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SAFER RECRUITMENT PRACTICE











Application forms should ask for: 


Full personal information 


A full history of employment, both paid and voluntary, since leaving school, including any periods of further education or training


Details of any relevant academic and/or vocational qualifications


A declaration that the applicant has no convictions, cautions, reprimands, warnings or bind-overs, or ask for details in a sealed envelope  





references 


Application forms should request professional and character references. One should be from the applicant’s current or most recent employer. Additional references may be requested where appropriate e.g. where an applicant is not currently working with children, but has done so in the past.





Wherever possible, references should be obtained prior to the interview so that any concerns raised can be explored with the referee and taken up with the candidate during interview.  Use of a reference pro-forma with questions relating to suitability to work with children will help gather objective verifiable information. It is also appropriate to telephone and confirm the identity of referees.





The referee should be asked to confirm whether the applicant has been the subject of any disciplinary sanctions or any allegations or concerns, including the outcomes, which relate to the safety or welfare of, or behaviour towards, children.





other checks before interview 


If an applicant claims to have specific qualifications or experience relevant to working with children which may not be verified by a reference, contact should be made with the relevant body or previous employer and any discrepancy explored during the interview.








introduction 


Safeguarding children is everybody’s responsibility and has to be built into routine procedures and practice. Nowhere is this more important than in the recruitment of people who have contact with children. All organisations that employ staff or volunteers to work with children should adopt a consistent and thorough process of safe recruitment in order to ensure that those recruited are suitable. 





Safer recruitment practice should include those persons who may not have direct contact with children, but because of their presence will still be seen as safe and trustworthy.  





training


All organisations should ensure that staff involved in the selection of adults to work with children, undertake safe recruitment training. Advice should be sought from the LSCB.





recruitment material 


Organisations should demonstrate a commitment to safeguarding children by including a policy statement to this effect in their recruitment material. All information given to applicants should highlight the importance the organisation places on rigorous selection processes.  It should stress that the identity of the successful candidate will need to be checked thoroughly and that the candidate will be required to complete an application for a CRB check, if required, at the interview stage. 





Job descriptions should clearly set out the extent of the relationship with and responsibility for children with whom the person will have contact. 





Person specifications should explain the: 


qualifications and experience required;


competences and qualities that the applicant should be able to demonstrate; and how these will be tested and assessed








If a CRB Disclosure is outstanding when a person starts work, additional supervision should be arranged to reflect what is known about the person, their experience, the nature of their duties and the level of responsibility they will carry. The level of supervision should be high where experience and reference information is limited, and low where the person is experienced and references provide strong evidence of good conduct in previous relevant work. The person should me made aware of the additional supervision and its nature. The supervisor’s role should be spelt out and arrangements reviewed regularly (min every 2 wks until the disclosure is received) 





concerns revealed in a crb disclosure


If Disclosure information gives reasonable grounds to believe that the individual is unsuitable to work with children, he/she must be withdrawn pending further enquiries.  An agency receiving this information must inform the employer without delay. The LADO should be consulted in order to decide what enquiries should be conducted to check the individual’s suitability.     





induction of new staff/volunteers


All newly appointed staff and volunteers should be: 


made aware of the organisation’s safeguarding policy and procedures and identity of staff with designated responsibility


required to attend appropriate child protection training


given a full explanation of their role and responsibilities and expected standard of conduct provided with information about safe practice


made aware of the organisation’s personnel procedures and whistle blowing policy





fraudulent applications


Employers should report cases of serious, deliberate fraud or deception in connection with an employment application to the Secretary of State and, in addition to any planned disciplinary action, consider reporting the matter to the police.











short listing candidates


In addition to normal short listing practices, “Safer Recruitment” means that applications should additionally be scrutinised:


to ensure that they are fully and properly completed, and return for completion if not


for any discrepancies in the information provided


for gaps or changes in employment e.g. moves to supply work without good reason





All candidates for interview should be told to bring documentary evidence to verify their:


identity e.g. a full birth certificate, passport or photo-card driving licence 


address e.g. a utility bill


any change of name, if applicable


They should also bring original or certified copies of relevant educational and professional qualifications. If a successful candidate is unable to do this written confirmation must be obtained from the awarding body.





interviewing Candidates


Questions should be set which test a candidate’s specific skills and abilities to carry out the job, his/her attitude toward children in general and also his/her commitment to safeguarding and promoting the welfare of children.  





Gaps and changes in employment should be fully explored, as should any discrepancies arising from information supplied by the candidate or referee





starting work pending a crb disclosure


Ideally, employers should obtain a CRB Disclosure before an individual begins work. The person can be allowed to start work before the disclosure is received, but a check of List 99 and/or Protection of Children Act list and other required checks must be completed beforehand. The CRB request must be submitted before the person starts work and obtained as soon as possible after appointment.
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