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CELT — Safer Recruitment Policy

Safeguarding is fundamental to all aspects of CELT’s operations, and the school is
therefore committed to implementing safer recruitment procedures.

Since CELT expects its staff to share our commitment to safeguarding and adhere to
safer recruitment best practices, we aim to exemplify safer recruitment principles in
our recruitment documents and procedures.

Stage 1: Advertisement or Unsolicited Application

CELT recruits staff largely through word of mouth or, increasingly, from CELTA trainees
who meet a member of the Management Team during the Careers Talk input session
run on the Swansea University and Cardiff and Vale College CELTA courses. In such
cases, applicants are asked to submit a CV and covering letter for consideration.

Should CELT need to advertise vacant positions externally, it does so through websites
such as www.tefl.com, where a reference is made to CELT’s safer recruitment
procedures. In these circumstances, applicants are asked to submita CVand a
covering letter.

CELT does not currently use a standard application form, but this is being reviewed as
part of our commitment to inclusive recruitment.

Successful applicants are invited to interview using the following document:
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Stage 2: Interview

CELT routinely interviews staff using a range of pre-selected questions from its bank of
interview questions. The interview panelis composed of two members of staff, and the
candidate’s responses to each question are scored, with notes made for discussion at
the end of the interview.

Following the interview, the panel meets to discuss the candidate’s performance and
makes a decision on accepting or rejecting the application.

Stage 3: Response to Interview

If an application is accepted, a standard email is sent thanking the candidate for
attending and informing them that they have been successful. The offer of
employment is subject to the relevant safer recruitment checks as outlined in our
Safer Recruitment Policy on our website.

This document is:

Once the applicant has accepted the post, CELT takes up a minimum of two
references using its reference request pro-forma. This document is:

If an application is rejected, a short email is sent thanking the candidate for attending
but informing them that they have not been successful. No feedback is given. If the
applicant contacts us for feedback later, the school thanks the applicant for
contacting us but informs them that we do not give feedback as a matter of company
policy. We have been advised by an HR expert that this is now considered best
practice. This documentis:

E1: Overview

CELT is committed to safer recruitment practices for all staff who may have
unsupervised contact with under-18s. This includes school staff, the main carerin a
homestay, other adults in the household, group leaders, and other agents such as
transport companies. Safer recruitment is implemented at every stage of the
recruitment process—from advertising a job vacancy, through the interview process,
and throughout our suitability checks.
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E2: Recruitment Materials

Safeguarding is referenced in our recruitment materials as a statement of CELT’s
commitment to safeguarding. We also emphasise the expectation that all adults
associated with the school are expected to share the school’s ethos and actively
engage in safeguarding under-18s.

E3: Recruitment Stages for All

All CELT staff and homestay providers with unsupervised access to under-18s are
subject to the school’s DBS check procedure. For service providers (such as taxi and
coach companies), we require a written guarantee that all staff working with CELT
students are DBS checked.

The school recognises that DBS and police checks are not the only safeguarding
measures that organisations should apply when selecting individuals to work closely
with children. Therefore, for staff roles, the school always takes up at least two
references, checks an individual’s employment history, and investigates any gaps in
an applicant’s CV. A Prohibited List check will also be carried out for anyone who has
worked in teaching or the regulated education sector, e.g., as a Teaching Assistant.

Returning summer teachers will also be asked to provide a reference from their most
recent employer. References for any person who may have contact with under-18s will
include a question about their suitability to work with young people and whether they
have been subject to any disciplinary action.

Interviews also include questions regarding a candidate’s attitude towards and
expectations of working with under-18s and their understanding of safeguarding.

The school also requires any agents/schools or group leaders accompanying groups
with students under 18 to provide confirmation or evidence that the group leaders
have current police good conduct certificates or similar from their country of origin.

E4: Information for Applicants

Applicants are informed prior to the interview that the school will take up references,
check an individual’s employment history, and investigate any gaps in an applicant’s
CV. The school’s application documentation also states that we are committed to
safeguarding and that suitability checks, including DBS checks, will be carried out for
all staff before appointment. All applicants are also required to read a summary of the
school’s safeguarding policy.
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E5: DBS Applications and Renewals

All teaching and administrative staff and homestay providers with unsupervised
access to under-18s are subject to the school’s DBS check procedure, which requires
each person (including all adults over 18 in homestays) to provide an Enhanced DBS
check.

For UK residents, CELT undertakes Enhanced DBS checks for all teaching and admin
staff, as well as for all adults over 18 in our homestays if they are to have unsupervised
access to under-18s. If an applicant for a teaching job has an existing Enhanced DBS
for a similar role, this is only accepted if the date is within three months of
appointment. If the DBS is older than three months, CELT routinely requests a hew
DBS.

Renewals of Enhanced DBS checks are required as follows:

e Forteachersin continuous employment at CELT, checks are renewed every
three years unless they are covered by the Update Service, in which case CELT
requests an update.

e Forreturning teachers: if a teacher with an Enhanced DBS has been abroad
during the year and returns in subsequent years for summer work, we require a
reference from the employer for the intervening period.

E6: Recruitment of Homestays

In homestays accommodating under-18s, as advised by Accreditation UK, the main
carer is required to have a satisfactory DBS check undertaken before under-18s are
placed with them and every three years thereafter. The ‘Working at home address’ box
must be ticked to ensure that suitable checks are carried out on all adults at that
address.

In the case of homestays, we routinely request a new Enhanced DBS. Checks are
renewed every three years.

E7: Applicants Awaiting DBS

Where a new member of staff is unable to provide a satisfactory check because itis
delayed or has not arrived in time, and it is deemed unavoidable by the Designated
Safeguarding Person (DSP) that they start work without clearance, the school will
ensure a Barred List check is done beforehand. A risk assessment is carried out, a
self-declaration is signed, and the unchecked person is not allowed to work with
under-18s unsupervised. For this reason, homestay hosts cannot accommodate
under-18s until a check has been received.
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E8: Applicants with a Criminal Record

If an applicant’s disclosure shows that they have a criminal record, CELT will assess
the applicant’s suitability to work at CELT and with under-18s on a case-by-case basis,
considering the results of the pre-appointment checks. The fact that an applicant has
a criminal record does not automatically make them unsuitable for work at CELT. A
decision will be made by the DSP and another member of the Safeguarding Team,
taking into account only those offences relevant to the particular job or situation. The
following points will be considered when deciding the relevance of the conviction:

e Seriousness and nature of the offence
e Nature of the appointment

o Age of offence(s)

e Frequency of the offence(s)

The disclosure will be discussed with the applicant to establish if the information in
the disclosure relates to them and to gather further details. Any decision will be made
by a team of at least two people: the DSP and another senior member of the
Safeguarding Team directly involved in the recruitment process. Once a decision has
been reached, a clear record of the decision will be made, bearing the judgement and
the signature of the recruiting manager. This record will not contain details of the
offence(s).

E9: Applicants Where a Criminal Check is not Possible

In the case of a British national returning to the UK after working overseas, where the
authorities have refused to provide a record check because the applicantis a British
national, an Enhanced DBS will be requested for their UK records. Additional care will
be taken with other recruitment checks, such as ID, qualifications, information on
CVs, and references. In such cases, we will ask for a third reference, and wherever
possible, ensure at least one reference is checked verbally, preferably from someone
who has seen the applicant working with under-18s.

For overseas nationals, we document what actions have been taken to obtain a check
and why it has not been possible. Additional care is taken with other checks, such as
ID, qualifications, employment history, and references. Based on these findings, a
judgement is made regarding suitability for the role and the level of supervision.

E10: Single Central Record

To ensure that all necessary pre-appointment checks have been done, we maintain
two grids—one for homestays and one for school staff. These registers can only be
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accessed by Senior Management and the Senior Members of the Safeguarding Team.
These central records act as a record/checklist of the following information:

1. Identity—name, address, DOB
2. Startdate

3. Roleinthe organisation

4. Qualifications

5. DBS certificate (Disclosure number, date issued, type, evidence of check, and
date)

6. Barred List check

7. Overseas Police check-check required (Y/N), received (Y/N)

8. Rightto workin the UK

9. Prohibited List check (for teachers)

10. S128 Prohibition Check for Management Positions in Independent Schools

11. Minimum of 2 references (+ an extra one for returners or those with delayed
DBS checks)

Note: Disqualification by association checks are not required by CELT as we have no
homestays hosting children under 8 years old.

E11: Prohibited List Checks

The Prohibited List Check is an additional check on teachers who have been deemed
unsuitable to work in the state sector as teachers. This list covers staff who may not
have broken the law or done anything to appear on the DBS barred list but are
nevertheless deemed inappropriate to work with children. CELT will carry out
Prohibited List checks for anyone who has been in teaching work or worked in the
regulated education sector, e.g., as Teaching Assistants.

E12: S128 Check for Managers

If an individual joins CELT as a senior manager (or potentially as an owner or director),
an S128 check for managers will be carried out to establish if that person has been
deemed unsuitable to manage in an educational setting. This check applies to staff
who have held a management position (owner, senior manager, director, governor,
trustee, department head) in the regulated education sector.
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E13: Childcare Act Disclosure

As CELT does not work with juniors aged under 8, the need to obtain evidence that an
applicant has not been in a situation (in the UK or overseas) that would appear on
police (DBS) or Prohibited List checks, relating to a child being placed under a Care
Order or having a Childcare Registration cancelled, is not pertinent.

E14: Disqualification List Check

As CELT does not work with juniors aged under 8, the need to check for
disqualification by association for staff who may live at the same address as someone
disqualified from working with children is not pertinent.

Other Related Policies and Procedures

Please see Section A11: Associated Policies for a list of related policies and
documents.



