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RECRUITMENT POLICY 
 

Introduction 

 

The Oxford School is committed to providing the best possible care and education to its students as well 

as safeguarding and promoting their welfare. The School is also committed to providing a supportive and 

flexible working environment to all its members of staff.  

 

The School recognizes that, in order to achieve these aims, it is of fundamental importance to attract, 

recruit and retain staff of the highest caliber who share this commitment. 

 

The aims of the School's recruitment policy are as follows: 

 

• to ensure that the best possible staff are recruited on the basis of their merits, abilities and suitability 

for the position 

• to ensure that all job applicants are considered equitably and consistently 

• to ensure that no job applicant is treated unfairly on any grounds including race, colour, nationality, 

ethnic or national origin, religion or religious beliefs, marital status, disability or age 

• to ensure compliance with all relevant recommendations and guidance  

• to ensure that the School meets its commitment to safeguarding and promoting the welfare of 

children by carrying out all necessary pre-employment checks, familiarising themselves with and 

complying with the provisions of this policy. 

 

Recruitment and selection procedure 

 

• All applicants for employment will be required to complete an application form containing 

questions about their academic and employment history and their suitability for the role. 

• Incomplete application forms will be returned to the applicant. A curriculum vitae will not be 

accepted in place of the completed application form. 

• The applicant will then be asked to appear for a knowledge-based test and may then be invited to 

attend a formal interview at which his/her relevant skills and experience will be discussed in more 

detail. 

• In the case of a teacher, there will be a demo lesson organised by mutual agreement 

• If it is decided to make an offer of employment following the formal interview, any such offer will 

be conditional on the following: 
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✓ the agreement of a mutually acceptable start date and the signing of a contract incorporating 

the School's standard terms and conditions of employment 

✓ the receipt of two references (one of which must be from the applicant's most recent 

employer) 

✓ A character certificate from the local police station is to be submitted before the completion 

of probation.           

  

If the above conditions are satisfied and the offer is accepted, then the applicant will be issued with a 

contract of employment as per the labour law of UAE as confirmation of employment. 

All appointments are subject to a three months probationary period during which the notice period to 

terminate the employment for whatever reason, by either the employee or the school is eight weeks.  

 

 Retention and security of disclosure information 

 

In particular, the School will store disclosure information and other confidential documents in locked, 

non-portable storage containers, access to which will be restricted to members of the School's senior 

management team. 

 

Retention of records 

 

If an applicant is appointed, the School will retain any relevant information provided on their application 

form (together with any attachments) on their personnel file. If the application is unsuccessful, all 

documentation relating to the application will normally be confidentially destroyed after six months unless 

the applicant specifically requests the School to keep their details on file. 

 

Queries 

 

If an applicant has any queries on how to complete the application form or any other matter they should 

contact the School. 

 

 

This Policy is reviewed by the LEAMS HR Department. It will be next reviewed in August 2020. 

 


