair recruitment and 

selection of staff and volunteers 

• Monitor Prism’s compliance 
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The Headteacher will: 

• Ensure PRISM operates safely and fairly. Recruitment and selection procedures are regularly reviewed 

and updated to reflect any changes in statutory guidance. 

• Ensure that all appropriate checks have been carried out on staff and volunteers 

• Monitor any contractors and agencies' compliance with this document 

• Promote the safety and wellbeing of pupils at every stage of this process 

• Prism will maintain a single central record demonstrating the required vetting checks, including a barred 

list check, DBS check at the correct level, identity, qualifications, prohibition order and right to work in 

the UK 

 

Inclusive Recruitment Practices  

 

In our recruitment and selection processes Prism will ensure that; 

• Job adverts are written inclusively and do not contain language that could discourage applications from 

any group  

• Role’s are suitably advertised externally, ensuring a wider range of applicants  

• Application forms do not request information about protected characteristics unless required for lawful 

monitoring purposes, and such data is kept separate from the selection process  

• Interview questions are consistent and based solely on the requirements of the role 

• Reasonable adjustments are made for candidates with disabilities throughout the recruitment process 

• Positive action may be used where appropriate to address underrepresentation or disadvantage, in line 

with legal guidance  

 

Application process 

 

We are committed to promoting equality of opportunity and creating a workforce that reflects the diverse 

community we serve. Our recruitment practices are designed to be fair, transparent, and inclusive, ensuring that 

no applicant is treated less favourably on the basis of a protected characteristic in accordance with the Equality 

Act 2010 and outlined in our Equality and Diversity Policy.  

 

All applicants will receive the following when applying for a post: 

• Job description and specification  

• Application Form 
 

All recruitment materials will include references to Prism’s commitment to safeguarding and promoting the 

well-being of pupils. All applicants will complete an application form in full in order to be considered for 

interview. CVs or other methods of application will be accepted.  
 

Identification of the Recruitment Panel 
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Prism will ensure that all recruitment panels include at least one person who has undertaken safer recruitment 

training, with panels consisting of two or more interviewers.  

 

Short Listing and References 

 

Candidates will be short-listed against the person specification for the post. At least two people are involved in 

the shortlisting and scrutiny of application for the role.  

 

Two references, one of which must be from the applicant’s current/most recent employer, will be taken up, 

where possible, before the selection stage. References will be sought directly from the referee and, where 

necessary, will be contacted for clarity. Detailed records of any such exchanges will be kept. 

 

Reference Requests will contain: 

• The candidate's suitability to work with young people 

• Disciplinary warnings, including time-expired warnings relating to the safeguarding of children and young 

people 

• The suitability for the post 

• The current position and salary 

• Sickness and attendance records 

• Disciplinary Records 

 

All appointments are subject to satisfactory references, vetting procedures and DBS clearance. 

 

Invitation to Interview 

 

Candidates called to interview will receive; 

• A letter confirming the interview 

• Details of the interview, including the panel members 

• Details of any tasks to be undertaken as part of the interview process 

• The opportunity to discuss the process before the interview including details of who to contact  

 

The Selection Process 

 

The nature and duties of the post will determine selection techniques utilised however the following principles 

will always apply; 

• Interviews will always be face-to-face, and the candidates will be required to: 

• Explain any gaps in employment 

• Explain satisfactorily any anomalies or discrepancies in the information available to the panel. 
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• Declare any information that is likely to appear on a DBS disclosure 

• Demonstrate their ability to safeguard and protect the welfare of young people 

 

Employment Checks 

 

Any offer of employment will be conditional, and all successful candidates will be required to: 

• Provide proof of identity 

• Completed an enhanced DBS application and received satisfactory clearance 

• DBS containing information has been checked for authenticity 

• Provide proof of professional status 

• Provide actual certificates of qualifications 

• Complete a confidential health questionnaire 

• Provide proof of eligibility to live and work in the UK 

 

All checks will be: 

• confirmed in writing 

• documented and retained on the personnel file 

• recorded on Prism’s Single Central Record 

• Followed up if there are unsatisfactory or there are discrepancies 

 

Prism will ensure that written risk assessments are undertaken when the information provided on DBS 

certificates requires them. 

For individuals who have lived or worked outside the UK, in addition to the same checks as all other staff, Prism 

will complete any additional checks required to satisfy themselves that the individual is suitable to work with 

children. This may include obtaining a letter from the professional regulatory authority in the country (countries) 

where the candidate has worked confirming that they have not imposed any sanctions or restrictions and are 

aware of why they are unsuitable for teaching where possible. 

 

Once all checks have been completed and references received, employment can commence. 

 

Induction 

 

All new staff and volunteers will receive an induction which will include: 

• Terms and conditions 

• Health, Wellbeing and Safeguarding 

• Safeguarding, Child Protection, and PREVENT training 

• Role-specific induction 

• Copies of required handbooks 

• All successful candidates will be subject to a probationary period of at least three months, as outlined in 
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the employment contract.  

 

Supply Staff 

 

PRISM Independent School uses agencies for all supply staff. All agencies operate a safer recruitment policy and 

supply written confirmation that all the relevant checks have been satisfactorily completed. All information 

disclosed as part of the DBS check will be treated confidentially 

 

 

AGREED by Headteacher 
Katie Corfield – 01/09/2024 
  

 
 
*To be reviewed with a 1-year period (or earlier if required) 
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Appendix 1: self-declaration form  

 

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 216 of Keeping Children Safe in Education (September 2022) 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:  

Personal details  
  

Title:  Forenames:  Surname:  

Criminal records  
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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'.  

 

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.  

Sanctions, restrictions and prohibitions  

Are you barred from working with children?   Yes    No   
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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    

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   

 

Declaration  
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• I confirm that the information I have given on this form 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 above.  You will also be asked to physically sign a hard copy of this 

declaration at the point of interview.  
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 Appendix 2 - Spent convictions and the DBS filtering rules  

Spent convictions  

Sentence  
Rehabilitation period   

(in all cases the period commences 

from the date of the conviction)  

  Aged over 18 at 

the time of the 

conviction  

Aged under 18 

at the time of 

the conviction  

• Prison sentence of more than 4 years  

• Sentence of imprisonment, youth custody, detention in a 
young offender institution or corrective training of over 
four years  

• Sentence of preventive detention  

• Sentence of detention at Her 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)  

• A public protection sentence (the provisions for which are 

set out in Part 12 of the Criminal Justice Act 2003 and Part 

8 of the Armed Forces Act 2006 means a sentence of 

imprisonment or detention, as detailed above, imposed for 

specified sexual and violent offences.  

Never  Never  

Prison sentence of more than 30 months but less than or 

equal to 4 years  
Length of 

sentence + 7 

years  

Length of 

sentence + 

3.5 years  

Prison sentence, or sentence of detention, of more than 6 

months but less than or equal to 30 months  
Length of 

sentence + 4 

years  

Length of 

sentence + 

2 years  

Prison sentence, or sentence of detention, of less than or 

equal to 6 months  
Length of 

sentence +2 

years  

Length of 

sentence + 

18 months  
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Removal from HM Service  1 year  6 months  

Service detention  1 year  6 months  

Community order or youth rehabilitation order  1 year  6 months  

Fine  1 year  6 months  

Compensation order  Once paid in full  
Once paid in 

full  

Absolute discharge  Spent 

immediately  

Spent 

immediately  

Driving disqualification  End of the 

disqualification  

End of the 

disqualification  

Driving endorsement  
5 years from the 

date of conviction  

30 months 

from the date 

of conviction  

Relevant order (include conditional discharge orders, 

restraining orders, hospital orders, bind overs, referral orders, 

care orders and any order imposing a disqualification, 

disability, prohibition or other penalty not mentioned in this 

table)  

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 r  

Simple caution, youth caution  Spent 

immediately  

Spent 

immediately  
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Conditional cautions youth conditional 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  

• 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-froma-

criminal-record-check.   
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Appendix 3 – Prism Application Form  

 

Application Form  

   
Position Applied For:  
  
  

  

  

Important Information for Candidates  

The School are 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. The information you are being asked to 

provide in this form is required so that we can comply with those legal obligations should your application 

be successful. In order to be considered for the vacant position, this form must be completed in full - a CV 

will not be accepted. Please note that the School may carry out online searches on applicants as part of the 

shortlisting exercise (see the School's Recruitment, selection and disclosure policy and procedure' for further 

information).  
   

The School is not permitted to employ anyone to carry out 'teaching work' if they are prohibited from 

doing so.  For these purposes 'teaching work' includes:  

• planning and preparing lessons and courses for pupils;  
• delivering lessons to pupils;  
• assessing the development, progress and attainment of pupils; and  
• reporting on the development, progress and attainment of pupils.  
The above activities do not amount to 'teaching work' if they are supervised by a qualified teacher or other 
person nominated by the Head.  
  

The School is also not permitted to employ anyone to work in a management position if they are 

prohibited from being involved in the management of an independent school.  This applies to the 

following positions at the School: •  Head;  

• teaching posts on the senior leadership team;  
• teaching posts which carry a departmental head role;   
• support staff posts on the senior leadership team;   

     

The School is also not permitted to employ anyone to work in a position which involves the provision of 

'childcare' if they are disqualified from providing 'childcare'.  For these purposes’ 'childcare' includes:  

• all supervised activities before, during and after the school day for children in our early years 

provision i.e. for a child up to 1 September following their 5th birthday; and  

• provision for children who are not in our early years provision and who are under the age of 8, which 

takes place on the school premises before or after the school day.  
Work as a cleaner, driver, transport escort, member of the catering staff or member of the office staff is not 

considered 'childcare' for these purposes.  
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The declaration at the end of this Form therefore asks you to confirm whether you are prohibited from 

carrying out 'teaching work', prohibited from being involved in the management of an independent school 

and / or disqualified from providing 'childcare'.  You do not have to complete these aspects of the 

declaration if you are not applying for a relevant role.  If you are unsure whether the role for which you 

are applying involves teaching work, is a relevant management role or involves the provision of 'childcare' 
please contact hazel.lomer@prismyouthproject.org  
  

The School will also carry out a check to determine whether successful applicants for relevant roles are 

prohibited from teaching and / or prohibited from involvement in the management of an independent 

school.  Successful applicants for 'childcare' roles will be required to complete a childcare disqualification 

self-declaration form.  

  

Personal Details  

Title:  
  

Forename(s):  Surname:  
  

Former Name:  
  

Preferred name:  National Insurance Number:  

Address:   
  
  
  
  
  

Contact details (day time phone 
number):  
  
  
Email address:   
  
  

Teacher registration number (if applicable):  

  

Are you eligible to work in the UK? Proof is required if shortlisted.    
  

Do you have Qualified Teacher Status? Teaching positions only    
  

Have you read Prism Independent School’s child protection policy?    
  

Details of online profile  

Keeping Children Safe in Education (KCSIE) asks schools to carry out online searches on shortlisted candidates as part of 
the process of assessing suitability.    
You (and all other candidates) are therefore required to provide the following information as part of your application:  

• the social media platforms on which you have accounts;   

• the account names/handles for all of your 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.   

If you are shortlisted for the role, we may carry out an online search based on the information you provide in this form.   
If we carry out a search, we will also search more widely for any other online information about you.    
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You are not required to provide account passwords or to grant the School access to private social media accounts.  

If you are not shortlisted for the role, online searches will not be carried out on you.   
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Education - Secondary and Further Education  
Please start with most recent. (continue on a separate sheet if required) (please list in chronological order) 

Name of Institution  Date of  
Attendance  

(From and to) 

Level  Grade/Result  Year Obtained  

     

          

Other vocational qualifications, skills or training  
Please provide details of any vocational qualifications or skills that you possess or training that you have 

received which you consider to be relevant to the role for which you have applied. (continue on a separate 

sheet if required)  
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Employment - Current Employer (or last employment 

if not currently employed).       

Employer Name:    
  

Employer Address & contact 
number:  
  
  
  

  
  
  
  
  
  

Job Post/Title:    
  

Employment Dates (to and 
from MM/YYYY):  

  

Current Salary/Grade:    

Details of employee  
benefits? (if applicable)  

  

Reason for seeking new 
employment:  

  

 

Previous employment and/or activities (including voluntary work) since leaving secondary education.  

Dates   Name and Address of 
employer  

Position and brief duties  Reason for leaving  

  
   
  
  
  
  
  

  
   
  
  

      

Gaps in your employment  
If there are any gaps in your employment history, eg looking after children, sabbatical year, please give 
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details and dates.  

  

  

   

  

  

References  
Please supply the names and contact details of two people who we may contact for references. One of these 

must be your current or most recent employer. Neither referee should be a relative or someone known solely 

as a friend. Prism Independent School reserves the right to take up references from any previous employer. 

Prism Independent School treats all references gives or received as confidential which means that you will 
not usually be provided with a copy.  

  

Referee 1 Name:  
  
  
Organisation:  
  

Referee 2 Name:  
  
Organisation:  
  

Address:  Address:  
  
  

Telephone number:  
   

Telephone number:  
  

Email address:  
   

Email address:  
  

Occupation:  
   

Occupation:  
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Referees will be contacted if you are shortlisted for interview  
  Interests  

Please give details of your interests, hobbies or skills - in particular any which could be of benefit to the 

School for the purposes of enriching its extracurricular activity.  

  
  

  
   

 

Supporting Statement  
Please give your reasons for applying for this post and say why you believe you are suitable for the position.  

Study the job description and person specification and describe any personal qualities, experience and skills 

you have gained in other jobs or similar environments which demonstrate your ability and aptitude to 

undertake the duties of the post.  Continue on a separate sheet if necessary.  

  

  

  

    
  

Disclosure and Barring Service checks, criminal record and 

Children’s Barred List  
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.  The role you are applying 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 declaration on this Form therefore asks you to confirm 

whether you are barred from working with children.  
The role you are applying 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.  If you are successful in being shortlisted for this role, 

you will be required to provide information about your suitability to work with children by completing a self-declaration 

form.  In this form you will be required to provide details of all spent and unspent convictions and cautions. However, 

you will 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 criteria set out in the School's 

'Recruitment, selection and disclosure policy and procedure'.  
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Recruitment and use of information  
It is the School's policy to employ the best qualified personnel and to provide equal opportunity for the advancement of 

employees including promotion and training and not to discriminate against any person because of their race, colour, 

national or ethnic origin, sex, sexual orientation, marital or civil partnership status, religion or religious belief, disability 

or age.  All new appointments are subject to a probationary period.   
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff 

and volunteers to share this commitment.  
A copy of the School's 'Recruitment, selection and disclosure policy and procedure' (which includes the School's 'Policy 

on the recruitment of ex-offenders'), and 'Child protection policy' is available for download from the School's website.  

Please take the time to read them.  
If your application is successful, the School will retain the information provided in this form (together with any 

attachments) on your personnel file for the duration of your employment.  If your application is unsuccessful, all 

documentation relating to your application will normally be confidentially destroyed six months after the date on which 

you are notified of the outcome.  Please see our Information and Records Retention Policy for information on how long 

we keep your personal data.  This can be found on our website. Information on how the School uses personal data is set 

out in the School's Privacy Notice, which can be found on our website.  

Declaration  

• I confirm that I am not named on the Children's Barred List or otherwise disqualified from working with children • I 

confirm that I am not prohibited from carrying out 'teaching work'      (do not tick this box if the role for which you are 

applying does not involve 'teaching work') 

• I confirm that I am not prohibited from being involved in the management of an independent school      (do not tick this 

box if the role for which you are applying is not a management role) 

• I confirm that, to the best of my knowledge, I am not disqualified from working in early years provision or later years 

provision with children under the age of eight      (do not tick this box if the role for which you are applying does not 

involve the provision of 'childcare') 

• I confirm that I have provided details of all my online profiles (including social media accounts under nicknames and / or 

pseudonyms) and I have not knowingly withheld any information 

• I confirm that the information I have given on this application form is true and correct to the best of my knowledge 
• I understand that providing false or misleading information could result in my application being rejected or (if the false 

or misleading 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 above. A written signature will be 

obtained at interview.  
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Appendix 4 – Reference Request  
 

Reference form  

for positions working with children 
 

Name of candidate  

Position applied for  

Name of organisation Prism Independent School 
 

The above named person has expressed an interest in working with our organisation and has given 

your name as a referee. The post involves substantial access to and responsibility for children.  

As an organisation committed to the welfare and protection of children, we wish to know if there is 

any reason at all to be concerned about this candidate’s suitability for this type of role.  

If you are happy to complete this reference, any information will be treated confidentially and in 

accordance with relevant legislation and guidance. Information will only be shared with the person 

conducting the assessment of the candidate's suitability for the post, if he/she is offered the position 

in question. We would appreciate you being open and honest in your evaluation of this person. 

Your knowledge of the candidate  

Dates of employment or 

volunteering (DD/MM/YY) 

From: To: 

Capacity in which the 

candidate was employed 

or known 

 

Main duties: 
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Your knowledge of the candidate  

Please comment on the candidate’s suitability and overall ability to work with children and young 

people: 

Please rate the candidate  

on the following qualities: 

 Poor Average Good Very good Excellent 

Responsibility      

Maturity      

Self-motivation      

Ability to motivate others      

Energy      

Trustworthiness      

Reliability      
 

Safeguarding and child protection concerns  

This post involves substantial access to children. As an 

organisation committed to the welfare and protection of children, 

we wish to know if you are aware of any reason why this person 

might not be suitable to work with children. 

 No  
Yes – please 

provide more 

information: 
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Safeguarding and child protection concerns  

 

Are you aware of any previous substantiated allegations, sanctions 

and/or disciplinary action taken against this person where there 

were concerns relating to children’s safety or protection? 
 No  

Yes – please 

provide more 

information: 

 

Are you aware of any current or ongoing allegations or 

investigations, or of any disciplinary sanctions that remain against 

this person? This may or may not be related to children’s safety 

and protection. 

 No  
Yes – please 

provide more 

information: 

 

Would you re-employ or re-engage this person in volunteering? 

 

No – please 

provide more 

information: 
 Yes  

 

 

Other information  

Please add any further information or comments that you feel are relevant to the person in their 

proposed new role: 
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Your details and declaration 

Name  

Organisation  

Position  

Contact number(s)  

Signature  

Date  

 

Please return to: 

[Insert your 

club or organisation  

details here] 

 

 

If there are any concerns about the information contained within the 

reference for posts working with children and young people, we will follow 

up with the referee by telephone to explore this further and to establish 

suitability of the person to work in such a post. 

 

 


