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Child Protection Circulars 2006
This circular sets out to review Child Protection circulars issued by Department of Education in 2006, and to advise Principals of amendments made to CCMS procedures to reflect the guidance issued.     DE Circular 1990/28, which defined the previous practice in relation to pre-employment checks, has been replaced by the following Departmental circulars:

2006/06
Child Protection : Recruitment of People to work with children and young people in educational settings
This circular offers guidance to employers, schools and other education sector organisations on their duties in relation to the selection and vetting of persons working with children and young people, in either a paid or unpaid capacity, and on safer recruitment practices.


This is dealt with in detail at Appendix 1.  Appendix 2 provides a table with summary of actions that Schools need to take in order to comply with this guidance.  
2006/07
Child Protection: Employment of Substitute Teachers
This circular outlines the procedure schools should adhere to when booking teachers for subbing work which is less than six months. Schools should only obtain a sub teacher through the Northern Ireland Substitute Teachers Register (NISTR).

2006/08
Child Protection: Training Requirement for School Governors on Staff Recruitment and Selection Panels.

This circular determines that schools should contact the relevant ELB regarding training, to ensure that at least one of their Governors who participates in recruitment and selection of staff attends ELB training in which child protection is inherent in the training.
2006/09
Child Protection: Background checking of staff in school - Programme to extend coverage


This circular outlines the process to be followed to commission checks for staff and volunteers who have never been vetted.   Contact CCMS Personnel Office with any queries in this area. 

2006/25
Child Protection: Vetting of School Governors

This circular addresses the need for Principals and Chair of Governors to ensure that a pre-employment check is carried out on all new governors from 1st January 2007 using DOR2 form.  Please also refer to CCMS Circular 2006/06 and 06a.

Please read this circular carefully, in particular, the changes to the procedure which will affect you which are detailed in the attached Appendices.

If you wish to seek clarification on any of the points above please do not hesitate to contact the CCMS Personnel Office on 02890 426972, or your local Diocesan Office.
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Rita McCrory

Head of Personnel

Attached:
TA5(a)
Invitation to Interview letter


TA11(a) 
Recommendation for Appointment


TA12
Proof of Identity Check

APPENDIX 1

DEPARTMENT OF EDUCATION CIRCULAR 2006/06
Recruitment of People to work with Children and 

Young People in Educational Settings

In light of the guidance issued in the above Circular, CCMS has updated its Scheme for the Appointment of Teachers and have made the following changes to its recruitment procedures which come into effect 1st April 2007.

· Child Protection Statement

A Child Protection Statement should appear on all recruitment documentation that is sent to applicants.

CCMS has included the following statement on all its advertisements

“Posts involving working in educational establishments are subject to the provisions of the Protection of Children and Vulnerable Adults (NI) Order 2003”

Please update all job descriptions and personnel specifications to include this statement.

· References

Schools are required to obtain at least one reference from the candidate from someone who can comment on the candidate’s suitability to work with children/young people in an educational setting.  

This is currently the practice in CCMS.

· Employment Gaps

Any points of concern, such as gaps in employment history, need to be pursued and satisfactorily explained.

Panels should pursue and seek explanation at interview of any gaps in employment.  If further advice is required in relation to this, please contact your local Diocesan Office.

· Proof of Identity

Photographic Identification

Candidates being called to attend an interview will now be required to bring along photographic evidence of their identity in the form of driving licence, passport or electoral identity card. 

Schools should now ensure that this forms part of the process.

CCMS has amended the TA5(a) ‘Invitation to Interview’ letter (copy enclosed) which now asks each candidate to bring the above identification along to interview. You should ensure this copy replaces the current copy in your Scheme for the Appointment of Teachers.

Schools should copy the identification and return it to the candidate. Form TA12 (copy enclosed) should be completed to inform CCMS that identification was provided.

NB:  In the event that a candidate presents for interview without the documentation he/she should be interviewed and provided with the opportunity to bring the identification (to the principal) within one working week of the interview.

Proof of Identification
The successful candidate will be required to provide proof of their identity in the form of a birth or marriage certificate.

The TA11(a) Recommendation for Appointment form has been amended and now asks the successful candidate to provide their original birth or marriage certificate.

Schools should copy the certificate and return it to the candidate. Form TA12 Proof of Identity should be completed to inform CCMS that this was provided.

In the event that the successful candidate fails to provide such proof of identification, within at least one week of the reply slip being received from the candidate, it will render the candidate ineligible for the appointment.

· Vetting Authorisation Forms (DOR2)
Successful candidates should be vetted before the appointment is confirmed by CCMS.

DOR2 forms will now be issued to schools with the appointment documentation from the Diocesan Offices when the post closes.  This form should be issued to the successful candidate with the TA11(a) Form.  The candidate will be required to return this to CCMS Personnel, Holywood.

· Proof of Qualifications

Candidates should provide proof of qualifications that have been used by the panel to shortlist.

In light of this, CCMS Personnel Section, now request the successful candidate to submit their original certificates for any qualifications used for shortlisting purposes.  If original certificates have been lost then CCMS will ask the candidate for confirmation from the accrediting authority.

APPENDIX 2

CHECKLIST FOR ACTION REQUIRED FROM SCHOOLS 
IN RELATION TO 
CHILD PROTECTION CIRCULAR 2006/06
	RECOMMENDATION FROM DE CIRCULAR


	ACTION



	Child Protection Statement

	Update all job descriptions and personnel specifications to include the Child Protection Statement. 


	Employment Gaps

	Panels should pursue any employment gaps at interview.

	Photographic Proof
	· Insert revised TA5(a) Invitation to Interview letter into CCMS Scheme for Appointment of Teachers.

· Candidates to produce photographic proof on day of interview (or within 1 week), copies to be taken and originals returned to candidate on the day of interview.

· TA12 Proof of Identity sheet completed and returned to Diocesan Office with appointment documentation to confirm receipt of identification from candidates.

If a candidate fails to provide proof of identification on the day of interview they should be given the opportunity to produce identification within one working week of the interview.


	Proof of Identity
	· Insert revised ‘TA11(a) `Recommendation for Appointment’ into CCMS Scheme for Appointment of Teachers.

· Ensure original birth or marriage certificate is received back with reply slip, copy should be taken and original returned to the candidate. Schools should ensure documentation is received within at least one week of the reply slip being received.  

· TA12 Proof of Identity sheet completed and returned to Diocesan Office with appointment documentation to confirm receipt of certificate from candidate.
· 

	DOR2 Form
	This form will now be included in the appointment documentation pack the Diocesan office sends to you when a post closes.

You should ensure that the DOR2 form is sent to the successful candidate along with the TA11(a) form after interview. 



TA5(a)

SCHOOL HEADED PAPER
Date:  ______________________

Dear

Post:  _________________________________________

School:  _______________________________________

Thank you for returning your completed application form for the above post.  I am pleased to invite you for an interview:

In:            ______________________________________

At:           ______________________________________

On:          ______________________________________

In accordance with DE Circular 2006/06 I should be grateful if you could bring along with you to interview proof of identification in the form of a driving licence, passport or electoral identity card.  Failure to provide this proof of identification either on the day of interview or within one working week of your interview will render you ineligible for the post.
If you have a disability as defined by the Disability Discrimination Act 1995, please advise if you require any special arrangements to be made for interview.

Please confirm as soon as possible that you will attend for interview.

Yours sincerely

Signed:  ___________________________________

Position: __________________________________
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TA 11 (a)

	RECOMMENDATION FOR APPOINTMENT


Dear

I am pleased to inform you that the selection panel has agreed to recommend that you should be appointed to the post of:

Post:_____________________________________   Capacity: __________________________________________

School: ______________________________________________________________________________________

Address: _____________________________________________________________________________________
1.  This recommendation is subject to ratification by CCMS and confirmation of your health and physical capacity to teach (Regulation 7 of the Teachers (Eligibility) Regulations (NI) 1997).

2.  You are advised not to give notice to your present employment (if applicable) until you have received official notification from CCMS.
3.  DE Circular 2006/06 requires candidates to provide proof of identification.  Please provide by return of post your original birth or marriage certificate 
Failure to provide this proof of identification (within at least 1 week of receipt of this letter) will render you ineligible for this post.
4.  The enclosed DOR2 Criminal Record Check Form should be completed and returned to CCMS, 160 High Street, Holywood, Co Down, BT18 9HT.
5.  The enclosed TR23, Notification of Appointment of a teacher should be completed and returned to CCMS, 160 High Street, Holywood, Co Down, BT18 9HT.
6.  To facilitate the completion of administration details a period of some weeks may elapse between the date of this letter and taking up appointment. An official offer of appointment will state the date on which you should commence employment.

7.  Should you be employed in the above school before this it will be in a temporary capacity payable on a daily basis only.

8.  Please indicate on the reply slip the earliest date on which you could be available to commence employment and return it to the address below within 3 working days.
Signed:






      Date:





(Chairman of Selection Panel)
------------------------------------------------------------------------------------------------------------------------------------------------

	REPLY SLIP


I wish to acknowledge receipt of your decision to recommend my appointment to the post:

of: 













in: 













I am/am not prepared to accept the post (Delete as appropriate)

I am aware that this recommendation is subject to ratification by CCMS, confirmation of my health and physical capacity to teach and that my offer of appointment will state the date on which I should commence employment.

The earliest date on which I would be available for employment is:














Day/Month/Year

Signed:






 Date:






RETURN THIS REPLY SLIP WITHIN THREE WORKING DAYS OF RECEIPT TO:
	


TA12


PHOTOGRAPHIC IDENTIFICATION
DE Circular 2006/06 requires that candidates now provide photographic proof of identity at 

interview.  Acceptable documents include current driving licence, passport or electoral identity card.

Please confirm below that all candidates who attended interview provided the necessary proof of 

identification either on day of the interview or within one working week:


___________________________________

Confirmed:

Chair of Selection Panel / Principal

Please provide name(s) of those candidates who failed to provide proof of identification:

_____________________________________

________________________________

_____________________________________

________________________________

Comments:

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

PROOF OF IDENTIFICATION

DE Circular 2006/06 requires candidates to provide proof of identification in the form of a 

birth or marriage certificate. This should be returned with the TA11(a) reply slip or at least within one working week of the reply slip being received by the school

Please confirm below that the successful candidate provided their original birth or marriage 

certificate:

Name of Successful Candidate: ___________________________________


___________________________________

Confirmed:

Principal

Please ensure that the original birth or marriage certificate is returned to the candidate.
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