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Recruitment Procedure & Safer Recruitment
1. Purpose
Sapphire Education is committed to recruiting staff who are suitable to work with students aged 12–18. All recruitment follows safer recruitment principles to ensure the safety and wellbeing of students.

2. Recruitment Process Overview
All staff follow a structured recruitment process:
1. Application submitted (CV + application form) 
2. Initial screening and shortlisting 
3. Right to work checks (if applicable)
4. Interview (role-specific) 
5. Conditional offer issued 
6. Reference checks 
7. Safeguarding and suitability checks 
8. Final checks completed before employment 
NB: In certain circumstances, individuals who have previously been employed by Sapphire Education’s sister company, ELAC, and have already been assessed as suitable for Sapphire roles may be treated as returning staff. In such cases, and where appropriate checks remain valid and up to date, elements of the standard recruitment process may be proportionately streamlined.


3. Application & Screening
· All new applicants must submit a CV outlining employment history 
· Any gaps in employment are identified and explored during the process 
· Applicants must provide details of two referees 
· One referee must be from the most recent employer (where applicable) 

4. Interview Process
· All shortlisted candidates are interviewed by a member of the senior team 
· Interviews assess: 
· suitability for working with young people 
· communication and interpersonal skills 
· role-specific experience and understanding 
· For senior roles, a second interview may be conducted 
· Recruitment decisions are documented and retained for review
5. Reference Checks
· Two references are obtained before employment (one if a returning member of staff)
· References are followed up where required 
· Referees are asked to comment on: 
· suitability to work with young people 
· professionalism and conduct 
· communication and teamwork 

6. Safeguarding & Suitability Checks
All staff must provide the following before starting:
· Enhanced DBS check (including Barred List) or equivalent Police Check 
· Photo Identification 
· Qualifications
· Self-declaration of suitability to work with children 
For overseas staff:
· A Police Check or Certificate of Good Conduct is required 
If a DBS or police check is pending:
· The staff member will receive a different colour lanyard; classroom door will be left open at all times and staff will check in every 30 minutes. 
· In addition, a Barred List check will be completed.
It is a criminal offence for individuals barred from working with children to apply for these roles.
If anything is declared on the DBS or reference then this will be highlighted to the Welfare Lead, or in their absence the CEO, who will assess suitability for the role, this may involve an online meeting with the candidate. A DBS suitability form will be signed with the action to be taken.
7. Conditional Offer & Pre-Employment Checks
Offers are made subject to:
· Right to work in the UK
· satisfactory references 
· completion of safeguarding checks 
· submission of required documents 
All documentation must be completed before the staff member begins their role.

8. Ongoing Safeguarding Responsibility
· All staff receive safeguarding training as part of induction 
· Staff must report any concerns regarding suitability immediately 
· Recruitment decisions always prioritise student safety

9. Supporting Recruitment Documents
The recruitment process is supported by the following documents:
· Sapphire Application Pack 
· Interview Handbook and scoring framework 
· Recruitment Checklist (tracking all checks and documentation)
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