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BEDALES SCHOOL 
 

APPLICATION AND RECRUITMENT PROCESS 
EXPLANATORY NOTES 

 
Application Form 
 

 Applications will only be accepted from candidates completing the enclosed Application 
Form in full.  CV‟s will not be accepted in substitution for completed Application Forms in 
the absence of good reason. 

 

 Candidates should be aware that all posts in the school involve some degree of 
responsibility for safeguarding children, although the extent of that responsibility will vary 
according to the nature of the post.  Please see job description for the post. 

 

 Accordingly this post is exempt from the Rehabilitation of Offenders Act 1974 and 
therefore all convictions, cautions and bind-overs, including those regarded as „spent‟ must 
be declared.  

 

 Where appropriate the successful applicant will be required to complete a Disclosure from 
the Criminal Records Bureau at the appropriate level for the post. 

 

 We will seek references on shortlisted candidates and may approach previous employers for 
information to verify particular experience or qualifications, before interview. 

 

 If you are currently working with children, on either a paid or voluntary basis, your current 
employer will be asked about disciplinary offences, including disciplinary offences relating to 
children or young persons (whether the disciplinary sanction is current or time expired), and 
whether you have been the subject of any child protection allegations or concerns and if so 
the outcome of any enquiry or disciplinary procedure.  If you are not currently working with 
children but have done so in the past, that previous employer will be asked about those 
issues.  Where neither your current nor previous employment has involved working with 
children, your current employer will still be asked about your suitability to work with 
children, although it may where appropriate answer not applicable if your duties have not 
brought you into contact with children or young persons. 

 

 You should be aware that provision of false information is an offence and could result in the 
application being rejected or summary dismissal if the applicant has been selected, and 
possible referral to the police and/or DfES Children‟s Safeguarding Operation Unit. 

 
Invitation to Interview 
 

 If you are invited to interview this will be conducted in person and the areas which it will 

explore will include suitability to work with children.  
 

 All candidates invited to interview must bring documents confirming any educational and 
professional qualifications that are necessary or relevant for the post (eg the original or 
certified copy of certificates, diplomas etc).  Where originals or certified copies are not 
available for the successful candidate, written confirmation of the relevant qualifications must 
be obtained from the awarding body. 



 
 

 

 All candidates invited to interview must also bring with them a valid British Passport in order 
to satisfy the relevant checks required to prove their right to work in the UK. If you do not 
have a valid British Passport, please contact the HR department for further advice on what 
documents are otherwise required on 01730 711566. 

 
As well as a British passport please bring with you the following documentation: 
 
One from this group: 

 Valid Passport (any nationality) 

 UK driving Licence: if photocard type, please bring both your card AND 
the green counterpart  

 UK Firearms Licence 

 Original BRITISH birth certificate issued within 12 months of date of birth 

 Valid EU Photo Identity Card 
 

Plus two from this group*:  

 Marriage Certificate 

 Certificate of British Nationality 

 Valid Vehicle Registration Document 

 Valid NHS Card 

 National Insurance Card 

 Exam Certificate 

 Connextions Card 

 Recent utility bill (e.g. Electricity, Gas, Water, Telephone must be less 
than 3 months old) 

 Council tax Statement (issued within the last 12 months) 

 Recent bank/ mortgage/ insurance statement (issued within the last 3 
months) 

 A BRITISH birth certificate (older than 12 months from date of birth) 

 UK P45/60 Statement (issued within the past 12 months) 

 Mortgage Statement (issued within 12 months) 

 British Work Permit/Visa (issued within the past 12 months) 

 Valid TV License (issued within the past 12 months) 

 Valid Insurance Certificate (issued within 12 months) 

 Financial Statement (pension, endowment, ISA etc.) (issued within 12 
months)  

 Court Summons (issued within 12 months) 

 Child Benefit book (issued within 12 months) 

 Credit Card Statement (issued within 3 months) 

 Store Card Statement (issued within 3 months) 

 Addressed Payslip (issued within 3 months) 
   
*If you are unable to provide one example from Group 1, then it will be necessary for you to 
provide 5 documents from Group 2. 
 
Please note that originals of the above are necessary.  Photocopies or certified copies are not 
sufficient. 
 
 



 
 

 

Conditional Offer of Appointment: Pre-Appointment Checks 
 
Any offer to a successful candidate will be conditional upon 
 
 receipt of at least two satisfactory references (if these have not already been received) 
 
 verification of identity and qualifications 

 
 Proof of Right to work in the UK (ie valid British passport) 

 
 a check at DfES List 99 and the Protection of Children Act List as appropriate 

 
 a satisfactory CRB Disclosure 

 
 verification of professional status such as GTC registration, QTS Status (where required), 

NPQH 
 
 (for teaching posts) verification of successful completion of statutory induction period 

(applies to those who obtained QTS after 7 May 1999) 
 
 where the successful candidate has worked or been resident overseas in the previous 

five years, such checks and confirmations as the school may require in accordance with 
statutory guidance. 

 
 verification of medical fitness in accordance with DfES Circular 4/99 Physical and Mental 

Fitness to Teach of Teachers and Entrants to Initial Teacher Training 
 
 satisfactory completion of the probationary period 

 
WARNING 
 
Where a candidate is: 
 

 found to be on DfES List 99 or the Protection of Children Act List, or the CRB 
disclosure shows s/he has been disqualified from working with children by a Court; or 

 
 found to have provided false information in, or in support of, his application; or 

 
 the subject of serious expressions of concern as to his/her suitability to work with 

children 
 
the facts will be reported to the Police and/or the DfES Children‟s Safeguarding Operation Unit. 
 

Child Protection Policy 

Last updated August 2009 

 

The Three Schools‟ Child Protection Officer is Leo Winkley, Managing Head of the Senior 
School.  The Three Schools‟ Deputy Child Protection Officer is James Beatty, Deputy Head, 
Dunhurst. 



 
 

 

Every member of staff is CRB checked before they take up their post. Child protection 
training is compulsory for new members of staff. The annual INSET programme includes 
updates for all staff on child protection.  Copies of the following key documents are held by 
the Child Protection Officer and may be consulted for further guidance: “Working Together 
to Safeguard Children” (2006); “Safeguarding Children and Safer Recruitment in Education” 
(2006); “What to do if you‟re worried a child is being abused” (2006). 

 

All members of staff are asked to note the following good practice guidelines: 

 

 treat all young people with dignity and respect 

 watch your language, tone of voice and body language 

 in one-to-one situations, keep the door ajar and ensure other adults are around 

 don‟t invade a child‟s privacy, especially when toileting or washing 

 don‟t play rough or provocative games 

 don‟t be sexually suggestive about or to a child, even in fun 

 don‟t touch a child inappropriately or obtrusively 

 don‟t scapegoat, ridicule or reject a child 

 don‟t show favouritism 

 don‟t involve children in excessive attention seeking 

 don‟t give lifts to children or young people on their own.  If unavoidable, ask them to 
sit in the back of the car. 

 don‟t share sleeping accommodation with young people 

 don‟t invite a young person to your home alone: invite a group and ideally make sure 
another adult is present 

 don‟t permit abusive peer activities e.g. bullying, ridiculing, initiation ceremonies 

 don‟t allow unknown adults access to children in your care.  Visitors should wear a 
label and be accompanied by a known person 

 use the internet sensibly and responsibly 
 

Evidence of abuse  

 
Every member of staff must be vigilant in recognising possible signs of abuse of children. It is 
the responsibility of each member of staff to take action whenever abuse is suspected.  
Evidence of abuse may take the following forms: 

  

 physical abuse which may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating, or otherwise. 

 emotional abuse which is the persistent emotional ill treatment of a child such as to 
cause severe and persistent adverse effects on the child‟s emotional development. It 
may involve conveying to children that they are worthless or unloved, inadequate, or 
valued only insofar as they meet the needs of another person. 

 sexual abuse which involves forcing or enticing a child to take part in sexual activities, 
whether or not the child is aware of what is happening. The activities may involve 
physical contact, including penetrative or non-penetrative acts. They may include 
non-contact activities, such as involving children in looking at pornographic material 



 
 

 

or watching sexual activities, or encouraging children to behave in sexually 
inappropriate ways. 

 neglect which is the persistent failure to meet a child‟s basic physical and 
psychological needs, likely to result in the serious impairment of the child‟s health or 
development. 

 

Action 

 
If a student discloses any sort of abuse to a member of staff reassurance should be given, but 
it must be made clear to the student that confidentiality cannot be preserved. Staff should 
listen sympathetically, but take care not to ask leading questions, since this could invalidate 
any possible legal proceedings.  Any disclosure or otherwise gathered information suggestive 
of child abuse must be investigated immediately.  The following 10 key points may be 
helpful: 

 

1. Always stop and listen to anyone who wants to talk to you about incidents or suspected 
abuse 

2. Write notes – if not at the time then straight after 
3. Never make a promise that you will keep it secret.  Instead, give reassurance that only 

those who need to know will be told 
4. Do not ask leading questions 
5. Immediately after the discussion, inform the Child Protection Officer 
6. Discuss with the CPO whether steps need to be taken to protect the person who may 

be being abused 
7. Never attempt to carry out an investigation: Social Services and the Police are trained to 

do this 
8. As soon as possible the CPO should notify Social Services 
9. Never think abuse is impossible or that the accusation is bound to be wrong 
10. Young people often tell other young people, rather than adults: ensure that other young 

people are aware of the issue of abuse and how to report it 
 

Procedure: 

 

A detailed record of any allegation of abuse must be made at the time of disclosure, and 
given to the Managing Head. The student should be told that any disclosure must be 
reported to the Managing Head who is the designated Child Protection Officer and will 
decide on the school's course of action, in consultation with the Headmaster.  Any child 
protection matter must be referred to the local social service department within 24 hours of 
the disclosure.  

 

The Managing Head will call in the appropriate assistance, including Hampshire LSCB, who 
will advise on the support of the child and the passing of information to parents and others.   

 

If they haven‟t already done so, the student may then also wish to seek the support of 
House Staff or Tutors, and this should be encouraged. It is important to convey to the 
student a sense of support and sympathy. 



 
 

 

 

If an allegation is made against a member of staff - including the Managing Head - similar 
procedures should be followed, but the adult to whom the allegation has been made must 
go straight to the Head who will take over the liaison with Social Services and the member 
of staff at the earliest opportunity.  The member of staff about whom the allegation has 
been made shall not continue their duties until the matter has been resolved.  If an allegation 
is made against the Head, the disclosure should be notified immediately to the Deputy 
Head.   

 

Staff involved with a disclosure and the subsequent care of the child must write a follow up 
record of the case to its resolution.  

 

Any child has the right to go direct to the Social Services to seek help, or to any other 
competent person or agency outside the school. 

 

Staff responsibility  

 

Staff must report to the designated Child Protection Officer, or to Ofsted, any concern or 
allegation about school practices or the behaviour of colleagues, which may put students at 
risk of harm. 

 

Intimate care and appropriate contact 

 

Intimate care can be defined as care tasks of an intimate nature associated with bodily 
functions (examples include care associated with continence or menstruation). There are 
currently no students at the school who require intimate care.  However, the school holds a 
model policy on intimate care.  We hold to the guiding principle that every child‟s privacy, 
dignity and autonomy should be respected at all times. 

 

Children‟s Services (from 22 October 2007) 

 
All childcare concerns and referrals in the East Hampshire district are now covered by the 
Alton/Aldershot Reception and Assessment Team.  Should need arise, call 01252 314221 
and ask for Childcare Duty: you will be put through to the Duty Officer.  Out of hours, call 
Hampshire Social Services Direct on 0845 600 4555 (Emergencies).  Fax number is 01252 
327755.  The team manager is Becky Geddis.  

 

Local Safeguarding Children Board (from April 1, 2006) 

 

We fall under the stewardship of Hampshire LCSB.  The designated officer for Schools and 
Education is Barbara Piddington, who acts as Child Protection co-ordinator for the area.  (01962 
876 265).  „What if‟ advice can be sought through this channel. 



 
 

 

 

Further more detailed training notes, advice and information can be sought from the CPO: 
never sit on a nagging concern – talk to someone about it. 
 

 
Child Protection Statement 

 
The post-holder‟s responsibility for promoting and safeguarding the welfare of children and 
young persons for whom s/he is responsible or with whom s/he comes into contact will be to 
adhere to and ensure compliance with the school‟s Child Protection Policy Statement at all 
times.  If in the course of carrying out the duties of the post the post-holder becomes aware of 
any actual or potential risks to the safety or welfare of children in the school h/she must report 
any concerns to the school‟s child protection officer or to the Headmaster/Headmistress (if 
different). 


