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Grad2Teach is a Teacher Training provider offering one and two-year salaried training programmes which focus on building experience, resilience and retention into the teacher-training model.  Our goal is to create a pipeline of talented professionals, trainees and support staff within the education sector that will help to massively reduce schools’ recruitment costs and minimise loss of staff to industry whilst also, in the long-term, developing a network of education professionals across the UK.  The safety and welfare of children is always considered, and it is our policy to ensure that all relevant pre-registration checks are carried out by staff that are trained in procedures and understand their responsibilities.

We are committed to equal opportunities for all in our recruitment practices and oppose all forms of unlawful or unfair discrimination, direct or indirect, irrespective of age, ethnic origin, sexual orientation, religious beliefs, disability, gender, gender reassignment, marital and civil partnerships, responsible for dependents, Trade Union membership or any other circumstance not relevant to the performance of a position.

Our vetting procedures are designed to surpass the requirements placed on us by the Department for Education’s 'Keeping Children Safe in Education' guidance document and all other statutory obligations.  Our company was born out of an education recruitment company, Step Teachers, who are REC Education members and were awarded REC Audited Education Status in December 2017, 2015 and 2013.  Prior to this they were holders of the DfE Quality Mark for several years before it was abolished.  The REC Education Audited award verifies that our procedures are in accordance with The Conduct of Employment Agencies and Employment Businesses Regulations 2003, the REC Code of Professional Practice and safeguarding practices in relation to children.  Grad2Teach is not a recruitment agency, and we are therefore not required to hold REC Education Audited status; we have, nevertheless, chosen to follow their vetting and safeguarding guidelines to demonstrate our commitment to effective safer recruitment and compliance best practice standards.

Checks are completed prior to the first placement of a trainee teacher and are repeated during service on a continuous basis. Note – all mentions of ‘teacher’ in this document also includes support staff and refers to our Trainee Teachers. The following checks apply to all teaching and support staff:

· Assessment Interview
· Children’s Barred List Check
· DBS Enhanced Certificate
· Update Service Check
· Overseas Police Check (where applicable)
· Qualifications verified
· Two written references (one of them from the most recent employment)
· Signed Rehabilitation of the Offenders Act Declaration
· Prohibition Check confirmed by DfE, through the Teaching Regulation Agency on the Secure Access Portal
· Right to Work Check
· Full Identity Check
· Health Declaration
· Provided with the DfE’s Safeguarding Information on ‘Keeping Children Safe in Education’
· Signed Disqualification under the Childcare Act 2006/Childcare Disqualification Regulations 2018 Declaration
· Online searches 
· Proficiency of the English Language Assessment, Level 1 Child Protection Training
· Prevent Duty Training


DBS Enhanced Certificate

All trainee teachers are required to undergo a DBS Enhanced check, with barred list, prior to the placement and then every 1 year, or earlier if they have a break in service of 3 months or more, or if there are grounds for concern about the person’s suitability to work with children and they have not subscribed their current DBS Enhanced Certificate on the Update Service.

A trainee teacher cannot commence a placement whilst a DBS application is in progress and we require a full, Enhanced DBS check in order for a trainee to start their placement.

If a DBS Enhanced Certificate contains any disclosed information, then an original copy of the DBS Enhanced Certificate is stored in a secure electronic location.  If a school would like to place a teacher in their school who has information on their DBS Enhanced Certificate, Grad2Teach will, before the teacher goes into the school, provide the school with written notification of this as well as a copy of the DBS Enhanced Certificate, for them to confirm they are willing to accept the teacher under these circumstances. This will be made by secure transmission to a suitable contact at the school. Along with this, Grad2Teach will complete a thorough Risk Assessment process of the trainee and present the conclusion to the relevant school contacts.



Update Service Check

All trainee teachers will undergo an annual Update Service Check, or earlier if they have a break in service of 3 months or more, or if there are grounds for concern about the person’s suitability to work with children, or any shorter period imposed by a client.

Overseas Police Checks

In addition to having to undergo a DBS Enhanced Disclosure with barred list check, we also require an overseas police check or a letter of good conduct from a trainee teacher who has lived overseas for periods longer than 6 months, within the last 10 years. This must be an original with an official translation where applicable and be dated within 3 months of the date in which the candidate left the issuing country.  If a trainee teacher is unable to provide a police check then a letter of good conduct will be requested. If the candidate is unable to provide an overseas police check or letter of good conduct from the relevant country, they will not be cleared to work.

[bookmark: _Hlk44078091]Rehabilitation of the Offenders Act

[bookmark: page3]Working with Grad2Teach will bring trainee teachers into close contact with pupils under the age of 18 or with students with learning difficulties or disabilities and therefore trainee teachers are exempt from the Rehabilitation of Offenders Act 1974.  All trainee teachers are required to declare if they have any spent or unspent convictions, cautions, reprimands, and final warnings that are not filtered.

Keeping Children Safe in Education

All trainee teachers must declare, during application process, in writing that they have read the most recent version of ‘Keeping Children Safe in Education’ statutory guidance ‘Information for all School and College Staff Supplement’, which all school-based workers must be made aware of before placement.

Disqualification under the Childcare Act 2006/Childcare Disqualification Regulations 2018

All trainee teachers must declare, during application process, in writing that they have read the relevant DfE Disqualification under the Childcare Act 2006 statutory guidance 2018 and confirm, that they are not disqualified on any ground as set out in the DfE guidance.

References

All trainee teachers are required to provide details of at least two referees, covering a minimum 2-year period, one of which must be their most recent employer and ideally, both who are able to comment directly on their performance in the education field.  These are sought and obtained directly from the referee.  Both referees must be people that are senior to the applicant (at the time of employment) and must be contactable at their place of work. In cases where the applicant was the most senior person, i.e. the Head Teacher, we would obtain a reference from the Chair of Governors or a local authority, possibly supported with a second reference from a colleague on the Senior Management Team to provide a more accurate portrayal of their classroom experience.  We obtain references from agencies where the agency is the most current employer or has been within the last 2 years to confirm dates of employment, position, and safeguarding.  References from supply teaching placements are accepted, but the trainee teacher must have completed at least 20 days’ service in the period the reference covers for it to be accepted. 

Written

· We require both references to be in writing prior to placement.

Character

· If a trainee teacher has been out of the workplace for some time and is unable to provide a second professional reference, we will seek a character reference as a second required reference. Character references would be required only as a last resort and we would still require at least one professional reference.

Verbal

· We do not accept verbal references.

Open/Testimonials

· Open references/testimonials are not used as part of the recruitment decision. If provided by the trainee teacher, they are stored on their file and may be used for course-related reasons but not vetting decisions.

The Compliance Team review all references to ensure they are satisfied with the comments/information and the dates of employment match the dates provided on the candidate’s CV. Reason for leaving employment is also cross-checked and if found to differ, contact will be made with the trainee teacher to address this.  Should there be any contradictory or ambiguous answers/comments, the Compliance Team will contact the referee directly to try and ascertain the reasons behind this.  If an ‘agreed’ reference, or one that is perceived to be in the tone of an ‘agreed’ reference, is received, we will contact the referee directly to try to get additional information to enable us to make the correct recruitment decision.  If we are not entirely satisfied with the contents of a reference but are confident of the trainee teacher’s ability, we would ask the trainee teacher for a further referee.

Qualifications
All trainee teachers must provide the original evidence that they hold an undergraduate degree to at least 2:2 level, except in exceptional circumstances at the discretion of Grad2Teach and its partner universities, as well as the candidate’s placement school. Grad2Teach also requires all trainee teachers to provide original evidence of GCSE qualifications, specifically for Maths, English and, for primary school candidates, Science, all of which must be to grade C/Level 4 or above.  Where a candidate has not obtained the required GCSE grades to progress onto the PGCE programme, Grad2Teach requires trainee teachers to undertake accredited equivalency tests to meet the minimum requirements prior to their university application for Phase Two.  For all trainee teachers, basic skills such as the proficiency of the English Language assessment and numeracy are endeavoured to be checked at the pre-interview stage.  If a candidate states that they have overseas qualification pertinent to their application, such as a University Undergraduate Degree, they must provides us with both the original overseas qualification proof and they will be requested to provide us with a comparability certificate from UK ENIC. At present, in such circumstances, UK ENIC is the only provider of such a service that Grad2Teach accepts.

Interviews
All trainee teachers are required to attend an Assessment interview with a qualified interviewer as an initial step of registration with Grad2Teach Ltd. This can be conducted virtually or in-person.

Identification
We follow both DBS ID checking guidelines as well as rules set out by the Home Office for checking applicants’ nationality and therefore right to work in the UK (see ‘Right to Work’ below) when checking applicant’s identities.  All trainee teachers are required to provide at least three forms of identification for their DBS check.  All documents must be original, and no photocopies are accepted, including certified or notarised copies.

For a full comprehensive list of all acceptable DBS ID documents and latest revised and enhanced identification checking guidelines please go to:

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications-from-3-september-2018




Health Declaration
The Education (Health Standards) (England) Regulations 2003 require us to check that staff who will be working directly with children have the physical and mental capacity to do so.  All trainee teachers are required to answer a health declaration questionnaire and give further information where relevant when completing our Application Form at registration.  The information given is kept strictly confidential and used only when assessing their fitness to teach.

If the trainee teacher declares a condition that we feel may affect their ability to teach in the classroom, a ‘fit to teach’ note from their GP is requested to confirm they are fit to work. Information on the health declaration is cross-checked against other information sources such as employment references.  Where a trainee teacher gives consent to potential schools being made aware of a condition a note will be made on the trainee teacher’s electronic file, so that the school is informed of this before the trainee teacher is placed into the school.

Right to Work Check
To comply with the law on preventing illegal working, as set out in Sections 15 to 25 of the Immigration, Asylum and Nationality Act 2006 and Section 24B of the Immigration Act 1971, and Schedule 6 of the Immigration Act 2016 we abide by the Home Offices’ ‘An Employers Guide to Right to Work Checks’ – September 2024. We follow the recommended Home Office ‘3-Step Check’ in checking a candidate’s documents to determine if they have a right to work in the UK:-

(1) OBTAIN – We obtain original documents from the list of acceptable right to work documents.

(2) CHECK – We check that the documents are genuine and the trainee teacher presenting them is the prospective employee, the rightful holder and allowed to do the type of work we are offering by checking that:

(a) Photographs and dates of birth are consistent across documents and with the person’s appearance to detect impersonation.
(b) Expiry dates for permission to be in the UK have not passed.

(c) Any work restrictions to determine if they are allowed to do the type of work on offer (for students who have limited permission to work during term-times, we obtain, copy and retain details of the academic terms and holiday times covering the duration of their period of study in the UK for which they will be employed)
(d) The documents are genuine, have not been tampered with and belong to the holder; and
(e) The reasons for any difference in names across documents (e.g. original marriage certificate, divorce decree absolute, deed poll)

(3) COPY – We save and maintain clear electronic copies of each document seen and dates of save are clearly marked. Subsequent or secondary documents – for example in instances where a Verification Notice is obtained and then needs to be updated, typically six months later – are saved separately without erasing the original document or copy.  

Trainee teachers are required to successfully complete an online ‘Likeness verification’ using our assigned partner, Yoti Digital Identity Services using live capture tools, such as a webcam camera.

Trainee teachers with a temporary right to work in the UK will have a follow-up right to work check conducted before the expiry of their current right to work.  Electronic monitoring systems are in place to signal the pending expiry of these documents.

Biometrics Residency Permits (BRP) are only accepted up to the end of December 2024 and, in such instances where a trainee has provided a BRP, they will need to provide proof of Right to Work using the UKVI service from January 2025 or sooner.

Complete/Incomplete Check
We make every effort to place a trainee on the completion of all checks. The school is advised if any checks are outstanding. We would request the school’s permission prior to placing the trainee teacher whose checks are not complete.  The minimum checks that we would place a trainee teacher on are:-

· Successful Assessment Interview
· Children’s Barred List Check
· DBS Check
· Update Service Check (where Enhanced DBS Certificate is provided)
· Overseas Police Check (if applicable)
· Qualifications verified
· Two written references*
· Signed Rehabilitation of the Offenders Act Declaration
· Right to Work Check
· Full Identity Check
· Health Declaration
· Provided with the DfE’s Safeguarding Information on ‘Keeping Children Safe in Education’ Signed Disqualification under the Childcare Act 2006/Childcare Disqualification Regulations 2018 Declaration
· Online searches 
· Proficiency of the English Language assessment Level 1 Child Protection Training
· Prevent Duty Training

Only a senior manager can approve a trainee teacher whose vetting checks are not complete being placed in a school. Even in such instances, permission is sought from the school prior to the trainee going to the school.


*At least one of these references must be the most recent employment one and at least one of them must be a reference from a school.

Information That Comes To Light After Placement

If Grad2Teach receives or obtains information after the trainee teacher has been placed in a placement, which gives reasonable grounds to believe that the trainee teacher is unsuitable for the position, we shall, without delay, inform the client school of that information and end the placement of the trainee teacher.

In cases where Grad2Teach receives or obtains information which indicates that the trainee may be unsuitable, we shall, without delay, inform the client school and commence making such further enquiries as are reasonably practicable as to the suitability of the trainee for the position concerned and inform the school of the enquiries made and of any other further information received or obtained.  Where, as a result of the enquires made, Grad2Teach has reasonable grounds to believe that the trainee teacher is unsuitable for the position concerned, we shall, without delay, inform the client school of that information and end the placement of the trainee.


Copies of Documents
All documents are stored, with signature and date, by the person at Grad2Teach who has received and checked their authenticity. These are kept in the trainee’s personal file for at least 6 years whether the applicant is continuing their employment with Grad2Teach or not.

Online Searches
As part of our safer recruitment checks, Grad2Teach will, in line with ‘Keeping Children Safe in Education’ statutory guidance, carry out an online search as part of our due diligence on shortlisted candidates.  This is to ensure that candidates are not unsuitable to work with children and/or could bring the company into disrepute.

Searches will only be used to meet the intended purpose of Keeping Child Safe in Education, specifically looking for things that would make someone unsuitable to work with children and/or could bring the company into disrepute.   Searches will not include irrelevant personal information, nor will any information be used to form an opinion of the candidate.

We are committed to equal opportunities for all, in our recruitment practices and oppose all forms of unlawful or unfair discrimination, direct or indirect, irrespective of age, ethnic origin, sexual orientation, religious beliefs, disability, gender, gender reassignment, marital and civil partnerships, responsible for dependents, trade union membership or any other circumstances not relevant to the performance of a position.  

Online Search Criteria
Online checks will only be conducted by staff that are fully trained on the process and after a candidate has been shortlisted.

Candidates will be made aware that we will be conducting an online search when completing our application form once shortlisted.

A search will be carried out on:
Candidate name(s) + job title
Candidate name(s) + convicted and caution
Candidate name(s) + country (for any candidates that have lived overseas)

Searches will be carried out on publicly available information using the Google platform.

Searches will be looking at the first page of results only.

Searches will focus on specifically looking for information that would make someone unsuitable to work with children and/or could bring the company into disrepute.

If the search identifies any relevant incidents or issues a record of this will be made on the candidate’s electronic file and include a copy of the URL of the site containing the information and a screen shot of the site containing the information.  This will be in a restricted section and access to this will be limited to applicable members of staff only. 

The candidate will be given the opportunity to respond before any decision is made on suitability.

Any searches that initially identify relevant incidents or issues that are later found to be incorrect/irrelevant/false, will be deleted from the candidate’s electronic file immediately.

If the search does not identify any relevant incidents or issues no record will be made on the candidate’s electronic file.

A record will be made on the candidate’s electronic file of the date the search was conducted. 

Any data collected during the search will be retained in line with our Data Retention Policy, which is available on request.
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