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1. Rationale

The school recognizes that the recruitment of qualified, ethical, and committed educators is essential
to maintaining high standards of teaching and learning. In line with UAE laws, KHDA regulations,
and international best practices, due diligence procedures are implemented to ensure that all staff
members appointed are suitable to work with children and contribute positively to the school
community.

2. Purpose

This policy outlines the due diligence processes followed by the school during the recruitment of
teachers. Its purpose is to:

a. Safeguard students by ensuring that only suitable and trustworthy individuals are employed.
b. Protect the reputation and integrity of the school.
c. Ensure compliance with UAE Ministry of Education and KHDA requirements.

d. Promote a safe, inclusive, and professional teaching and learning environment.

3. Scope

This policy applies to:

a. All teaching staff being recruited by the school, whether locally or internationally.
b. Specialist teachers (subject-specific, Early Years, Inclusion, etc.).

c. Recruitment and HR personnel responsible for teacher appointments.

d. School leadership, including the Principal, involved in the selection process.

4. Recruitment Due Diligence Measures

As part of the recruitment process, the school ensures that the following due diligence checks are
completed before the appointment of any candidate:

a. The school verifies the KHDA Deregistration List to confirm that the candidate is not prohibited
from employment in any private school in Dubai.

b. The school obtains and reviews a minimum of two written professional references, one of which
is from the candidate’s most recent employer, to assess the candidate’s suitability.




c. The school conducts safeguarding and criminal record checks across all jurisdictions where the
candidate has been employed in the previous five years, as well as in their home country if they
have resided there within the last ten years.

d. The school reviews the candidate’s reputational profile, including their online and media
presence (e.g., Instagram, Facebook, Google search results, LinkedIn, Twitter/X, and other
relevant platforms) to identify any concerns that may affect their role within the school.

e. The school ensures the accuracy of the candidate’s curriculum vitae or application form, with
particular attention to any gaps in employment history, which must be explained satisfactorily.

f. The school confirms that all academic and professional qualifications are properly attested in
accordance with regulatory requirements.

5. Interview and Selection Process

a. Once all due diligence checks are satisfactorily completed, the school conducts a formal panel
interview. The Principal is a mandatory member of this panel.

b. All interview panel members receive appropriate training in safeguarding and safer recruitment
practices to ensure compliance with best practices and regulatory standards.

c. For positions requiring specialist knowledge (e.g., subject-specific, Early Years, Inclusion, etc.),
the interview panel includes at least one educational expert from the relevant field.

KHDA reserves the right to audit all due diligence documentation and interview evidence at
any time. The school securely files these materials for as long as the teacher remains in post.

6. Responsibilities

a. School Leadership / Principal ensure compliance with this policy, oversee the recruitment process,

and make the final decision on appointments.

b. HR Department implements due diligence checks, maintain recruitment records, and verify
documentation.

c. IT Department support the recruitment process by conducting due diligence checks on candidates’
digital footprint and social media presence (e.g., Instagram, Facebook, Google search results,
LinkedIn, Twitter/X), ensuring that any reputational risks are identified and reported.

d. Interview Panel Members participate in interviews with professionalism and in accordance with
safeguarding and safer recruitment principles.

e. Candidates provide accurate, complete, and truthful information and documentation during the
recruitment process.

7. Review of Policy

This policy is reviewed annually by the Senior Leadership Team and HR Department to ensure
alignment with KHDA requirements, UAE laws, and international safer recruitment practices.
Updates are made as necessary and communicated to all stakeholders.




