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Equality and Diversity:

HAHA College is an Equal Opportunities employer with the intention to ensure
the equality of opportunity for all in its recruitment and selection processes. At
all times we will endeavour to recruit the best person for the job, regardless of
gender, ethnic origin, disability, marital or Civil Partnership status, caring
responsibilities, age, sexual orientation, or religious affiliation. Recruitment
decisions will be based on merit, experience and competencies assessed
against a clearly defined set of requirements and competencies which are
clearly relevant to the demands of the job.

Infroduction and Purpose:

HAHA College is dedicated to safeguarding children and adults and
promoting their welfare. This Safer Recruitment Policy is designed to ensure that
all individuals involved in our recruitment process are carefully selected and
screened to provide a safe and secure environment. This policy aligns with the
statutory guidance outlined in “Keeping Children Safe in Education Sept 2024”
and outlines the procedures and measures to be followed during the
recruitment and selection process to minimise the risk of harm.

It is the policy of HAHA College to establish robust procedures to ensure that
our aspirations in equality of recruitment and objective of recruiting the best
person for the job are realised. HAHA College is committed to safeguarding
and promoting the welfare of young people and expects all staff and
employers to share this commitment.

This is to be achieved through effective recruitment and retention of
competent, motivated staff members who are suited to, and competent in
theirroles. We recognises the value of and seek to achieve a diverse workforce
comprising different backgrounds, skills, and abilities.

As such it is committed to a recruitment and selection process that is
systematic, efficient, effective, and equal. In doing so, it upholds its obligations
under law and national collective agreements to not discriminate against
applicants on grounds of age, sex, sexual orientation, gender, marital status,
disability, race, colour, nationality, ethnic origin, or religion.

The overall purpose of this policy is fo ensure the practice of safe recruitment
of staff appointed. It also sets out the minimum requirements to:

e attract the best possible applicants to vacancies

» deter prospective applicants unsuitable for work with young people
* identify and reject applicants unsuitable for work with young people
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Practices:

The following procedures and practices are in place to ensure the safe
recruitment of staff.

Prior to recruitment a request for additional staff resources will be made to the
Managing Director and Operations Director for appropriate authorisation for
the recruitment. The request will be accompanied by an outline job
description/person specification. The appropriate Line Manager, Managing
Director and Operations Director will prepare a detailed job
description/person specification, and terms and conditions of employment will
be drafted, paying particular regard to the jobs suitability for job sharing
and/or part fime working.

Stage 1 - Advertising and Inviting applications

All vacancies will be advertised internally and in other such forums as
appropriate to attract suitable candidates and an appropriate closing date
for applications identified. All advertisements for all posts will clearly stipulate
the stance adopted by HAHA College by the inclusion of the following
statement: “The Company is committed to safeguarding and promoting the
welfare of young people and applicants must be wiling to undergo child
protection screening appropriate to the post, including checks with past
employers and the Disclosure and Barring Service”.

Candidates enquiring about the vacancy will be directed to online copies, or
forwarded by email, of the job description/person specification and
noftification of any dates for interview, expected start date as appropriate.
Candidates will be encouraged to submit an application detailing their
competencies for the advertised position and their contact details.

Stage 2 - Applications

Prospective applicants can access all relevant information about each site via
the relevant vacancies’ sections on their respective websites. All applications
where possible are to be made online rather than in paper format. (This is to
enable the effective storage and control of applicant data as per the
Company GDPR Policy)

 The application requires all applicants to complete criminal record
disclosure as part of the recruitment process
e Equal Opportunities discussion or monitoring form

Company information and setting
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Department Information (if appropriate)

Job Description

Safer Recruitment Policy

Safeguarding Policy

Privacy Notice for Applicants Where paper applications are requested
and/or submitted, these are screened to ensure that they are properly
completed.

Stage 3 - Applicant Selection/ Short-Listing

All applications received will be scrutinised in a systematic way by the
shortlisting panel and candidates deemed suitable for the post will be
shortlisted following consultation between the Directors, or Manager leading
the recruitment process and other relevant staff.

Following the closing date of a vacancy all received applications will be
logged, acknowledged in writing and a first review undertaken which will
compare applicants detailed competencies against the job description and
person specification. Following the first review, the most suitable candidate’s
applications will be reviewed by the vacancies line, the Managing Director
and Operations Director and ranked in order of preference with the higher
candidates being invited to attend an interview. Those candidates not invited
for an interview will be advised of the decision in writing.

However, as long as the sifting is consistent, different formats can be adopted
to identify candidates who most closely align to the person specification for a
particular job role.

Telephone or Teams interviews may be used at the short-listing stage to
establish suitability for interview, particularly where a high volume of applicants
is received, but will not be a substitute for a face-to face meeting as part of
the final selection/interview process.

Where possible and with candidate consent, references are taken up before
the interview stage by the Managing Director or Operations Director. However,
should a candidate progress to selection and interview stage prior to their
receipt, safisfactory references will always be taken up prior to any
appointment being made. This will normally be completed by the Managing
Director or Operations Director. References must be confirmed prior to a
candidate commencing their employment.

Stage 4 - Interview

Prior to embarking on the interview process and on point of arrival, candidates
selected for interview will have to provide:
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e photographic proof of identity

e proof of right to work in the UK (Normally a birth certificate or passport for
UK nationals)

« proof of qualifications as evidenced on their application form and required
for the post applied for

If any of the above documentation is not presented at interview, then any offer
of employment made is conditional and subject to pre-employment checks
only, until such evidence has been verified by the Managing Director or
Operations Director.

The interview process will seek to assess candidates in terms of whether their
appointment would be in line with safer recruitment and fulfil the requirements
of the post. Interviews may take a variety of formats to help recruiting
managers assess the skills of candidates. For example, a competency-based
interview, computer-based task, group exercise or prioritisation activity may be
conducted.

Evidence must be gathered against both the technical and behavioural
competencies that are most relevant for that post and retained in the
successful candidate’s file.

ID badge will be issued by the Managing Director or Operations Director once
all pre-employment checks have been satisfactorily completed and the Single
Central Record updated. The Managing Director or Operations Director will
also ensure that in conjunction with the safeguarding team, that new
employees will be booked on Safeguarding Training and Prevent Training
within 2 months, that they commence in post if they have not afttended a
training session already prior to starting.

Stage 5 - References

The Managing Director and Operations Director communicate with
appropriate members of the Senior Leadership team to select a suitable
candidate for the role. Candidates that were interviewed that have not been
chosen for the role are contacted accordingly.

The chosen candidates’ references are sought directly from the referee and
should already be obtained earlier in the recruitment process. Referees are
contacted via telephone or email. References or testimonials provided by the
candidate are never accepted. Open references ‘To whom it may concern’
and so on will not be accepted if they fail to include date evidence or are
without obvious organisation authorisation. In all cases where applicants are
invited to interview and there are anomalies or discrepancies on a reference
provided, referees will be contacted by telephone or e-mail to clarify.
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A written note will be kept of such exchanges and retained on the personnel
file of the individual appointed. Furthermore, previous employers who have not
been named as referees will be contacted in order to clarify any anomalies or
discrepancies if needed and again a detailed written note of such exchanges
will be retained on the personnel file of the individual appointed.

Stage 6 - Successful Candidates

For successful candidates, the following pre-employment checks will be
completed prior to taking up the post. This will normally be completed by the
Managing Director or Operations Director.

» verification of the candidate’s identity

» verification of the candidate’s eligibility to live and work in the UK

e receipt of two satisfactory references (with further references being taken
up if the candidate has worked or lived abroad for significant periods)

e a satisfactory Enhanced DBS disclosure (New staff supervised where DBS
has not been received before start date)

e verification of qualifications

e This check is reflected on the Central Register for employees joining HAHA
College

e Any gaps in employment were discussed

*If an unsuccessful candidate asks for feedback regarding the selection
process or their personal performance in that process then, the Lead
Interviewer or other appropriate person will refer back to the recruitment
documentation and may offer comments as to why the candidate did not
proceed further. All staff involved in the recruitment process should be mindful
that any comment given should be objective and only relevant to the job
description or person specification. Detailed correspondence should not be
entered intfo.

Stage 7 - Induction

New staff will be invited to a 2 week robust induction training, which must occur
prior to them starting their role.

This will include the following:

e Organisational overview - including staff organisation chart and
contact for member of staff (Including Safeguarding team)

Laptop and phone setup

Holiday system explained

Health and Safety training

Contract of employment explained

OnetFile training
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Safeguarding fraining

Prevent training

Trade test if applicable

Other relevant testing if applicable
Standardisation of vocational areas

Company policies and procedures

Signing off on a standardised induction checklist

All employees must have a Full Enhanced DBS prior to commencing their role.
If a DBS is not in place and is in the process of being applied for, the staff
member must have a risk assessment in place. The risk assessment is carried by
the Managing Director or COQO, and this must be clearly explained to the
individual.

Dismissal and Disciplinary

Employees at HAHA College who are dismissed, who resign in circumstances
which may have led to dismissal or where a disciplinary tfransfer has occurred
on grounds of misconduct which harmed or placed a child at risk of harm will
be referred to the Disclosures and Barring Service:
hitps://www.gov.uk/guidance/making-barring-referrals-to-the-dbs

This will only be done following consultation with relevant senior management,
to specifically include the appropriate DSL and following advice from
appropriate external bodies.

Notes: HAHA College will:

« maintain a central record of recruitment and vetting checks (OneFile)
and protected

« require staff who are convicted or cautioned for any offence during their
employment with the Company to notify the Directors in writing of the
offence and penalty

« respond to changes in legislation required to ensure the safeguarding of
young people

« review policy and practice in the light of developments

« carry out an annual review of this policy (or more frequently if key
changes in legislation)

Considerations:
Candidates are advised that upfront disclosure of a criminal record may not
debar you from appointment as we shall consider the nature of the offence,

how long ago and at what age it was committed and any other relevant
factors.
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Please disclose any unspent convictions, cautions, reprimands, or warnings.
Please note that the amendments to the Exceptions Order 1975 (2013) provide
that certain spent convictions and cautions are ‘protected’ and are not
subject to disclosure to employers and cannot be taken into account.
Guidance and criteria on the filtering of these cautions and convictions can
be found at the Disclosure and Barring Service.

Failure to declare any convictions (that are not subject to DBS filtering) may
disqualify you for appointment or result in summary dismissal if the discrepancy
comes to light subsequently.

HAHA College continues to review suitably for the role and receive regular visits
from the Quality Manager and annual appraisals.

Data Protection Issues:

Following the infroduction of the General Data Protection Regulations (2018)
candidates are advised that if they wish to view information or data used in
the decision-making process of their appointment that they must submit this
request in writing to the Directors.

Supply Staff:

For the purposes of creating the record of checks for supply staff provided
through a supply agency, HAHA will request written confirmation from the
supply agency that it has satisfactorily completed all relevant checks.

Access to the check is only required where there is information contained in
the Enhanced DBS Disclosure. Information disclosed as part of an Enhanced
DBS Disclosure will be treated as confidential. Photographic identity checks will
be carried out by ATS to confirm that the individual arriving at the site is the
individual that the agency has referred to.

Document Revision:

Issue Date 01 July 2019 | Authorised: Steve Churcher
Review Date 17 July 2023 | Appointment:
Managing Director/Company Owner
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Next Review | 01 July 2024 | Signature:
Date

All company policies are to be reviewed annually or earlier where
circumstances dictate.
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