GUIDANCE FOR HEADTEACHERS/MANAGERS ON UNDERTAKING REFERENCE REQUESTS
FOR REGULATED POSTS

General Principles

e School posts are covered by Regulations which detail the information and documentation that
is required in relation to these workers, including references. The safer recruitment policy
incorporates guidance from Welsh Government on keeping learners safe
https://gov.wales/sites/default/files/publications/2020-10/keeping-learners-safe-the-role-of-
local-authorities-governing-bodies-and-proprietors-of-independent-schools-under-the-
education-act.pdf

e The table below details the posts that are covered by Regulations and the requirements in
terms of references and seeking an explanation for any gaps in employment.

e The guidance states that two references should be obtained including a reference from the last
or most recent employer and where a person has previously worked with children or vulnerable
adults, so far as reasonably practicable verification of the reason the employment or position
ended. We realise that it may be difficult to obtain references or verification from all previous
employers, especially those where it has been some years since the individual worked there.
However, the school must ensure that all reasonable steps have been taken to seek this
information, which can be demonstrated by an audit trail.

e Where an individual left a previous employer over 10 years ago, a basic reference will be
sought to clarify the nature of employment, the dates of employment and reasons why the
individual left.

e Prior to the interviews, the recruiting manager should seek references 1 and 2 on the
Application Form for all shortlisted candidates (if the individual has given permission to do so).

e Schools appointing staff must make any offers of employment subject to the receipt of
satisfactory references and other pre-employment checks e.g. DBS, Medical, EWC registration
and Qualifications.

o If, following the attempts detailed above, at least two references (including one from the
individual’s last employer) have not been obtained, the Appointing Manager in conjunction with
the Chair of Governors will undertake a risk assessment based on all the information obtained
during the recruitment process, including all the other pre-employment checks, and decide
whether the offer should be confirmed.

REGULATIONS AND GUIDANCE ON REFERENCES FOR SCHOOL POSTS

Posts Covered References Required Other Requirements
Responsibility of the Appointing Responsibility of the
Manager Appointing Manager
e All posts working in e Reference 1 and 2 A full employment history,
‘regulated activity’ as together with a satisfactory
written explanation of any
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defined by the e All references where the

Safeguarding individual has worked in a
Vulnerable Groups Act position which involved work
2006 with children or vulnerable

adults.
(Please see Appendix 1 for
definition of Regulated Activity) | References should include one
from the last employer and all
references must include
verification as to why the

employment or position ended

gaps in employment must be
obtained. If this information is
not included within the
Application Form, it must be
obtained in writing from the
applicant prior to any offer
being confirmed.

All posts working in e Reference 1 and 2
‘controlled activity’ as
defined by the
Safeguarding Vulnerable
Groups Act 2006

References should include one
from the last employer and all
references must include
verification as to why the
(Please see Appendix 1 for employment or position ended

definition of Controlled Activity)

A full employment history,
together with a satisfactory
written explanation of any
gaps in employment must be
obtained. If this information is
not included within the
Application Form, it must be
obtained in writing from the
applicant prior to any offer
being confirmed.

DEFINITION OF ‘REGULATED ACTIVITIES’

Regulated Activities
Involve contact with children or vulnerable adults and are:

APPENDIX 1

Frequently, Intensively and / or

Of a specified nature
e.g. teaching, training, care, supervision, advice, treatment
or transport.

Or
And

Or

In a specified place
e.g. schools, children’s homes & hospitals, juvenile

detention facilities, adult care homes Or

overnight

Once a week or more

Four or more occasions in a period
of one month

Overnight: Between 2 — 6am

Also covers School Governors

No distinction made between paid and voluntary work




DEFINITION OF ‘CONTROLLED ACTIVITIES’

Controlled activity is not regulated activity but applies to work which provides:

e opportunities for contact with children or vulnerable adults in specified settings (support staff
health, social care or further education)

e opportunities to access education records (for children only) or health or social services
records about children or vulnerable adults.

e The work must be carried out frequently or intensively, which generally will be once a week or
more or more than four days in a single month.



