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POLICY FOR RECRUITMENT 

This policy outlines our recruitment process and the standards expected of all candidates that register with and are supplied by us. We strive to ensure the maximum competency from all personnel employed and therefore adhere to the following standards and procedures. 

We refrain from placing any candidate in an assignment prior to all checks below being thoroughly completed. 

Prospective candidates are screened by phone and providing the necessary requirements are met, interviewed face-to-face. The entire screening, interviewing and vetting procedure is implemented and managed by one of our Client Managers, who are thoroughly trained in these aspects as part of our company policy.

Vetting criteria:

· All qualifications must be UK Naric comparable.
· All personnel who have been resident outside the UK must provide proof of a Police Clearance/s from each country of residence issued within the last 3 years. 
· All personnel who are UK residents and/or have been resident in the UK for 6 months or longer are required to undergo a CRB Enhanced Disclosure or possess an existing Disclosure less than 12 months old.
· Completion of Registration Form including: employment history and medical declaration.
· Employed in mainstream education within the last 6 years.
· Provision of two suitable educational references. Providing that the candidate and referee give permission, reference copies are made available on request.

· Proof of identification – Passport

· Secondary proof of identification

· Valid U.K. working visa 

· GTC registration check (if required)

· List 99 clearance 

All documentation provided at interview for inspection and duplication must be original or an authenticated copy of the original. 

Induction:

An induction action plan (if required) is available and may incorporate: observation days, compulsory professional development and induction training courses etc. Details are discussed, agreed and recorded at interview. The Client Manager responsible for the candidate monitors the implementation thereof. 

Assignment Follow-up: 

Upon completion of a candidate’s first assignment, the school is contacted for feedback and quality assessment. Various checks are subsequently made at regular intervals to ensure all personnel provide the highest standard of service as per our policy on Performance Management.  







