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General 
The Council of The Girls’ Day School Trust (GDST) is committed to equal opportunities in 
employment. 
 
The Council's policy aims to ensure that all employees are recruited, trained and promoted on the basis of 
ability, the requirements of the job and relevant and objective criteria. 
 

●​ No employee or job applicant should receive more or less favourable treatment on the grounds of 
race, nationality, colour, ethnic or national origin, age, sex, marital status, sexual orientation, 
religion or belief, gender reassignment, creed or disability in any matters to do with employment. 

●​ The GDST is committed to fair recruitment and selection, and to appointing on merit, in accordance 
with the following procedures which take best practice into account.  

●​ The GDST is committed to the safeguarding of children and child protection screening will apply to 
all posts. 
 

Norwich High School for Girls is committed to ensuring that the procedures detailed in the Human 
Resources section of the GDST HUB in relation to Recruitment and Selection Procedures are fully met. All 
members of staff taking the lead in recruitment should familiarise themselves with the relevant information 
on the GDST HUB and ensure that those assisting them in the recruitment process abide by these.  
 
GDST Recruitment and Selection Procedures make reference to the GDST Equal Opportunities Policy 
(Employment) [reproduced here as Appendix 1], which summarises the approach to be adopted when 
recruiting candidates, and the GDST Safeguarding Procedures document.  
 
The School Safeguarding and Child Protection Policy is also relevant when making appointments. 
 
Equal Opportunities 
 
The Council of the Girls’ Day School Trust is committed to equal opportunities in employment, training and 
development. The Council’s policy aims to ensure that all employees are recruited, trained and promoted 
on the basis of ability, the requirements of the job and relevant and objective criteria.   
 
No employee or job applicant should receive more or less favourable treatment on the grounds of race, 
nationality, colour, ethnic or national origin, age, sex, marital status, sexual orientation, religion or belief, 
gender reassignment, creed or disability in any matters to do with employment. 
 
Please see the full Equal Opportunities (Employment) Policy  [reproduced here as Appendix 1]. 

 



 

  
Recruitment 
The GDST is committed to fair recruitment and selection, and to appointing on merit, in accordance with 
the following procedures which take best practice into account. 
  
All appointments of staff and volunteers after 1 May 2007 must comply with the Disclosure procedures set 
out in the Safeguarding Procedures document (via linked content).  Details of checks carried out on existing 
and new staff must be entered on the school’s Single Central Record as per the requirements set out in the 
Safeguarding Procedures document.   
 
Safeguarding children 
The GDST is committed to the safeguarding of children and child protection screening will apply to all posts. 
See also Safeguarding Procedures document and Policy. 
 
Recruitment and employment of relatives and close friends 
The GDST's policy on recruiting and employing relatives and close friends is set out in Appendix 2. 
 
Recruitment: Norwich High School Procedures 
All appointments to the school include the involvement of at least one member of the Senior Leadership 
Team (SLT) in the short-listing and interviewing process.  All members of SLT are required to have completed 
and passed the Safer Recruitment in Education training.  Certificates are held on the personnel files and are 
valid for 5 years. 
​  
Teachers:​ Short-listing and interviewing is done by the Head and the relevant Head of 

Department/Deputy Head Academic or Head of Prep School (depending on the role). Two 
references are taken up before interviews and interviewees are required to bring to 
interview evidence of qualifications, the right to work in the UK and paperwork required for 
DBS checks. 

 
Support staff:​ Short-listing and interviewing is done by the Head and another member of SLT for certain 

appointments (e.g. School Nurse, Librarian, Teaching Assistants etc.) or Director of Finance 
and Operations, where appropriate. 

 
We follow the GDST and ISI checklists to record: 
 
(i) ​ evidence of identity, including name, address and date of birth;  
 
(ii) ​ employment history (in the format of an online application form) with check on any gaps in 

employment and a record that the reasons for any gaps are satisfactory;  
 
(iii) ​ number and date of DBS or List 99 check (the ‘disclosure’ itself should normally be destroyed within 

six months);  
 
(iv)​ two references (following a letter requesting referees to give any reason why the applicant should 

not be employed for work with children); if a reference is taken over the telephone, detailed notes 
should be taken, dated and signed;  

 
(v) ​ evidence of qualifications (if relevant);  
 
(vi) ​ medical declaration;  
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(vii) ​ evidence of permission to work (for any member of staff who is not a national of a European 
Economic Area (EEA) country);  

 
(viii) ​ evidence of checks provided by another country for an applicant who has worked abroad (if 

applicable);  
 
(ix)​ evidence from the agency supplying the member of staff (if applicable);  
 
(x)​ interview, with written record of outcome.  
 
(xi)​ Childcare Disqualification Declaration if working in Stafford House 
 
(xii)​​ Prohibition from Teaching and Prohibition from Management checks  conducted, if applicable 
 
 
The procedure should include:  
 
(i)​ informing applicants that any previous employer may be contacted;  
 
(ii)​ following up references with telephone calls where this is considered desirable; 
  
(iii) ​ making contact with the school at which the applicant last worked, if they are not currently working 

in a school (in order to confirm employment details and reasons for leaving);  
 
(iv)​ making clear that checks must be completed before an appointment can be confirmed.  
 
Prior to the appointee/member of staff starting work we have on file the following forms relating to 
safeguarding signed by the applicant: 
 
(i)​ Disclosure of criminal background of those with access to children. 
 
(ii)​ Agreement to work in accordance with the Norwich High School for Girls Safeguarding and Child 

Protection Policy and Safeguarding Code of Practice. 
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Appendix 1 - Equal opportunities policy (Employment) 
 

GDST policy - here 
 
Appendix 2 - Policy on recruitment and employment of relatives and close friends 
 
GDST policy - here 
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https://gdst.oak.com/Content/Page/Index/daee19b9-b6df-46c6-a3a1-f9bc181cbf84?fetchLatestRevision=True&reviewComplete=False
https://gdst.oak.com/Content/Page/Index/485daa4a-72de-46e6-9b65-eb7d847b9f3f

