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https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.legislation.gov.uk/uksi/2014/2936/contents
https://www.cqc.org.uk/guidance-providers/regulations
https://www.cqc.org.uk/guidance-providers/regulations/regulation-5-fit-proper-persons-directors
https://www.cqc.org.uk/guidance-providers/regulations/regulation-17-good-governance
https://www.cqc.org.uk/guidance-providers/regulations/regulation-18-staffing
https://www.cqc.org.uk/guidance-providers/regulations/regulation-19-fit-proper-persons-employed
https://www.cqc.org.uk/guidance-providers/regulations-enforcement/regulation-20-duty-candour
https://www.gov.uk/data-protection
https://www.gov.uk/data-protection


Page 2 of 9 

Policy Owner Director of People Review Date: November 2025 

Policy No. 020 Version No. 2 
 

https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/Forms/AllItems.aspx?id=%2Fsites%2Fpolicy%2FPublished%20PPF%2F037%20EDI%20Policy%2Epdf&parent=%2Fsites%2Fpolicy%2FPublished%20PPF
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/017%20Recruitment%20of%20Ex-Offenders.pdf
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/021%20Induction%20Policy.pdf
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/023%20Probationary%20Policy%20and%20Guidance.pdf
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/Forms/AllItems.aspx?id=%2Fsites%2Fpolicy%2FPublished%20PPF%2F094%20Data%20Protection%20Policy%2Epdf&parent=%2Fsites%2Fpolicy%2FPublished%20PPF
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/039%20Volunteering%20Policy%20and%20Procedure.pdf
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/013%20Trustee%20and%20Governor%20Recruitment%20Governance%20Review%20and%20Development%20Policy.pdf


Page 4 of 9 

Policy Owner Director of People Review Date: November 2025 

Policy No. 020 Version No. 2 
 

 

Appendix 1: Recruitment and Selection Procedure  
  

Sets out the steps to achieve the policy and details the responsibilities of those involved. 

 

1. The Recruitment Process  

    

Vacancies  

A new post 
A Job Description and Person Specification should be created.  The Recruitment Team can provide a 
template and support creating those documents.  The skills, abilities, experience, attitudes and behaviours 
that are required for the role, including the safeguarding requirements, are to be clearly set out.  Only 
essential requirements are to be included. The role then needs to be presented to the Job Evaluation 
Committee for Banding. 
 
Replacing someone who is Ieaving 
Review the Job Description, Person Specification and salary banding, in case any changes are required.  If 
the change is more than 30%, the Job Description will need to go to the Job Evaluation Committee for review 
and banding. 
 
Recruitment Team 

For any recruitment activity please ensure you contact the relevant member of the recruitment team who 

handles such roles.  If in doubt, contact the Recruitment Manager for advice on who to contact.  

  

The Recruitment Team should be contacted as soon as possible - whatever the role - even for very senior 

roles that might be handled by a Search Firm on a retained basis.  The team will support the recruitment to all 

roles and will ensure they are advertised on our career pages, and will support, as required in liaising with a 

retained search firm, where required. 

 

Advertising and Applications 

All our vacancies should be advertised on our careers pages and this is managed via our e-recruitment 

system - eArcu.   

  

Where appropriate, adverts will also be placed via other sources, e.g. job boards, publications, through 

appropriate networks and, in exceptional circumstances, with relevant recruitment agencies, to ensure a 

strong pool of potential candidates to consider.  The relevant member of the recruitment team will also 

headhunt the role using appropriate networks including LinkedIn. 
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Applications will be assessed and shortlisted by trained members of staff who understand the job and person 

specification.  At least two people will normally carry out the shortlisting exercise.  Selection is managed 

online via the applicant tracking system, eArcu.  All comments made by Hiring Managers and the recruitment 

team will be recorded directly onto eArcu, allowing for full transparency.    

  

Applications will be scrutinised to highlight gaps, areas not completed, areas of potential concerns, altered or 

other inconsistencies.    

  

Shortlisted candidates will be invited to interview where their relevant skills and experience will be discussed 

in more detail.  Ambitious about Autism are committed to being an inclusive employer and, as part of that 

commitment, will share interview questions in advance to all candidates, for all interviews.  

  

Criminal self-disclosure (see ex-offenders policy)  

All shortlisted candidates will be required to complete a self-declaration of their criminal record, or information 

that would make them unsuitable to work with children and vulnerable adults, for example if they have a 

criminal history, if they are included on children’s/adults barred list, or if they are prohibited from teaching.    

  

Self-declaration forms must be completed, signed and returned no later than one day prior to interview. Self 

declaration is subject to Ministry of Justice guidance on the disclosure of criminal records.  

 

If any criminal or other suitability information is disclosed, the Recruitment Team will liaise with the Head of 

Settings/ELT to agree a) whether the information is protected and, if not, b) how / when the disclosed 

information should be discussed with the candidate (e.g. during the interview or in a separate meeting).  

  

Online search  

As part of the shortlisting process the Recruitment Team will carry out an online search on short listed 

candidates as part of due diligence.  This may help to identify any incidents or issues that have happened and 

are publicly available online, which we may want to explore with the applicant at interview (See separate form 
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and/or that they are not aware of any reason as to why they may be unsuitable to work with 

children/vulnerable adults  

  

Where this information is not available, we will seek alternative methods of checking suitability and/or 

undertake a risk assessment that supports our informed decision making on whether to proceed with the 

appointment.  

  

7. Single central record  

We maintain a single central record of pre-employment checks as set out in KCSIE.  The single central record 

https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/Forms/AllItems.aspx?id=%2Fsites%2Fpolicy%2FPublished%20PPF%2F093%20Compliments%20and%20Complaints%20Policy%2Epdf&parent=%2Fsites%2Fpolicy%2FPublished%20PPF
https://ambitiousaboutautism.sharepoint.com/sites/policy/Published%20PPF/Forms/AllItems.aspx?id=%2Fsites%2Fpolicy%2FPublished%20PPF%2F093%20Compliments%20and%20Complaints%20Policy%2Epdf&parent=%2Fsites%2Fpolicy%2FPublished%20PPF
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