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Job Application Forms 

Job description & person 
specification shared. 

Applicant completes Job 
Application Forms. 

Scrutinising Forms 

Check application is fully completed. 
Note discrepancies, anomalies, and 

gaps in employment. 

References 

At least 2 references required. 
One must be from the current/most recent employer (or 

tutor if no work history). References from relatives or 
friends not accepted. References sought before interview 

where possible. Any anomalies/safeguarding concerns 
probed at interview. 

Interview 

Panel includes at least 1 member trained in 
Safer Recruitment. Explore employment 

history gaps. 
Check identity, right to work, and 

qualifications (retain copies). If successful, 
applicant completes DBS form. 

DBS & Overseas Checks 

Enhanced DBS with Barred List (for 
regulated activity). Overseas checks 
where applicable. If start before DBS 

cleared: risk assessment + supervision 
recorded. 

Contract 

Conditional contract issued, subject to 

satisfactory completion of pre-

employment checks. 

 

Induction 

Induction delivered by senior staff. 

Health questionnaire completed on first day. 

Safeguarding and Code of Conduct training 

included. 

 

 

Job Commencement 

Employment commences once all checks are 

confirmed. 

 

STAGE 1 

STAGE 3 

STAGE 2 

STAGE 4 

 

Additional Statutory Checks  

Prohibition from teaching check. 

Section 128 check (management roles). 

Online/social media checks (as per KCSIE 

2025). 

 

STAGE 5 

STAGE 6 

STAGE 7 

STAGE 8 

STAGE 9 


