
 
Recruitment and Selection Checklist August 2026 

This checklist, once completed, should be retained in the applicant’s personnel file 
The school should not retain copies of (or original) DBS certificates for longer than 6 months.  The DBS number 
and the date the certificate was seen by the school should be recorded on the SCR.  Otherwise, evidence of 
checks, consistent with this checklist and the SCR, should be retained in the appointed person’s personnel file.  For 
clarity, every check in this checklist which should be supported by an evidence document in the personnel file is 
marked with an asterisk *.  It may not always be possible to produce written evidence of a prohibition from teaching 
check if the appointed person is not a UK qualified teacher. 

Name of applicant: ____________________________                              Date of 
appointment:_____/_____/_________ 
Pre-interview: Initials Date 
Planning - Timetable decided: job specification and description and other documents to be 
provided to applicants, reviewed and updated as necessary. Application form seeks all relevant 
information and includes relevant statements about references etc. 

   

Vacancy advertised (where appropriate) Advertisement  includes reference to safeguarding 
policy, that is, statement of commitment to safeguarding and promoting welfare of children and 
need for successful applicant to be DBS checked. Advert should be placed on school’s website and 
on Staffroom noticeboard 

    

*Applications on receipt - Scrutinised - any discrepancies/anomalies/gaps in employment noted 
to explore if candidate considered for short-listing.     

Short-list prepared     
*References (professional and character) – seeking 
Sought directly from referee on short-listed candidates, before interview unless there is a good 
reason not to. References should always be obtained from the current employer; if there is no 
current employer, verification of the most recent period of employment and reasons for leaving 
should be obtained. Where the proposed employment involves working with children, if the current 
employment does not involve working with children, a reference should be sought from the 
candidates previous employment with children.  References should be from a senior person with 
‘appropriate authority’. Information provided directly by the candidate should be verified.   
The request for a reference should seek confirmation of dates of employment and ask the 
recommended specific questions, including on suitability and include statement about liability for 
accuracy.  Further advice on references can be found on the ACAS website here: 
 http://www.acas.org.uk/index.aspx?articleid=5072 
* If a candidate requests that a referee is not contacted prior to interview, the school should give 
consideration to accepting this request and also evaluate whether the reasons for such a request are 
positive. 

    

On-line Search if a candidate is shortlisted an online search should be carried out, the 
candidate must be informed this is taking place 

  

http://www.acas.org.uk/index.aspx?articleid=5072


*References - on receipt -  Checked against information on application; scrutinised; any 
discrepancy/issue of concern noted to take up with referee and/or applicant (at interview if 
possible).  References must have been obtained before work starts.  However, if a reference is 
delayed, a telephone reference can bridge the gap.   The school must obtain the name and position 
of the person giving the reference, make notes on the call and follow it up by receiving written 
confirmation. This is important. If the candidate did not want a reference given before interview this 
stage must be followed assiduously. The school should verify that electronic references originate 
from a legitimate source, usually by telephone check of authenticity. 

1. 
 
 
 

2. 
 

1. 
 
 
 

2. 

Invitation to interview - Includes all relevant information and instructions     
Interview arrangements - At least two interviewers; panel members have authority to appoint; have 
met and agreed issues and questions/assessment  criteria/standards. At least one person involved in 
the interviews holds a current safer recruitment qualification. 

    

Face to Face Interview - Explores applicants' suitability for work with children as well as for the 
post. 

    

Note: identity and qualifications of successful applicant verified on day of interview by scrutiny of 
appropriate original documents; copies of documents taken and placed on file; where appropriate 
applicant completed application for DBS disclosure. 

    

*Conditional offer of appointment: Pre-appointment checks. Offer of appointment is made conditional on satisfactory 
completion of the following pre- appointment checks pre-appointment checks and, if relevant, a probationary period.  

*Identity: this typically includes official documents such as a passport, a driving licence, or a birth 
certificate, photographic identity, together with evidence of address (for example, a utility bill, bank 
statement or similar). KCSIE provides a link to the full guidance which also covers how to check the 
identity of those lacking the usual official documentation. 
New in 2021 is the provision that, in verifying a candidate’s identity, ‘best practice is checking the 
name on their birth certificate, where this is available.’ 

    

*Qualifications (if not verified on the day of interview) The qualifications to be verified are: 
● all qualifications required by the post (eg in the job spec) 
● all relevant qualifications declared by the candidate. 
● New for 2021: the Teaching Regulation Agency’s (TRA) Employer Access Service should be 

used to verify any award of Qualified Teacher Status (QTS), and the completion of teacher 
induction or probation 

    

*Right to work in UK Obtain a copy of the applicant’s passport (or birth/adoption certificate if the 
applicant does not have a passport) and add to personnel file. Retain copies. 

    

DBS certificate - where appropriate satisfactory DBS certificate received     
*DBS Barred list - person is not prohibited from taking up the post.  See guidance notes relating 
to circumstances when this check needs to be obtained separately from the DBS check. Note: The 
school is entitled to undertake a barred list check only if the appointed person will be engaged in 
regulated activity. 

    

*Overseas Check  - see note above and Home Office website for more information   
*Health - the candidate is physically and medically fit for the post as described in the specification.  
There is provision for candidates to make this declaration on the Bellevue template for a job 
application form. 

    

*Prohibition from teaching - (for posts involving teaching work) the teacher has not been 
included in the prohibition list or interim prohibition list 

    

*Prohibition from Management Check (Section 128 check) - (for anyone with a management 
responsibility within the school, teaching and operations and, at Head Office level, those involved in 
school governance) 
Since May 2018 this is also required for internal promotions to management.  

    

*Childcare Disqualification Regulations Self Declaration - to obtain for those required.      



*Qualified Teacher Status (QTS) - (for teaching posts in maintained schools) the teacher has 
obtained QTS or is exempt from the requirement to hold QTS (for teaching posts in FE colleges) the 
teacher has obtained a Post Graduate Certificate of Education (PGCE) or Certificate of Education 
(Cert. Ed) awarded by a higher education institution, or the FE Teaching Certificate conferred by an 
awarding body 

    

*Statutory NQT induction (for teachers who obtained QTS after 7 May 1999)     
*School Induction (refer to the Bellevue Induction Policy and Checklist and annotate here when 
the induction checklist is complete).  To cover all induction requirements stipulated by ISSRs, EYFS 
requirements, NMS and KCSIE, including Child Protection training, Health and Safety, first aid and 
fire procedures, Safe Working Practice, staff code of conduct, whistleblowing, the role of the DSL, 
evacuation routines and the reading and understanding of required policies etc. 

    

FINAL CONFIRMATIONS 
I confirm that all the required appointment checks have been completed and have been entered in the single 
central register. 
 
Signed _________________________  Headteacher        Date   ______/_______/______ 
I confirm that the initial stage of induction (prior to starting work) has been completed and this member of staff 
has signed to confirm that he/she has read and understands all the policies, as required at induction.  
 
Signed _________________________  Headteacher        Date   ______/_______/______ 
No person may start work or volunteering with the school until the Headteacher has signed this form to confirm 
that all the required recruitment checks and procedures have been successfully completed. 
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