Safer Recruitment Policy
Commitment
We are committed to ensuring the recruitment of staff and volunteers is carried out safely and fairly. Where roles involve working with children, young people or adults at risk, our aim is to appoint only those that are suitable, recognising the additional challenges and responsibilities that this involves. We will adopt robust recruitment and selection procedures designed to identify, and if necessary, reject, applicants who are unsuitable or may pose a risk. 
We will also respond promptly to any concerns raised about the suitability of applicants during the recruitment process, as well as concerns regarding employees and volunteers once they have begun their role.
Roles and responsibilities 
The proprietor is responsible for ensuring that effective policies and procedures are in place for recruitment of staff and volunteers and for monitoring compliance with them. 
It is the responsibility of the proprietor and, other managers involved in recruitment, to: 
· Ensure that safer recruitment procedures are followed and that all appropriate checks are carried out on staff and volunteers that work or seek to work with us
· Promote welfare of children, young people and adults at risk at every stage of the procedure 
· Make the final decision on employing staff or volunteers
Supporting Policies
This Safer Recruitment Policy should be read alongside our Safeguarding Policy, which sets out in detail how we protect children, young people, and adults at risk, and the procedures to follow if concerns arise.
It should also be read in conjunction with our Equal Opportunities, Equality, Diversity and Inclusion Policy, which underpins our commitment to fair, transparent, and non-discriminatory recruitment practices.
Recruitment Process
This recruitment process is intended to ensure that staff and volunteers are recruited safely and fairly and that, where roles involve working with children, young people or adults at risk, safeguarding is being considered at every stage of the process.  We will ensure that our recruitment and selection process does not unlawfully discriminate on the grounds of any protected characteristic (age, gender reassignment, being married or in a civil partnership, being pregnant or on maternity leave, disability, race including colour, nationality, ethnic or national origin, religion or belief, sex and/or sexual orientation).  Although volunteers are not covered by the Equalities Act 2010, we will treat individuals applying for volunteer roles in a non-discriminatory manner.
Defining the Role
Once a position becomes vacant or a new role is created, we will review or create and agreed the job description (for an employee) or role description (for a volunteer) and the person specification.
· Job/Role Description will state the main duties and highlight any associated safeguarding responsibilities.  It will define the extent of contact and responsibility for children, young people and adults at risk
· Person Specification will state:
· The essential and desirable qualifications and experience
· Other requirements needed to perform the role in relation to working with children, young people and adults at risk
· The competencies and qualities that the successful candidate should demonstrate
Advertising the Role
When we advertise a role, we will be clear on the mix of qualities, qualifications and experience that a successful candidate must demonstrate to prevent unwanted applications.  We will seek to advertise all vacancies to attract a wide selection of applicants, whether the role is for paid staff or a volunteer.
The advertisement will include a statement that confirms our commitment to safeguarding and to promoting the welfare of children, young people and adults at risk.  If the role requires a successful candidate to undertake a criminal records check and/or an enhanced Disclosure and Barring Service check (with or without Barred Lists), we will state this in the advertisement. 
Applicant Information Pack
We will provide an application pack to those people that have expressed an interested in applying for a role.  This will include information about us and the advertised role.  We will also explain that we select staff that we select staff and volunteers through a safer recruitment process so that applicants understand what information will be sought from them and why, and what will be expected of them at each stage of the process.  Where we require references, we will ask applicants to provide the details of at least two referees.
 The pack will include:
· The application form, and explanatory notes about completing the form
· The job or role description and person specification
· Relevant information about the organisation
· A statement of any terms and conditions where these are applicable
Where required, the application form will include the applicant’s declaration regarding convictions and working with children and will make it clear that the post is exempt from the provisions of the rehabilitation of offenders act 1974.
References
We will indicate in the application pack whether, how and when we will request references.  We will normally only request references from applicants shortlisted for interview.
We will normally ask applicants to provide the details of at least two referees and check references as part of our vetting checks.
We will let applicants know what questions we will ask referees, so the applicants can consent to this information being provided.  Referees will be asked about an applicant’s suitability to work with children, young people and adults at risk where the role requires this.
References will be verified, and any discrepancies or concerns will be followed up.
Selecting Applicants for Interview
We will ensure that the shortlisting of applicants for interview is carried out by at least two people. They will assess each application form according to how well it meets the criteria set out in the person specification.  We will notify by phone, and follow up with a letter or email, those that we are:
· Not inviting for interview and will thank them for taking the time to apply
· Inviting to interview, stating when, where and how long the interview will be
We will state in the interview letter if we wish for an applicant to attend a trial session that will enable us to assess their practical skills; trial sessions will last no longer than 3 hours and are unpaid.  We will ensure that the applicant understands fully what the trial session includes and involves and will specify any equipment or clothing that we wish them to bring.
We will outline in the interview letter the selection methods that we will use and ask whether these generate access or other specific requirements needed to enable a fair selection process.
Interview Process
We will assess all applicants on their ability to carry out the role, based on justifiable and objective criteria.  This will include an interview and/or a trial session.  
Our interview panels will normally comprise two people, one of whom will be nominated in advance to act as Chair.  The Chair will be responsible for ensuring that the interview and any trial session is conducted fairly and candidates are treated equally.
We will conduct interviews face-to-face and not using remote means (such as video conferencing or telephone) where the role involves working with children, young people or adults at risk.
The Interview Panel will choose interview questions in advance and these will relate to items in the person specification, enabling the Panel to explore the applicant’s motivations for applying for the role, their attitude and their suitability to work with children, young persons and adults at risk.  We will ask each applicants the same questions so that they are all treated equally. 
The Panel will make notes during the interview, which will form the evidence for assessing each applicant after the interviews are complete. 
Checking Identity
We will check each candidate’s identity during the recruitment process. The first opportunity to do so will normally be when the candidate attends for interview and can bring original documents.  We will:
· Get evidence of the claimed identity
· Check the evidence is genuine or valid
· Check the claimed identity has existed over time
· Check if the claimed identity is at high risk of identity fraud
· Check that the identity belongs to the person who’s claiming it
Using the following approved processes:
· England and Wales
· Scotland
Vetting, Disclosure and Barring Checks
We will conduct criminal records checks on applicants aged 16 or over to ensure that they have nothing on their record that makes them unsuitable to work or volunteer with us.  
· In England and Wales, we will use the DBS check Tool to find out what type of Disclosure and Barring Service (DBS) check is required for the role that they will be performing.  As a minimum, all applicants will be subject to a basic check.  An Enhanced DBS check (with or without barring) may be required if an applicant is undertaking regulated work with children, young people and adults at risk.
· In Scotland, we will determine the type of disclosure required using online guidance.  As a minimum, all applicants will be subject to a basic disclosure.  Applicants undertaking regulated work with children and protected adults will require a disclosure through the Protecting Vulnerable Groups (PVG) scheme.
Where a role involves regulated activity, the barred list check should be completed before the individual starts work. However, where it is necessary for an individual to start work before all checks are completed, they will be appropriately supervised and a risk assessment will be in place.
If an applicant has been resident outside the UK for three months or more over the past five years, we will check the candidate’s criminal record in that country.
We will not retain copies of disclosure and barring check certificates unless there is a dispute about the results of the check.  We will keep a record of the:
· Date the check was completed
· Level and type of check
· Reference number of the certificate
· Decision made about whether the person was employed or not 
Where a role involves regulated activity, a barred list check will be completed before the individual starts work.
If references, vetting, disclosure and barring checks reveal concerns about a person’s history, we will assess, through a risk assessment, whether the candidate is suitable to work within the business and with children, young people and adults-at-risk where this is applicable.  We will consider:
· The nature of the offence and its seriousness
· The relevance of the offence to other staff, volunteers, children, adults-at-risk and their families
· The length of time since the offence took place
· The length of the sentence
· Whether the offence was an isolated incident or part of a pattern or history of offending
· The circumstances which led to the offence being committed
· Whether the individual has changed since the offence and, if so, what has led to the change and does this reduce or increase the likelihood of them committing further offences
· Whether the new role provides opportunities to re-offend
· Any legal constraints relevant to the role, for example if the person has lost their driving licence and the role requires driving.
Right to Work
We will check if an applicant for a paid role has the right to work in the UK using Government guidance on right to work checks.  This will normally be undertaken at the same time as identity checks since it requires examination of similar documents.  We will keep a record of documents checked for the duration of the person’s employment with us and for a further two years after they have completed their contract with us.
If a person is a volunteer, a check on the right to work is not required.  However, overseas volunteers do need a Visa that allows volunteering or have settled/pre-settled status.
Record Retention/Data Protection 
We are legally required to undertake the pre-employment checks. Therefore, if an applicant is successful, we will retain on personnel file any relevant information provided as part of the application process. 
Any record of a disability which does not preclude working with us, but does require special arrangements to be made, may be contained within the personal record of the employee or volunteer for reference.
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