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Al summary

This document outlines NLCS Kobe's Safer Recruitment Policy, which aims to
safeguard children and promote their welfare by ensuring a safe and secure learning
environment. The policy details procedures for recruitment, including pre-recruitment
planning, advertising, application, interview and assessment, pre-employment checks,
induction, and ongoing supervision. It emphasizes four key safeguarding stages:
discourage, reject, prevent, and observe and supervise. The policy also covers the
Code of Conduct for staff, procedures for handling allegations and low-level concerns,
and legal compliance with Japanese laws. The policy is reviewed every two years, and
safeguarding is a standing agenda item in governor and trustee meetings.
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Purpose
NLCS Kobe is committed to safeguarding and promoting the welfare of all children and
young people. Our highest priority is ensuring that every student learns in an environment
that is safe, secure and free from harm. Recruitment decisions at our school must therefore
balance two essential obligations:

1. To attract and select the best professionals for our community

2. To embed safeguarding and child protection principles at every stage of the

recruitment process

This policy outlines our safer recruitment procedures in line with international best practice,
the International Task Force on Child Protection (ITFCP) standards and UK safer recruitment
guidance, while respecting the requirements of Japanese labour, employment and data
protection laws. All members of the Senior Leadership Team and anyone involved in
recruitment are required to understand and follow this policy.

Scope

This policy applies to to the recruitment of:
e All teaching staff, associate staff and managerial staff
e Volunteers and contractors who work regularly with children
e Third-party or agency staff engaged by the school

It covers all stages of recruitment: pre-recruitment planning, advertising, application,
interview and assessment, pre-employment checks, induction and ongoing supervision.

Principles of Safer Recruitment
Our recruitment process is guided by four key safeguarding stages:
1. Discourage: Promote the school’s safeguarding commitment publicly to deter
unsuitable applicants
2. Reject: Identify and reject applicants who do not meet safeguarding expectations
3. Prevent: Conduct robust checks to minimise the risk of employing someone
unsuitable to work with children
4. Observe and Supervise: Monitor staff behaviours post-appointment, ensuring
vigilance continues throughout employment

Recruitment Planning
All job descriptions, advertisements, application materials and the school website must
include the following safeguarding statement:

“The School is committed to safeguarding and promoting the welfare of children and young
people, and all staff and volunteers are expected to share this commitment. This post is
subject to satisfactory background and police checks. Full details are available in the
School's Recruitment, Selection & Disclosure Policy and Procedure and the Safeguarding
and Child Protection Policy.”

Every vacancy must include:
e Job title and reporting lines
e Duties, responsibilities, job scope and safeguarding expectations
e Salary range and probationary period
e Statement of responsibility for safeguarding children

Person specifications must highlight the qualifications, skills, and personal qualities required
for working with children safely and responsibly.

Applicants must complete an application form via School Recruiter in addition to any other
submissions. The form requires:



Full name

Complete employment and education history with explanations for any gaps
Disclosure of convictions, cautions or disciplinary action

Signed declaration that the applicant is not barred from working with children
Names and contact details of at least two professional referees, including the most
recent employer

All advertisements, whether direct or through agencies, must include the school’s
safeguarding statement and the expectation that applicants will undergo rigorous checks. An
applicant information pack must be provided, containing:

e Job description

e Person specification

e Safeguarding policy summary

During the candidate screening and shortlisting stage, the follow guidelines will be adhered
to:
e At least two trained staff must review applications to ensure consistency
Applications are checked for safeguarding evidence, unexplained gaps, or anomalies
e References are sought prior to hire and must comment on the applicant’s suitability
to work with children
e |n compliance with Japanese law, online searches may be conducted to identify
publicly available concerns or indication of criminal activity

Interviews and Assessments
Interview Process
e Interviews must be conducted by at least two trained staff
e Video interviews may be used with consent and clear explanation of how recordings
are stored
e Applicants must present original identity documents, proof of right to work in Japan
and qualifications.

Interview Content

Interview questions will include at least one safeguarding awareness question. Interview
questions should also focus on actual previous experience rather than hypothetical
scenarios. Applicants may also be asked to complete role-specific tasks, such as lesson
planning, presentations or supervised group activities. Candidates who demonstrate unsafe
attitudes, lack of safeguarding knowledge, or provide unclear responses regarding
employment history will not be appointed.

Pre-Employment Checks
Before confirming an appointment, the school will carry out the following checks:
1. Identity Verification: Passport or national ID check
2. Right to Work in Japan: Valid visa / status of residence
3. Background Checks:
o UK applicants: International Child Protection Certificate (ICPC) or ACRO
Police Certificate
o Other applicants: Police checks, criminal checks and social media checks via
Avvanz Background Screening or similar third party provider
4. Prohibition Check: For teachers, check through COBIS or equivalent to ensure they
are not prohibited from teaching
5. Qualifications Verification: Cross-check with awarding bodies
6. Employment References: Minimum of two professional references, one from the
most recent employer and one verified by phone
7. Self-Disclosure: Signed declaration of suitability



All checks must be documented in the Single Central Record (SCR) maintained by the
school.

Induction and Training

All new staff and volunteers will undergo a structured induction that includes:
Safeguarding and child protection training

Introduction to the Designated Safeguarding Lead (DSL)

Review of the Safeguarding Policy, Code of Conduct, and Whistleblowing Policy
Clear explanation of professional boundaries, safe practices, and reporting
procedures

All new employees will undergo a 3-month probationary period where their conduct with
children and overall performance will be monitored.

Observation, Supervision, and Appraisal

Beyond the recruitment phase, the school will:
e Monitor staff behaviour throughout the induction period, probationary period and

beyond

e Ensure all staff are supervised by a senior colleague

Operate regular performance appraisals that include safeguarding practice

e Encourage staff to raise safeguarding concerns through a clear whistleblowing
procedure

Volunteers, contractors, and visitors must always be supervised and should not have
unsupervised access to children.

Code of Conduct
All staff must agree and adhere to the school’s Code of Conduct, which includes:
e Maintaining professional boundaries
e Prohibiting inappropriate relationships with students
e Respecting confidentiality while recognising duty to report safeguarding concerns
e Using technology responsibly
e Treating all children with dignity and respect

Allegations and Low-Level Concerns
All allegations against staff must be reported immediately to the Principal or Designated
Safeguarding Lead. Allegations include:

e Harm or risk of harm to a child

e Possible criminal offence against a child

e Behaviour indicating risk of harm

Staff must also report low-level concerns (e.g., inappropriate language, boundary concerns,
unnecessary physical contact). These will be recorded and addressed as part of the school’s
safeguarding culture.

Legal Compliance in Japan
This policy is implemented in compliance with:
e Japanese Labour Standards: ensuring non-discriminatory practices and adherence to
privacy laws
e Act on the Protection of Personal Information (APPI): Data collected during
recruitment will be securely stored, used only for recruitment purposes, and
destroyed when no longer required.
e Immigration Control Act — ensuring all employees have legal right to work in Japan



Governance and Monitoring
e Policy will be reviewed every two years
e Recruitment panels must always include at least one member trained in safer
recruitment
e Safeguarding must be a standing agenda item in governor and trustee meetings
e The Designated Safeguarding Lead will oversee compliance with this policy

Safeguarding Concerns

In accordance with international safeguarding best practice, any suspicion, disclosure or
evidence of child abuse or neglect by and adult must be reported immediately to the
Principal and by a child to the Designated Safeguarding Lead. These cases will follow the
school's Safeguarding and Child Protection Policy and may require referral to external child
protection authorities.

Training and Communication
This policy will be made available to all employees and those involved in recruiting will
receive appropriate training and support.



	 
	 
	 
	Purpose 
	Scope 
	Principles of Safer Recruitment 
	Recruitment Planning 
	 

	Interviews and Assessments 
	Interview Content 
	Pre-Employment Checks 
	Induction and Training 
	Observation, Supervision, and Appraisal 
	Code of Conduct 
	Allegations and Low-Level Concerns 
	 
	Legal Compliance in Japan 
	Governance and Monitoring 
	Safeguarding Concerns 
	 

	Training and Communication 

