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Statement of Vetting & Monitoring Procedures
Safeguarding Children & Safer Recruitment

Mana Education is fully compliant with The governments ‘Keeping Children Safe in Education’,
‘Working together to Safeguard Children’ guidance and the REC Education Audited award and
Crown Comercial Service Framework. OfSTED requires schools to keep a central record of the
vetting checks made on all staff including those who work on supply via an agency. Before any
member of supply staff is deployed to your school, Mana Education will send you an email
confirming that each of the mandatory checks required by OfSTED has been carried out. You may
use the veftting confirmation reports as evidence for future OfSTED inspections. An example is
provided on the last page. Mana Education is committed to safeguarding and promoting the
welfare of children and young people and expects all supply staff to share this commitment.
Please find below a statement of the vetting checks that Mana Education conducts to ensure
that the candidates we deploy are suitable for work in an education setting.

Identity Check

Mana Education makes thorough checks to verify each applicant’s identity including name, date
of birth, address and photographic identity e.g. birth certificate, driving license or passport
combined with evidence of address as well as social media checks. Only original, official
documents satisfy our requirements, and these are captured at time of face to face interview or
a recommended IDSP from the REC in order to verify the person.

If a Supply Teacher or worker is provided by an agency, the school must check it is the correct
person by carrying out an ID check. We inform all candidates at interview that they must carry
suitable proof of identity to show upon arrival and have issued them with a Mana Education photo
card for these purposes.

DBS Barred List
Mana Education conducts a DBS Barred List check on all current and previous names.

DBS Barred List checks are renewed annually by checking that the candidates DBS is registered
online following the removal of the barred list.

Enhanced DBS Disclosure

Teachers and school support staff are exempt from the Rehabilitation of Offenders Act 1974.
Mana Education requires candidates to declare any unfiltered cautions, convictions, bind-overs
or pending prosecutions, even if they would otherwise be considered ‘spent’ under this Act.

Enhanced DBS checks are conducted on all UK and Overseas candidates deployed. The
Enhanced Disclosure ensures candidates are checked against local police force records, the
Police National Computer (PNC), and the lists held by the Independent Safeguarding Authority
(ISA). Before placing a candidate, we will confirm that an Enhanced Disclosure has been
requested, whether or not it has been received, and whether it includes any information. If the
Disclosure does contain any information, this will be advised of at the time of booking and written
confirmation will be required from the school to confirm that they are happy to accept the
candidate. Thisis fo be received before (or on the day of) the booking. Enhanced Disclosures are
checked at least every 12 months against the online, DBS Update Service or new disclosures are
processed when the DBS isn't registered online. We re-check these if there is a break of more than
three months from working within the education workforce, or there are grounds to believe the
candidate may be unsuitable for work with children.
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Qualification Check & QTS

Original qualification certificates & QTS letters are sighted at interview. UK teaching qualifications
are verified with the TRA and we check whether they have completed their QTS and induction
period. All of our staff must complete or show evidence of completing at least a basic
Safeguarding Children course and Prevent Duty Training.

Prohibition Checks
Mana Education checks that staff applying for any post in schools against the TRA lists of
prohibited and sanctioned names.

Medical Fitness
Mana Education ensures all candidates fill in a medical questionnaire that ascertains their fitness
to teach. We may ask for a GP’s letter should there be any doubt.

Permission to Work
Mana Education ensures that all candidates have permission to work in UK by sighting valid right
to work documents in accordance with our statutory duty.

Overseas Police Checks

For candidates who have lived or worked overseas for 6 months or more (in one country
consistently) in the last five years we make all efforts to obtain a police check from that overseas
country before they can be deployed. Time spent fravelling or working abroad is checked via
passport stamps and anyone coming from countries where a police check isn't obtainable, a
letter of good conduct from their former Headteacher and additional references will be obtained.

Professional & Character References

At least two detailed references are taken from schools/former workplaces. One of the references
must be from the candidate’s most recent place of work and we will always obtain references
that confirm their suitability for the role they have applied for. Reference requests are only sent to
verifiable places of work and are checked on receipt to ensure that they are legitimate. In the
event that 2 professional references cannot be obtained, character references will be obtained
and verified from people of good standing.

Check on Previous Employment History
The candidate’s full adult history is thoroughly checked to ensure that all the skills declared are
based on actual experience and any gaps identified and questioned.

Professional Face-to-Face Interview

A face-to-face interview is conducted to ascertain the suitability of candidates for supply work,
this is either conducted in person or via video call. All roles, training received, and responsibilities
are fully explored and explained.

Disqualification Act
We check with allrelevant staff whether they are directly disqualified from teaching or disqualified
by association.

Quality Management
Vetting and monitoring does not stop once candidates are accepted on to Mana Education’s
register. There are regular performance feedback reports, on-going auditing of files and the
continual assessment of the suitability of Mana Education’s Teachers and support staff to work in
your school or nursery.

Customer Service

Mana Education prides itself on customer service and as such will on occasion ask for feedback
about our service to you, we are happy upon request to share this information with you as we are
our customer service policy.

Audit of Candidate Files
No candidate is deployed to a school unless all mandatory vetting checks have been completed.
Where expiry dates are due checks are renewed as required.
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Monitoring of a Candidate’s Performance

Feedback is gathered on all candidates following day-to-day and long term placements.
Consultants monitor feedback to support professional development, affirm expectations, and
select the most appropriate candidate for each position.

Code of Conduct

Mana Education takes every reasonable precaution to ensure that candidates deployed to its
clients maintain the highest standards of professional and personal conduct. Mana Education is
a Member of the REC and as such abides by the Code of Professional Practice, and all staff
adhere to the REC conduct regulations.

Misconduct

Mana Education’s Incidents and Complaints policy ensures the efficient referral, investigation, and
resolution of any incident or complaint. Allincidents and complaints will initially be handled by the
candidate/client’s Consultant with referral to a Director where appropriate. An incident report will
be filled out by the Consultant, which can be sent fo the school if requested.

Any candidate who has a serious allegation made against them is immediately suspended from
our client schools until the matter is resolved satisfactorily. If proven, Mana Education will refer the
matter to the DBS/TRA and release the incident report to these bodies.

If an allegation against a Teacher is being dealt with by a Child Protection Team (LADO), Mana
Education will offer full cooperation.

Any candidate who presents false documentation is reported to the DBS and the TRA.

In Conclusion
Mana Education is committed to safeguarding and promoting the welfare of children and young
people and expects its employees and all supply staff it deploys to schools to share this
commitment.

We provide:

1. Rigorous vetting procedures including professional references and a face-to-face interview
ensure that candidates with a history of unacceptable conduct or practice will not be registered
for supply work.

2. Regular contact with candidates and clients enables Consultants to identify potential problems
and take steps fo resolve any issues at an early stage.

3. Agreed Contract of Employment (Generate) Ltd) or Terms of Engagement (PAYE or Ltd
Company) explain the terms and conditions that apply fo our supply staff’'s deployment within
your school.

4. Thorough induction of candidates during registration interview with regards to Child Protection,
Equal Opportunities, and Health and Safety policies.

| can certify that the Teachers provided to your school by Mana Education have all undergone
the above vetting procedures. Should you require any specific or individual documentation,
please do not hesitate to contact us.

Name: Alistair Nottingham

Position: MD
On behalf of Mana Education
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Example of a Vetting Certificate:

N Audited @
mana education |0N .
EDUCATION

The Home of Happy Teachers

CANDIDATE VEITING CERTIFICATE FOR:

Mr R - -
Date of Birth: 24/
By accepting this candidate, you agree to our terms and

conditions as atfached and a charge rate of £, perday
+VAT.

Dear Judy,

I would like to thank you for choosing to use Mana Education for your supply staff resourcing and | am
pleased to confirm the assignment booked for R b

Ccover Required: English

Teacher Type Booked: Teacher

Start Date:  31/08/2023 Time: 8.20

Finish Date: 15/12/2023 Time: 5.20

R ' has confirmed that they are happy to undertake the duties required of the role, and we

have assessed that they have the required experience, training, and quadlifications. They have signed
to say that they have read as a minimum KCSIE Part 1.

If/whenR completes the Qualifying Period of 12 weeks as outlined in our Contract; we may
need to adjust our charge rate accordingly in order to pay the workerin line with a comparable
permanent member of staff. This is outlined in clause 4.1.4 of the Terms of Business for Agency Workers
andis based on the same % of the Agency Worker's hourly rate. We will contact you nearer to the
qudlifying period to discuss further.

Please refer to our Assignment Details Form below; paying particular attention to the section headed
Comparable Worker Details, which details information ccllected from you when we had our initial
discussions. If there are ANY discrepancies, please raise these with us immediately.

Should there be any problems please contact myself on 01933 460872 or 01536 381300. Thank you for
giving us the opportunity to assist with your recruitment needs, and we look forward to working with you
again in the future.

I look forward to speaking with you again soon.

Kind regards,

01572821985 (Switchboard)
Mana Education
www.manaeducdation.co.uk
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Statement of Vetting

Mana Education have undertaken the checks as detdiled below which conform to
requirements as set out by DfE Safeguarding Children and Keeping Children Safe in Education
and National Assembly for Wales Circular 34/2002 Supplement for staff working via agency

supply.

For your complete peace of mind, dll the checks have been completed to the required
standards of the REC and we are proud to be awarded the REC Education Audited status;
you are assured that all suitability checks have been cartied out on this candidate for working
within your establishment. If you would like to see copies of references or qualifications, please
let us know.

¢ Face to face interview including behavioural questions — YES on 20/07/2023

ID sighted and copied — YES on 20/07/2023, Docs: HMRC NI Proof, Birth Cerfificate (UK
issued 12 months or more from birth), Marriage/Civil Partnership Certificate [UK), A
Current Driving Licence (UK) (Full or provisicnal) — with paper part, Electricity
Bill/Statement (UK - 3m), Current Valid Passport [Any Nationality)

Teaching Regulation Agency QTS Check — Yes on 22/06/2023

Prohibition Check® — 22/06/2023

Teacher Number — Q¢

QTS: Yes

Date Quadlified: 10/(

Induction Completed: Yes

QTLS date:

Declared fit to teach — YES Comments:

Quudlifications sighted and copied — YES on 20/07/2023
Enhanced Disclosure Number — 001

DBS Issue Date: 08/11/2C

Online DBS Checked: 26/06/2023

Additional Disclosure information — None

Overseas Police Check — N/A

Right to work sighted and copied — YES on 20/07/2023, Docs: YOTI, Passport showing
British Citizen

References Checked — 4 onfile:

National Insurance Number — J:

CV History Checked — YES on 26/06/2023
Confirmed not disqualified — 26/06/2023
Undergone Safeguard Training — Yes
Undergone Prevent Training — Yes

* This includes Teachers and others prohibited from the profession, teachers who have failed
induction, GTCE Sanctions, Teachers sanctioned in other EEA states and Section 128 barring
directions.
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Example of an Assignment Details Form:

Assignment Details Form — Lesson Planning Required

Details of the Agency Worker and Hirer:
Name of the AgencyWorker:

Name of the Hirer:

Name of Hirer’'s contact to report to on arrival:

services with:

Start date of the Assignment:

The above AgencyWorker is engaged under a contract for

Generate FS Ltd (UK) - Umbrella

Assighment details prior to Qualifying Period (QP):

31/08/2023 at 8.20

Likely end date of the Assignment:

15/12/2023

Calendarweeks dlready accrued towards the Qualifying
Period for the purposes of Regulations 7 and 8 of the
Agency Workers Regulations 2010:

Number of weeks: 0
Earliest QP date: 27/11/2023

Coverrequired (Job title]): English

Teachertype booked: Teacher

Job description:

Pledse refer 1o the attachedjob description

Location of work:

Hours of work:

Monday 8:20AM - 5:20PM
Tuesday 8:20AM - 5:20PM
Wednesday 8:20AM- 5:20PM
Thursday 8:20AM - 5:20P M
Friday 8:20AM - 5:20PM
Saturday

Sunday

The experience, training, qualifications and any

body:

authorisation necessary or required by law or a professional

Someone experienced of cover supervising or teaching children in a primary or
secondary setting. I[deally this would be a Qualified or Non-qudalified Teacher.
DFE safeguarding and vetting including Children’s’ Barred List and DBS

Any known health and safety risks and the steps the hirer
has taken to reduce the risks:

Nonhe

Clothing and equipment required

Collective facilities and amenities to which the Hirer offer a
comparable worker. IF any of these are available to your
permanent staff members, they will need to be made
available 1o the Agency Worker from day one:

Business dress, pen, paper, Mana ID badge, DBS details

Collective facilities - This will be the Agency Worker's entitlement from Day 1

Canteen, workplace créche, transport services (pickups and drop offs - NOT
company cars), toilets, showers, staff commonroom, waitingroom, motherand
baby room, prayer room, food / drinks machines, car parking.

Period of Extended Hire:

Any expenses payable: Nohe
Charge Rate: 3 per day +VAT
Intervals of invoice: Weekl

accordanceto Schedule 1 of our contract:

Basic salary payable to the direct recruit or
comparcable employee:

0 Notice period required where Hirer wishes to engage the Agency Worker for a Period of Extended Hire in 2 weeks
accordance with clause 8.2 of our contract:
. Period of ExtendedHire if the Hirer wishes to engage the Agency Worker and avoid paying a Transter Fee in - |17 weeks

COMPARABLE WORKER DETAILS - This will be the Agency Worker's pay AFTER the Qualifying Period {QP):

To the school’srelevant Cover Supervisor Pay Scale or the amount they would
pay you if taken directly on their contract.

Normal hours of work:

Commission and qualifying criteric: None’
Overtime payments and qualifying criteria: None’
Shift/unsocial hours allowances and qualifying criteria: | None’
Risk payments for hazardous duties and criteria: None’
Vouchers or stamps which can be exchanged for Nohe'
goods/servicesand their monetary value (excluding

salary sacrifice schemes e.q. childcare vouchers):

Any bonuses pavable (including purpose, frequency, Nohe'
and qualifying criteria):

Any other remuneration: None’
Details of pay reviews: September

COMPARABLE WORKER DETAILS - This will be the Agency Worker's working hours AFTER Qualifying Period:

08:20 - 16:00 — 195, plus additionalhours as required

Agency Worker in relation to night work):

Are your employees expectedto work more than 48 Yes
hours if required:
Night work (terms and conditions which apply for the None

Rest periods:

Only the usual school brecks and lunch breaks’

Rest breaks:

Number of paid annual leave days:

None’

COMPARABLE WORKER DETAILS - This will be the Agency Worker's annual leave AFTER Qualifying Period:

Usual school holidays {equating to 195 working days a year)

Agency Worker's Recruitment Consultant’s details:

Mana Education, Switchboard 01572 821985
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