
 
 

 

 
 
 

Recruitment & Ve�ng Policy 

Summary: 

Master Class Educa�on (MCE) understand that a professional, ethical, and conscious approach to 
recruitment is necessary to meet the various requirements of our clients, as well as recrui�ng for our 
internal team. Workers are integral to the success of MCE and securing the right talent is essen�al to 
the organisa�onal growth and development. 

MCE is an educa�on recruitment agency and takes safeguarding very seriously, when recrui�ng 
internally our staff are expected to match our safeguarding commitments and values. When 
recrui�ng on behalf of a client for an agency role, all candidates will be put through our robust ve�ng 
process, more details can be found further on in this policy. 

 
All approaches to recruitment will be consistent, fair and will promote equal opportuni�es, our 
agency will recruit the best talent for the required role and ensure that every candidate or applicant is 
treated with respect and given the same treatment. 

 
Advertising 

MCE use various job boards to adver�se current vacancies, only approved methods of job 
adver�sement is acceptable, in order to select a new form of adver�sement, it must be approved by a 
manager with relevant permissions. 

 
Only person(s) with authorisa�on can post job adver�sements, all those involved in the recruitment 
process must have the specific requirements of the role and know any mandatory experience, skills, 
or qualifica�ons needed. If we are recrui�ng on behalf of a client, the consultant must fully 
understand the needs of the client, the role, and characteris�cs necessary. 

 
All adverts issued, must be clear and concise, and easily understood by the reader, the full name of 
our agency must be within the adver�sement and state whether we are adver�sing as an agency on 
behalf of a client or for our internal roles. 

An advert may only be issued on behalf of a client if the hirer has provided specific informa�on about 
the role, and when the hirer has given authority to find work seekers for that par�cular posi�on. 

 
In adver�sements where a rate of pay has been given, the advert must also include the nature of the 
work, the loca�on at which the work-seeker will be required to work and details of the minimum 
experience, training, or qualifica�ons that the work-seeker would require in order to receive that rate 
of pay. 

 
All adverts must be non-discriminatory, neither direct or indirect, any language that is or is perceived 
to be discriminatory to any protected characteris�cs (age, gender, race, disability, religion, sex, sexual 
orienta�on, pregnancy and maternity, marriage and civil partnership, gender reassignment) will be 
immediately remove and disciplinary ac�on may be considered. 

 
In some circumstances the directors may waive the need to advertise. 



 
 

 

MCE use online adver�sing portals for adver�sement, they are designed to acquire relevant 
informa�on from applicants, including contact details and employment history and relevant skills, 
experiences and qualifica�on, this data is used to determine suitability for work. Not all applicants will 
receive communica�ons to let them know they are unsuccessful, and feedback is not provided to 
unsuccessful candidates once the closing date has expired applicants will no longer be able to apply. 

 
Shortlisting 

The person(s) responsible for recruitment, ideally two or more will assess applicants against the job 
descrip�on, the criteria will be consistently applied and agreed before the shortlis�ng process begins. 

 
If recrui�ng on behalf of a client, the recruitment consultant should ini�ally match the applicants 
experience, skills and qualifica�ons against the specific requirements provided by the client, once 
they are sa�sfied that they meet the requirements, the consultant should forward the details of the 
applicant over to the client, to decide if they want to take any or all the applica�ons forward. 

 
All person(s) involved in the shortlis�ng process must prac�ce objec�vity, be fair and consistent. A 
work seeker should be match only against their ability to do the specific job, at no point should an 
applicant be judged for anything other than their atributes to complete the role. A person should 
never be judged by a protected (and perceived) characteris�c. 

 
If a person(s) responsible for shortlis�ng has a close rela�onship with an applicant, they must inform a 
manager or another responsible person(s) of that rela�onship. 

 
Interviews and trial days 

Applicants that have been shortlisted will be invited to interview, the interview panel will consist of 
the direct manager of the hiring team, a member of the HR department or the director of MCE. 

 
The interview should be structured, guidelines on how applicants will be assessed should be pre- 
approved and ques�ons be pre-agreed, ques�ons must be relevant to the available role, and in no 
way unnecessarily exhaus�ve, invasive, or discriminatory. Ques�ons that are probing or in response 
to an answer are acceptable. 

 
During the interview the applicant will be asked about their previous employment to iden�fy any 
anomalies from their applica�on. Safeguarding and criminal records will be discussed. 

Every effort should be made to accommodate applicants with disabili�es, and all reasonable 
adjustments made. 

 
When recrui�ng on behalf of a client for a temporary role the candidate will be asked a structured set 
of ques�ons, that all MCE temporary applicants are asked, they will also be asked follow on ques�ons 
that are more relevant to the role they are being put forward for. 

 
Once the MCE consultant is sa�sfied that an applicant meets all the requirements of their client(s) 
role and the client has agreed, they may be invited to the school to interview or for a trial day, the 
candidate and school will agree a �me and date. MCE does not pay candidates for any interviews they 
atend, however if the school pre-agrees, we may be able to secure payment for an atended trial 
day, this does depend on the client and is at their discre�on, the candidate will be informed of the 
day rate for the trial day before the trial day is agreed, clients will also be informed of any charges 
being invoiced to them before the trial day is agreed, once all par�es accept the day rate, the date 



 
 

 

and �me can be arranged. MCE is under no obliga�on to match the trial day rate, if the candidate is 
successful or atends other trial days, a day rate for placement will be agreed with the client and 
candidate upon successful interview/ trial day. 

 
All applicants, including temporary, permanent, full, and part-�me, and an internal work-seekers are 
protected from prejudice and will all be given equal opportuni�es. 

 
All data pertaining to interviews will be kept confiden�al and for 12 months following the interview. 

Offers of employment 

Internal: 

No offer should be made without the authority of the director. 
 

Offers of employment are condi�onal to upon sa�sfactory comple�on of all pre-employment checks, 
for internal work-seekers: 

 
• Proof of Right to Work 
• Iden�ty check 
• Employment history 
• References 
• Qualification evidence 

 
For internal work-seekers offers are made in-line with MCE reward package and as described in the 
job descrip�on, depending on experience, skills, and qualifica�ons. Salary should equal or exceed the 
appropriate statutory minimum wage. 

 
All offers must be in-line with the Equality Act 2010, pay should not be affected by any protected 
characteris�cs. Salary and reward offered should be the equivalent of staff where their job and skills 
are the same or similar, work rated as equivalent (level of skill, responsibility and effort needed to do 
the work are equivalent) or work that is not similar but is of equal value. 

 
Offer leters will be sent via email to the email address provided upon applica�on and will include: 

 
• Place of work address 
• Type of contract 
• Salary 
• Hours of work 

Agency: 
 

For agency workers, the full list of pre-employment checks is further on in this policy. 
 

The client will determine the rate of pay that will be offered to a candidate, however salary will be 
equal or exceed the appropriate statutory minimum wage. 

All offers must be in-line with Equality Act 2010, pay should not be affected by any protected 
characteris�cs. All payment must comply with statutory legisla�on; A�er a 12-week qualifying period 
(with the same hirer for 12 weeks) an agency worker is en�tled to the same or no less favourable pay 
as a comparable permanent employee. MCE will ensure that they receive the relevant informa�on 



 
 

 

from our clients. 
 

Usually, the consultant will call the candidate to inform them of their offer, once they have agreed 
their rate of pay the consultant will send a booking confirma�on to the candidate, this will include: 

 
• Client name and Address 
• Direct report 
• Posi�on Secured 
• Start date. 
• Expected end date. 
• Days required. 
• Rate of pay 
• Payment method 

Vetting 
 

Pre-employment checks: 

• Photo ID 
• Right to work proof 
• On the occasions when UK residents have no passport, then they should have a Na�onal 

Insurance number combined with a long birth cer�ficate. 
• 2x proof of address, dated within the last 3 months, unless council tax or P60 (can be dated 

within 1 year) 
• Employment history 
• Minimum of two references, covering the last two years work history. 
• Enhanced DBS cer�ficate that is registered on the DBS update service. An original copy of the 

DBS cer�ficate must be seen before placement starts. 
• If a DBS cer�ficate is not registered on the update service, MCE will apply for a new DBS 

cer�ficate, through their government approved DBS umbrella body. An original copy of the 
DBS cer�ficate must be seen before placement starts and we encourage candidates to 
register this on the update service, otherwise an updated DBS cer�ficate will be required 
annually. 

• DBS cer�ficates and update checks are available to clients. 
• MCE will always inform clients of any cau�ons or convic�ons on the DBS cer�ficate and a 

statement is required from the candidate to give background to the cau�on or convic�on, 
which is also provided to clients. 

• Update service check is repeated every 12 months or sooner if necessary. 
• Barred list check repeated every 12 months or sooner, if necessary. 
• Relevant qualifications 
• TRA online check 
• A medical declara�on, if a condi�on is listed, we require a risk assessment from the worker, 

the school will be informed of any medical condi�ons that may affect their work. 
• In some circumstances we will ask a GP to provide a leter clarifying the candidate’s 

fitness to teach. 
• We have a system in place to no�fy schools of incomplete checks (listed clearly which 

checks have been sa�sfactorily completed, and which are s�ll in process) 
• Candidate photo ID and DBS cer�ficate is viewed in person. 
• Overseas police checks are required for candidates that have lived or worked abroad for more 

than six months within the last 5 years, this must be from the country they were in to cover 



 
 

 

that period. 
• UK ENIC where applicable 
• A�er 3 months candidates who have a gap in working for the agency must carry-out key 

checks, including, DBS, reference, TRA, current contact details. 
• A�er 6 months candidates who have a gap in working for the agency must carry-out a full 

re-registration. 
 

MCE will not send a candidate into work if they have not completed their pre-employment checks if a 
work seekers checks are unsa�sfactory MCE will not offer them work. Any person deemed 
unsa�sfactory should be reported to a senior manager who will make the final decision. 

 
References 

Posi�ons offered are subject to sa�sfactory references. 
 

Internal applicants: 

Two references are applied for, they do not need to cover a par�cular date period, however MCE 
prefer to get a reference from the most recent employer. 

 
MCE will crosscheck the references against the applicant’s employment history, any inconsistencies 
may be queried. 

Referees should be from a professional place of work; they should hold a senior posi�on and the 
reference will only be accepted from their professional email address. 

Character references cannot be supplied by a close friend or relative. 
 

In the case that an applicant registers and provides a copy of a reference, this is not accepted, we will 
contact the referee for verifica�on. 

 
Temporary applicants: 

 
MCE require applicants to provide a minimum of two references, that cover the last two years of 
employment, in some cases more than two references may be required to cover the two-year period. 
MCE will allow a placement to commence if we have a minimum of two references, however we will 
con�nue to chase the reference to cover a two-year period. 

 
A reference must confirm dates and safeguarding informa�on. If the reference is not coming from an 
educa�onal se�ng, where we can collect safeguarding data, the referee should confirm whether 
they know of any reason that the applicant should not be working in a se�ng with children. 

When the applicant has not been working for 30 days or more within the last two years, they must 
provide a statement to cover the gap in employment and an older reference will be applied for. If a 
candidate can only provide details of one referee (i.e. they have only had one employer or they le� a 
job so long ago, it would no longer be relevant) MCE will apply for a character reference. 

 
MCE will crosscheck the references against the applicant’s employment history, any inconsistencies 
must be queried. 

 
Referees should be from a professional place of work; they should hold a senior posi�on and the 
reference will only be accepted from their professional email address. 



 
 

 

 
Character references cannot be supplied by a close friend or relative. 

 
In the case that an applicant registers and provides a copy of a reference, this is not accepted, we will 
contact the referee for verifica�on. 

 
Internal audits on temporary workers 

Ve�ng checks are so fundamental to our organisa�on, it is paramount that every worker MCE supply 
is fully veted and cleared for work. MCE complete internal audits on a selec�on of files on a 6 
monthly basis, any file(s) that are not complete, undergo an inves�ga�on; any person responsible 
would be reprimanded. The candidate would be given a specific �meframe to hand in any 
incomplete documenta�on un�l they are removed from their role. In some instances, a worker 
would need to be removed immediately. 

Unsuitable workers 

MCE have confidence that their vetting and pre-employment checks are robust enough to prevent 
any unsuitable workers being placed into schools, however if we receive any information which 
indicates that a worker is unsuitable for their position we will follow the below procedures: 

Permanent candidates: 

If, within three months from the commencement of the placement MCE receive information that the 
worker is or may be unsuitable for that position we will immediately inform the hirer, we will always 
notify the hirer on the same day that we receive such information, unless it is not practical or 
possible, we will contact the hirer everyday until we are able to pass on this information.  

Temporary workers: 

If MCE receive informa�on that gives reasonable grounds to believe that the worker is unsuitable, 
we will inform the hirer immediately and end their assignment with immediate effect. 

If MCE receive informa�on that the worker may be unsuitable but there is insufficient evidence to 
support this, we will conduct an appropriate and reasonable inves�ga�on and inform the hirer of the 
informa�on received and the inves�ga�on being held. If as a result of our inves�ga�on we have 
reasonable grounds to believe the worker to be unsuitable, we will without delay inform the hirer 
and end the assignment. 

Examples of circumstances that might indicate that a worker is unsuitable (this list is not extensive or 
full): 

• Criminal convictions that should have been disclosed 
• Qualifications that are found to be false 
• A medical condition that means the worker may either be at risk by performing the work or 

they may be placing others at risk. 
• References disclose a reason why they’re unsuitable. 
• Informa�on that would mean MCE would not have put the worker forward in the first place. 

MCE will always verify the informa�on received that a worker is allegedly unsuitable to work and 
conduct an inves�ga�on where there is insufficient evidence, a person’s suitability should never be 
ques�oned on informa�on that is proven to be hearsay or gossip. Informa�on disclosed to clients must 
always be accurate and no more than necessary.  

 



 
 

 

Other useful information 
 

Our government approved DBS umbrella body is Personnel Checks, 161 Whalley Road, Accrington, 
Lancashire, BB5 1BX. 

 
MCE are charged to process DBS checks, the work-seeker is asked to cover the cost for this. 

 
From �me-to-�me DBS and other checks are severely delayed, affec�ng the candidate ability to work 
and earn a living, MCE must be flexible if process delays con�nue to compromise trading. However, 
safeguarding will never be compromised, and clients will always be involved in the delayed ve�ng 
processes. 

 
If a worker has been re�red on medical grounds by the Department of Educa�on, a�er the 1st April 1997 
then this worker will not be able to teach, even part �me as they have been deemed medically unfit. 
However, if the worker was re�red before 1st April 1997, then they may be able to work if they can show 
that they have the health and physical capacity to teach. They can show they are fit to work by obtaining a 
GP’s leter confirming that they are fit to teach. However, even if they are confirmed as fit to teach, they 
will only be able to work for 2.5 days per week. 

 
A qualified teacher cannot be employed as a teacher in a relevant school in England unless they have 
sa�sfactorily completed an induc�on period in accordance with the Regula�ons and this guidance. 
While ECTs are encouraged to start their induc�on as soon as possible a�er gaining qualified teacher 
status (QTS), there is no set �me limit for star�ng or comple�ng an induc�on period. An ECT’s QTS 
cannot be lost or affected by the length of �me it takes them to complete induc�on. 

There is no legal requirement to sa�sfactorily complete an induc�on period if an ECT intends to work 
solely in the independent sector, an academy, a free school, a BSO, an independent nursery school or 
an FE ins�tu�on. However, it may be possible for an ECT to serve a statutory induc�on period in such 
se�ngs as set out in this guidance. 

 
A teacher who is employed as a short-term supply teacher (working periods of less than one term). This 
can only be done during the first five years following the award of QTS. When a teacher who is 
employed as a short-term supply teacher on a par�me basis but who is concurrently serving 
induc�on, the five-year limit (see above) does not apply. 

 
Teachers from outside the United Kingdom who are awarded QTS, having made an applica�on to do 
so a�er 1 February 2023, are required to complete induc�on if they have less than two years’ full-
�me experience when they are awarded QTS. 
 
When conduc�ng Teaching Regula�on Agency (TRA) checks on workers, we ensure they have no 
prohibi�ons/ restric�ons, in the case that a worker does have restric�ons MCE will make a referral to the 
TRA and DBS, to inform them that this person has registered for work-finding services.



 
 

 

 


