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[bookmark: _yl6a71lbhme1]Safer Recruitment Policy 
xxxxx uses safe recruitment practices to ensure that all individuals working with the children in our care are safe, qualified, and suitable to do so.
 When recruiting paid staff or volunteers, we follow the safe recruitment procedures outlined below.
[bookmark: _hb29qm1csx1c]Advertising the Vacancy
All vacancies will be advertised, and every job advertisement will include a clear statement about our commitment to safeguarding children.
[bookmark: _nyph2t6uccxv]Initial Enquiry
Upon enquiring about a vacancy, potential candidates will receive:
· A job description

· A person specification

· An application form

· A copy of xxxxx’s Safeguarding Children Policy and details of our Safer Recruitment procedures

The application form includes:
· A declaration that all information provided is accurate

· A section for self-disclosure of relevant information under the Rehabilitation of Offenders Act

· A request for two referees (one of whom should be the most recent employer; if this is the candidate’s first job, their course tutor or three character references may be used instead)

· All applicants must submit a completed application form by the closing date.
 CVs alone will not be accepted — they must be accompanied by our standard application form.
[bookmark: _ukcro6tx0e3d]Self-Disclosure Form
Candidates will complete a self-disclosure form, giving them the opportunity to share confidentially any relevant convictions, child protection investigations, or disciplinary sanctions on record.
xxxxx will only request information that we are legally entitled to know as a potential employer.
 These forms should be submitted in a sealed confidential envelope (or via a secure online system) and will only be opened for candidates successful at interview.
This form does not replace the Enhanced DBS check, which will still be required.
[bookmark: _1vu7hmwehoan]Interview Procedure
Candidates selected for interview will be notified by email a telephone call and must bring:
· Proof of identity (e.g. passport, driving licence, or birth certificate)

· Proof of address (e.g. recent utility bill or bank statement)

· Proof of qualifications (original certificates)

· For non-British nationals, proof of right to work in the UK (either a share code or eligible immigration documents)

Interviews will be conducted by at least two interviewers. All candidates will be asked the same set of core questions, plus follow-up questions to clarify details in their application (e.g. gaps in employment history).
All candidates will also participate in a practical session with the children (approximately one hour) to observe their interaction with staff and children before final selection.
[bookmark: _ihcqzv7vy20e]Online Checks
xxxxx may carry out an online search of shortlisted candidates for any publicly available information relevant to their suitability for the role.
 If online checks form part of the process, applicants will be informed in advance.
[bookmark: _a000bdz7l1mz]Appointing a New Member of Staff
When a successful candidate has been selected, we will:
· Send a conditional offer letter, subject to:

· Suitable references

· A satisfactory Enhanced DBS certificate

· Written confirmation that the candidate is not disqualified from working with children

· Contact referees directly, including asking about any child protection concerns

· Initiate an Enhanced DBS check, or verify the current certificate via the DBS Update Service

· Ask the candidate to complete a health questionnaire

· Notify all unsuccessful interviewees

[bookmark: _zfeqz9hdfhq7]References
· References must be obtained before employment commences, ideally from the current or most recent employer/training provider.

· References must confirm the candidate’s suitability to work with children.

· Open references (e.g. “To whom it may concern”) and those from family members will not be accepted.

· xxxxx will verify electronic references via a follow-up call or other confirmation method.

· Any discrepancies between the reference and the application form will be discussed with the candidate and investigated as necessary.

· The reason for leaving previous employment will always be clarified.

All checks, DBS information, reference numbers, and identity verification details will be recorded and stored securely.
[bookmark: _5ts7gb6n3nit]Employment Induction
When a new member of staff starts at xxxxx, we will:
· Provide terms and conditions and obtain a signed employment contract

· Supply copies of all Club policies, with a signed confirmation form verifying they have been read and understood

· Conduct a full induction and orientation programme in line with our Staff Induction Policy

[bookmark: _53zj4c2cms8]Disqualification
xxxxx cannot employ anyone disqualified under Section 75 of the Childcare Act 2006.
 All new staff must sign a declaration of non-disqualification when commencing employment, and all existing staff must re-sign annually to confirm their continued eligibility.
If a member of staff becomes disqualified during employment, their employment will be terminated, Ofsted will be notified, and a referral will be made to the Vetting and Barring Scheme.
[bookmark: _3oukgxuzj14g]DBS Checks
· Enhanced DBS disclosures are required for all staff, students, and volunteers who will work unsupervised with children or have access to sensitive information.

· Candidates subscribed to the DBS Update Service will have their existing certificate reviewed and status checked online.

· For anyone who has lived abroad, additional criminal record checks will be required.

· New staff will not have unsupervised contact with children until a satisfactory DBS certificate has been received.

If employment begins before the certificate is received, a written risk assessment will be completed, and supervision will be maintained at all times.
DBS checks (or Update Service verifications) will be reviewed every three years.
[bookmark: _no75jw5fc854]DBS Checks with Recorded Information
If a DBS check reveals criminal record information:
· The Manager will refer to the list of offences under the Childcare Act 2006 that automatically disqualify a person from working with children:
 https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006

· If uncertain, the Manager will seek advice from Social Care or the LADO (Local Authority Designated Officer).

[bookmark: _4yzh375xsoe5]If a DBS check reveals criminal record information:
· [bookmark: _4yzh375xsoe5]The Manager will refer to the list of offences under the Childcare Act 2006 that automatically disqualify a person from working with children:
 https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006

· [bookmark: _4yzh375xsoe5]If uncertain, the Manager will seek advice from Social Care or the LADO (Local Authority Designated Officer).

· [bookmark: _4yzh375xsoe5]If the offence is disqualifying, the offer of employment will be withdrawn.

· [bookmark: _4yzh375xsoe5]If the offence is not disqualifying but raises concern, advice may be sought from:

· [bookmark: _4yzh375xsoe5]UNLOCK – https://recruit.unlock.org.uk

· [bookmark: _4yzh375xsoe5]NACRO – https://www.nacro.org.uk

· [bookmark: _4yzh375xsoe5]Minor offences will be reviewed on a case-by-case basis, supported by a risk assessment and the candidate’s explanation.

[bookmark: _czchuz26u0y9]In all cases, any DBS findings will be discussed with the applicant before a final decision is made.
[bookmark: _4yzh375xsoe5]Immigration Status
In compliance with the Asylum and Immigration Act, xxxxx will verify that all staff have the legal right to work in the UK.
 Documents such as passports, driving licences, and National Insurance numbers will be checked and recorded.
[bookmark: _88i9nia6serz]Equality Act 2010
xxxxx fully complies with the Equality Act 2010, ensuring equal and fair treatment for all applicants regardless of gender, race, age, disability, religion, or sexual orientation
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