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1.0       Introduction 
 

1.0 St Margaret Clitherow Catholic School Trust (SMCCAT) recognises the importance of attracting and retaining staff of the highest 
calibre and this policy is intended as a framework to ensure our recruitment practices are robust, transparent, fair and compliant 
with current legislation, safer recruitment guidance and best practice. SMCCAT is committed to equality and fair treatment and 
will seek to recruit the best candidates based on merit.  

2.0 Scope and purpose 

2.1 This policy covers all activities that form part of the recruitment and vetting process for all staff and volunteers recruited to work 
for the St Margaret Clitherow Catholic Academy Trust.  

2.1 The Trust’s recruitment procedures are designed to provide a planned and structured approach to recruitment to ensure the 
adherence to our legal obligations and to deter, identify and decline individuals who are unsuitable to work with children. They 
are intended to ensure a consistent and cost-effective approach to recruitment and that all appointed staff embrace the Catholic 
ethos of the Trust. They are also designed to ensure that processes are accessible to all and in particular they give appropriate 
regard to the needs of individuals with a disability, with provision of reasonable adjustments where necessary.  

3.0  Recruitment Preparation 

3.1 Prior to commencing recruitment there should be a full evaluation of the need for the role, taking account of budgets and any 
changes in the needs of the Trust and/or an individual school.  

3.2 Formal authorisation to recruit to a position must be sought from the Trust before commencing the recruitment process. 

3.3 A job description and person specification should be produced or reviewed and updated, using Trust template documents where 
available. The job description should outline the main duties and responsibilities of the role  

3.4 The person specification should outline both the essential and desirable criteria in terms of skills, qualifications, knowledge and 
experience. They should all be directly related to the position, be non-discriminatory and applied equally to all applicants. All 
positions should incorporate the Trust’s commitment to safeguarding and promoting the welfare of children and include a 
criterion relating to safeguarding. As a minimum it should include the ability ‘to work in a way that promotes the safety and 
wellbeing of children and young people’. 

3.5 Shortlisting and selection panels for reserved positions (Headteachers, Deputy Headteachers and Head of RE) must adhere to the 
requirements outlined in in Appendix 1.  

3.6 Where appropriate consideration should be given to the need for any ‘positive action’ initiatives in the recruitment 
process.  ‘Positive Action’ is lawful under the Equality Act 2010 and refers to the steps that an employer can take to encourage 
applicants from people who share a protected characteristic (e.g. a certain gender or race) who are under-represented in a 
particular area of the workforce, for example including statements in advertisements that encourage applications from 
individuals from under-represented groups.  

4.0 Advertising 

4.1 As a minimum all positions will normally be advertised within the Trust to maximise equality of opportunity and to support our 
employee’s career progression. In exceptional circumstances the Head of HR may waive the need to advertise and this is likely to 
be in the following situations: 

• Positions requiring specialist expertise and the appointment will be for a duration of no greater than twelve months duration. 

• Where the position ensures an existing employee’s continued employment e.g. if a current member of staff is carrying out 
similar work and their existing appointment is at risk of being terminated, for example due to redundancy and/or the ending of 
a fixed term contract. 

4.2 However, in the circumstances outlined above any appointment of new employees will remain subject to pre-employment checks 
outlined in paragraph 8 below. 

4.3 Advertisements should provide sufficient information to allow applicants to assess their suitability for the role and ideally include 
the interview date. 

4.4 All advertisements must include the following statement regarding the Trust’s commitment to safeguarding children and young 
people: 

‘The safety and wellbeing of children and young people is central to our ethos and we expect staff and volunteers to share th is 
commitment. Applicants will be required to supply two references, medical check and undertake an enhanced Disclosure and Barring 
Service (DBS) check.’ 

4.5 All candidates should be asked to complete either the standard SMCCAT or CES application forms. 

4.6 The Trust will not normally engage recruitment agencies and all advertising must be cost effective. 

5.0     Shortlisting Candidates 

5.1 Shortlisting should normally involve all panel members and a minimum of two people to avoid anything being missed and to avoid 
bias.  

5.2 All candidates must be objectively assessed against the selection criteria outlined in the person specification. Any gaps or 
discrepencies in the application of shortlisted candidates should be noted and discussed at interview. 

5.3 Panel members should normally meet – in person or remotely – to assess the candidates and a note of the decisions recorded and 
maintained securely and confidentially for six months. 



 

 

5.4 When inviting candidates to interview they should be provided with details of the selection process, including any tests, 
presentations etc. This information should be provided in writing, ideally giving at least five days notice. 

5.5 In accordance with the Equality Act 2010 and they should be asked to provide information on any arrangements or reasonable 
adjustments that can be made to allow them to fully participate in the selection process. 

6.0     Interviews 

6.1 Interviews should be carried out by a minimum of two people and the panel should be constituted with due consideration to the 
promotion of Equality and Diversity. Interviewers must be appropriately trained and at least one panel member must have 
successfully completed safer recruitment training. 

6.2 All candidates should be asked to bring copies of any essential qualifications and original documents to proof their identification 
and right to work in the UK in accordance with the government’s guidance: 

https://www.gov.uk/check-job-applicant-right-to-work  

6.3 The interviews should normally be face-to-face, either in person or by videoconferencing.  

6.4 All candidates must be objectively assessed against the selection criteria outlined in the person specification to establish their 
suitability for the post. Any gaps in their employment or declaration of a criminal record should be explored at interview and 
where necessary guidance sought from HR. 

6.5 The interview structure and questions should be agreed in advance of the interviews and consistently applied to all candidates. 
There should always be a question on safeguarding.  

6.6 Ask open questions that help you to assess candidates’ personal views, motivations and attitudes as well as their skills and 
experience. Exploring examples of situations that they have faced in the past is a more reliable assessment than asking about 
hypothetical situations. Avoid multiple questions can confuse interviewees and use follow-up questions to get more evidence 
and/or to clarify the information they have provided.  

6.7 There should be a written record of the scoring of the candidates and the panel’s decision, which must be maintained securely 
and confidentially for six months. 

6.8 Unsuccessful candidates should be dealt with courteously and sensitively and will, as a minimum, receive telephone or written 
notification of the outcome of the selection process. 

6.9 For all recruitment exercises the appointment decision lies with the panel chair alone.  All other panel members are advisors to 
the chair - there are no ‘voting’ rights.  It is incumbent upon the chair to ensure that they have the right panel membership to 
properly assess and advise them and to reach a defensible decision. 

7.0 Other Selection Methods 

7.1 Ideally a range of selection methods should be used to ensure that the process is robust and objective; as a minimum there should 
be two methods of selection. It is important that they are relevant and appropriate for the role and that they are based on the 
criterion set out in the person specification.  

7.2 The types of tests might include presentations, in-tray exercises, observation of teaching practice, written exercises, numerical 
tests and analysis of data.  

8.0     Pre-employment Checks 

8.1 All offers of appointment will be conditional on the following: 

• A minimum of two satisfactory references using SMCCAT’s standard proformas, one of which must be from their current or 

most recent employer. For reserved posts a reference from the candidate’s parish priest is also required. 

• Verification of any essential qualifications.  
• Where applicable verification of professional status. For teachers, this will include using the Teachers Services’ system to verify 

any award of qualified teacher status (QTS) and the completion of teacher induction or probation. 
• Verification of applicant’s mental and physical fitness for the position offered. 
• Verification of applicant’s identity in accordance with government guidelines. 
• Satisfactory enhanced DBS check and also where appropriate a children’s barred list check.  
• Confirmation, if appropriate, that the applicant is not disqualified from providing childcare  
• For teachers, a satisfactory check of the teachers sanctioned in other EEA member states list to determine any restrictions / 

sanctions that have been imposed in other EEA member states, through the Teacher Services system. 
• Verification of their right to work in the United Kingdom, including current visa information for non EEA nationals.  
• Any further checks where the applicant has lived or worked outside of the UK, including receipt of criminal record information 

from overseas.  

8.2 All checks must be confirmed in writing and retained on their individual personnel file and recorded on the Single Central Record. 
When recording right to work checks for non it should include information on their visa and its expiry date. If their right to remain 
in the UK is time-limited it will be necessary to conduct follow up checks before their permission to work in the UK expires. 

9.0     Induction 

All new members of staff and volunteers should be provided with a planned induction programme in accordance with the SMCCAT 
Induction Policy.  

10.0   Review of policy 

This policy is reviewed annually by the Trust. We will monitor the application of this policy to ensure it is working effectively. 
 

https://www.gov.uk/check-job-applicant-right-to-work


 

 

Appendix 1 

 
Recruitment to Reserved Posts 

All reserved posts are Board appointments due to their critical importance in preserving the Catholic ethos of the Trust.  The Board will take 

particular interest in recruitment to these posts and while recruitment methods may vary the Board will always want to assure themselves 

that these critical posts are filled by the very best leaders who can demonstrate their ability to lead a Catholic and Christian organisation, 

including through their own communion with the Church. Where practicably possible, two Directors will be involved in the appointment to 

reserve posts.    

Headteacher - a Director of the Board, appointed by the Board, will chair an appointment panel to manage the recruitment and selection 

process.  The make-up of the panel is at the Director’s discretion but will normally include (but not be limited to) a second Director of the 

Board where possible, the CEO or a member of the Trust executive team, a School Standards Officer and representation from the local 

governing body of the school.  The Diocese(s) will always be invited to exercise its legal advisory role.  HR advice should always be sought 

throughout the process. 

Deputy Headteacher - a Director of the Board, appointed by the Board, will chair an appointment panel to manage the recruitment and 

selection process or will delegate the role of chairperson to a member of the executive team.  The make-up of the panel is at the Director’s 

discretion but will normally include (but not be limited to) a second Director of the Board where possible, the CEO or a member of the Trust 

executive team, a School Standards Officer and representation from the local governing body of the school.  The Diocese(s) will always be 

invited to exercise its legal advisory role. HR advice should always be sought throughout the process. 

Head of RE - a Director of the Board, appointed by the Board, will chair an appointment panel to manage the recruitment and selection 

process or will delegate the role of chairperson to a member of the executive team. The make-up of the panel is at the panel chair’s 

discretion but will normally include (but not be limited to) a second Director of the Board where possible, the CEO or a member of the Trust 

executive team, a School Standards Officer and representation from the local governing body of the school.  The Diocese(s) will always be 

invited to exercise its legal advisory role. HR advice should always be sought throughout the process. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


