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SAFER RECRUITMENT AND SELECTION 

Of Staff, Volunteers, Trustees, Independent Workers and Panel Members 

 

Principles, review and legislation 

The Society is committed to safeguarding and promoting the welfare of children, young 

people, and vulnerable adults, and expects all staff and volunteers to share this commitment.  

The Society places the utmost priority on operating recruitment and selection procedures 

which help to detect, reject or identify people who pose a risk to children or who are 

otherwise unsuited to work with them. 

 

Effective recruitment and selection is central and crucial to the successful functioning of the 

Society.  It depends on finding people with the necessary skills, expertise and qualifications to 

deliver the Society’s strategic objectives and the ability to make a positive contribution to the 

values and aims of the organisation.   

 

It is also recognised that knowledge and skills in social work or other areas of expertise 
required within the organisation, form only part of the requirements for the Society: personal 

qualities, values and attitudes also need to be explored and understood.  It is also important 

that new recruits show willingness to learn, flexibility and the ability to work as part of a team. 

 

The Recruitment and Selection procedure enables the Registered Manager to ensure that 

these criteria are addressed and monitored. 

 

This policy ensures our Recruitment and Selection policy will: 

 Be fair and consistent. 

 Be non-discriminatory. 

 Conform to all statutory regulations and agreed best practice. 

 Ensure safeguarding issues are addressed at all stages of the recruitment and selection 

process. 

 
To ensure that these policy aims are achieved, all appointing managers will receive safer 

recruitment training to ensure effective recruitment and selection. 

 

PROCEDURE 
The Recruitment Process 

The following procedure will be used when a post is to be filled. 

The Registered Manager will be responsible throughout the recruitment and selection process 

for ensuring that all safeguarding requirements are fulfilled. 

 

The Manager must: 
 

Review/Define the role 

 If it is an existing post, is an exact replacement required or is this an opportunity to 

revise the requirements? 

 If it is a newly established post be clear on the exact requirements. 
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Produce an Information Pack 

 If it is an existing post, ensure the job description and person specification are up to 

date and offer a true representation of the vacant post, and the person who they are 

looking for to fill the post. 

 If it is a new post, write a job description and person specification.   

 All Job Descriptions and Person Specifications will make clear the requirement for a 

DBS check at the appropriate level to be undertaken by the agency and will include a 

statement as follows; ‘The organisation is first and foremost committed to safeguarding and 

promoting the welfare of children and young people, expects all staff and volunteers working 

with children to share this commitment, and applies recruitment and selection procedures 

which seek to ensure that no employee or volunteer is appointed who may pose a risk to 
children or is otherwise unsuited to work with them’. 

 Requirements listed in a person specification should be objectively justifiable, with a 

distinction made between essential and desirable attributes. 

 The Office Manager will produce an electronic version of an information pack, to 

include the job description, person specification, information on the Society, terms 

and conditions of employment including salary. 

 
The contents of the information pack will be agreed by the Registered Manager before the 

vacancy is advertised. 

 

Compile Advertisement and Advertise the Post 

The Registered Manager and Office Manager will decide the most effective means of finding 

suitable candidates.   

 

The following options should be explored: 

 Internal advert. 

 Consideration of previous applicants (if they have confirmed they wish their details to 

be held on file and considered for future vacancies). 

 External advert – local press. 

 External advert – national press. 

 External advert – sector journals. 

 Recruitment agency. 

 Social Media. 
 

Consideration should always be given to the use of openings likely to attract individuals from 

under-represented groups. 

Vacancies should also be advertised on the Society’s website. 

 

All advertisements must: 

 Be compiled to contain as much information as possible to ensure the correct 

recruitment group is targeted and reduce unsuitable applications. 

 Be as cost effective as possible. 

 Include a commitment to safeguarding. 

 Confirm that a DBS check will be undertaken at the appropriate level. 

 Include a closing date for entry and, where possible, the date of interview. 

 

External adverts should be submitted to the Registered Manager / Finance Manager with 

costings for approval before being placed. 
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The Selection Process 

It will be the responsibility of the Office Manager to monitor the progress of applications.  

 

The Society’s application form provides key evidence on which selection can be based, and 

will always be sent to potential applicants with a copy of the information pack together with 

a separate envelope marked ‘Confidential - Disclosure’ for applicants to return sealed and 

attached to their application form.  The process of Self Disclosure is part of the process of 

deterring unsuitable candidates, it shows that Safer Recruitment is taken seriously. No other 

form of application will be acceptable. 

 

All candidates applying for employment via email will be required to sign and date the  

Application Form if invited for interview. 

 

The Registered Manager will shortlist with other managers as appropriate depending on the 

vacancy. At least two people should be involved in shortlisting and sit on the Interview Panel, 
with a balance in terms of gender and/or ethnicity.  The Registered Manager will always be on 

the Interview Panel.  Panel members should be trained in the recruitment process and have 

equal opportunities interviewing skills. In addition psychometric testing may be used to inform 

selection for all management positions.  Trustees may be asked to be part of the Interview 

Panel. 

 

Shortlisting 

The application forms received by the closing date will be forwarded to the Registered  

Manager for shortlisting.    

 

Short-listing will be carried out on the basis of objective appraisal of applications against Job 

Description and Person Specification.  Short-listed candidates should meet all or most of the 

essential criteria listed in the Person Specification.  Once shortlisting has taken place, any 

disclosed information on the separate self-disclosure form can then be considered.  

 

Shortlisted application forms will be scrutinised and any employment gaps identified in the 

applicant’s chronology. Applicants will be contacted to explain any gaps before interview. 

 

The Office Manager will invite the shortlisted candidates for interview, timetabling the 

interviews and making the necessary room bookings and diary appointments.  Candidates who 

have not been shortlisted will also be informed. 

 

The interview panel will meet to agree the questions for interview, based on the job 

description and requirements of the role, including a safeguarding question. Psychometric 

questions may be included as relevant depending on the level of the post. 

 

A week prior to the interview each panellist will receive an interview pack containing: 

 Copies of application forms / supporting documents. 

 Blank interview report forms. 

 Copies of the job ad, job description and person specification. 
 

Appropriate selection procedures must be used for each vacancy.  Procedures may vary from 

a straight forward interview and skills test, to presentations to the interview panel. 
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It is the responsibility of the Registered Manager to decide on the selection procedures and 

interview format. 

 

At the interview 

Interviews will be conducted with reference to the Equality Policy and scores will be allocated 

to each candidate by reference to their answers to standard questions according to identified 

criteria. General non-scoring questions can be asked at the beginning or the end of the 

interview. 

 

Selection will take place on the basis of the candidate’s relative abilities and experience, and 

drawing on all the information presented to the interviewing panel. The applicant’s suitability 

to work with children and vulnerable adults will also be taken into account. 

 

Notes will be made of all candidates’ responses at interview. These will be retained for 6 

months for candidates not appointed, and for 15 years after the appointed candidate has left 
the Society’s employment. 

 

The application form requires submission of comprehensive information on employment 

history and it will be the responsibility of the lead interviewer to ensure that there are no 

anomalies or discrepancies in the information presented, or to resolve those satisfactorily 

before the interview takes place. 

 

Each applicant’s identity will be verified by photographic proof and documentary evidence of 

home address at the start of the interview. Change of name will also be verified. 

 

Academic and /or vocational qualifications will be verified at interview by reference to original 

copies of the appropriate documentation and if subsequently appointed, actual certificates will 

be photocopied and maintained on Breathe HR and/or personal files.  

 

The interview will always be face to face. It will be conducted by the interview panel.  For 

senior posts, it will involve a representative of the Trustees.  Where appropriate a service 

user or group of service users such as adopters or children may be involved in the interview 

process. 

 

Panel members who know an applicant personally should ‘declare an interest’ and a decision 

taken by the Registered Manager about their involvement in the process.   

 

Suitable arrangements for any candidates with disability will be made prior to the interview.  

 

Selection and Provisional Offer 

When all candidates have been interviewed the panel will decided on the most suitable person 

for the post based on the scores allocated. 

 

The lead interviewer will arrange to inform the successful candidate as soon as possible 

agreeing a commencement date and starting salary. 
 

The lead manager will also telephone all unsuccessful candidates with outcome of interview 

and feedback. 

 



5 
 

Interview packs should be returned to the Office Manager who will: 

 Confirm to the unsuccessful candidates in writing. 

 Write a minded to offer letter to the appointee, offering the post subject to references 

and pre-employment checks. 

 Start a personnel file/ create a file on Breathe HR. 

Pre-employment checks 

References 

References from previous employers/educational establishments will be taken up in 
conjunction with issue of a conditional offer of employment.  

 

References must be provided by the employer themselves, if applicable, and references from 

relatives are not acceptable.   

 

Reference request will specifically ask the referee whether they have any concerns about the 

applicant’s suitability to work with children and young people; whether they have any concerns 

about the applicant working with a particular client group; and whether they have any 

knowledge of the applicant having been personally investigated over safeguarding issues, even 

when the concerns may not have been evidenced.  

 

Requests for references will be accompanied by full details of the post and information 

regarding the Society.   

 

When a reference is requested and/or received by email, a signed copy must follow. In 

addition to receiving a written reference, a telephone discussion with the referee will take 

place to confirm the details of any written references.  

 

Where there are issues arising from a subsequent telephone call with a referee, the Society 

will consider whether it is necessary to interview the preferred candidate for a second time 

so that these issues can be explored. 

 

HCPC registration or registration with other professional bodies will be checked by the Office 

Manager on the HCPC database.  

 

DBS Checks 

All those who work on behalf of the Society in a paid or voluntary capacity will be subject to 

a DBS check at the appropriate level.  This will be undertaken by the Senior Business Support 

Assistant and monitored by the Registered Manager who will countersign the paper copy to 

be kept on the individuals HR File. 

 
The DBS Disclosure should be compared against the Self-Disclosure to highlight any issues 

for follow up.  A Risk Assessment form will be completed if the DBS is not clear.  This will be 

completed by the Registered Manager and a decision will then be taken. 

 

Overseas checks will be taken up as required. 
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General principles 

As an organisation using the Disclosure and Barring Service (DBS) checking service to help 

assess the suitability of applicants for positions of trust, St Francis’ Children’s Society complies 

fully with the code of practice regarding the correct handling, use, storage, retention and 

disposal of certificates and certificate information. 

 

It also complies fully with its obligations under the General Data Protection Regulation 

(GDPR), Data Protection Act 2018 and other relevant legislation pertaining to the safe 

handling, use, storage, retention and disposal of certificate information.  

 

Storage and Access 

Certificate information is kept securely, in lockable, non-portable, storage containers with 

access strictly controlled and limited to those who are entitled to see it as part of their duties. 

The information is also stored on a secure electronic cloud based system within the EU. 

 

Handling 
In accordance with section 124 of the Police Act 1997, certificate information is only passed 

to those who are authorised to receive it in the course of their duties. We maintain a record 

of all those to whom certificates or certificate information has been revealed and it is a 

criminal offence to pass this information to anyone who is not entitled to receive it. 

As an organisation registered with and inspected by Ofsted St Francis’ Children’s Society is 

legally entitled to retain certificate information for the purposes of inspection. This is to 

demonstrate ‘safer recruitment’ practice for the purpose of safeguarding audits. This practice 

is compliant with the Data Protection Act, Human Rights Act, General Data Protection 

Regulation (GDPR) and Adoption legislation, regulations and Adoption National Minimum 

standard 21. 

Usage 

Certificate information is only used for the specific purpose for which it was requested and 

for which the applicant’s full consent has been given. 

 

Retention 

Once a recruitment (or other relevant) decision has been made, we do not keep certificate 

information for any longer than is necessary. This retention will allow for the consideration 

and resolution of any disputes or complaints, or be for the purpose of completing safeguarding 

audits. 

Throughout this time, the usual conditions regarding the safe storage and strictly controlled 

access will prevail. 

Disposal 

Once the retention period has elapsed, we will ensure that any DBS certificate information is 

immediately destroyed by secure means, for example by shredding, pulping or burning. While 

awaiting destruction, certificate information will not be kept in any insecure receptacle (e.g. 

waste bin or confidential waste sack). 

We will not keep any photocopy or other image of the certificate or any copy or 

representation of the contents of a certificate. However, not withstanding the above, we may 
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keep a record of the date of issue of a certificate, the name of the subject, the type of 

certificate, the unique reference number of the certificates and the details of the recruitment 

decision taken. 

Medical References 

The Equality Act 2010 limits the circumstances when the Society can ask health related 

questions before an individual is offered employment. 

 

Therefore, prior to a job offer, the Society will only ask health related questions if it is for the 

purposes of: 

 Establishing whether the Society needs to make reasonable adjustments for the 
applicant in the selection process. 

 Establishing if the applicant is able to carry out the intrinsic functions of the job. 

 Monitoring diversity among people applying for work with the Society. 

 Taking positive action to assist disabled people. 

 

The Society will not ask any inappropriate health questions pre-offer. Thus prior to the job 

offer the Society will not ask, for example, about the applicants sickness records. 

 

All employed personnel positions are offered subject to medical clearance.  A candidate will 

be required to send their completed medical self-declaration form directly to the Society’s 

prescribed occupational health physician.  The occupational health physician will inform the 

Society as to the candidate’s fitness for work and may seek further medical advice as 

necessary. 

 

Right to work 

Any candidate from outside of the UK will be expected to demonstrate his or her right to 

work in the UK by producing a relevant work permit or documentation.  This will be checked 

by the recruiting manager responsible for in line with the Immigration, Asylum and Nationality 

Act 2006.  

 
One-to-one interviews 

In line with the recommendations of the Warner Report, a one-to-one interview will be used 

in addition to the panel interview, to help assess the suitability of candidates for social care 

posts.  

 

This interview will normally be applied only to the preferred candidate identified at the 

interview panel stage.  It will focus on a range of personal issues relevant to the nature of the 

post. 

 

It must be acknowledged that undertaking a “Warner Type” interview, which can potentially 

be invasive, requires sensitivity, objectivity, sound recording and analytical skills.   

 

One to one interviews of this nature will be undertaken by the Registered Manager, Adoption 

Manager or Adoption Support Manager. It is important to ensure however that the one-to-

one interview explores personal attitudes and experiences only in so far as they relate to the 

post, the candidate’s understanding of the post and its challenges. 

 

The following areas should be explored: 
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 Motivation. 

 Attitudes to authority, punishment and control. 

 Personal relationships, including their experience of being parented as a child.  

 

Post selection and appointment 

Once a decision has been reached, all references have been received, checked and deemed 

satisfactory, a letter of appointment and appropriate Contract of Employment will be sent.   

 

Open references should not be accepted at face value and the author of the open reference 

should be contacted to verify the reference. 

 
A Declaration of Confidentiality must also be completed. 

 

On appointment 

All papers relating to the successful candidate will be transferred to Breathe HR/personnel 

file including a copy of the DBS single certificate.  

 

All staff will be subject to regular DBS updates: 

 Those on the Up-Date service  - annual check 

 Those with a single certificate   - every 3 years when their DBS is due to expire 

This will be monitored by the Senior Business Support Assistant and Registered Manager. 

 
All new staff will be given a link to the location of the HR Manual on the Society’s ‘S Drive’. 
 

They will also receive an Induction Manual with a timetable for their induction into the 

workplace which will include the Society’s expectations and requirements in respect of 

safeguarding, child protection and promoting the welfare of children and vulnerable adults. 

This knowledge of the Society’s safeguarding policies, culture and ethos is paramount. 

 

Training regarding safeguarding is mandatory for all staff and volunteers and is held regularly.  

 

Evidence of such training and monitoring of expected behaviours and attitudes in relation to 

safeguarding will be monitored by Line managers and through regular appraisal and 

supervision.   

 

A rigorous whistleblowing policy is also in place, and a complaints procedure for service users, 

including children and young people. It is ultimately the responsibility of the CEO to ensure 

thorough monitoring and evaluation of all matters relating to safeguarding. 

 

All staff appointments will be subject to a six-month probationary period.  An initial appraisal 

interview will take place in the third month of the probationary period as a means of assisting 

the employee to prepare for the review of the probationary period, and to enable the 

employee and the employer to identify and seek to resolve any areas of concern.  At the six-

month appraisal a recommendation will be made as to whether the appointment should be 

confirmed, the probationary period extended, or employment terminated.  A letter detailing 

the outcome will confirm the employee’s status with the Society. 
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Retention of Information 

Application Forms and related material should be retained for six months after the shortlisting 

date, to ensure any complaints about the implementation of the selection decision can be 

addressed. 

 

Once the position has been accepted by the successful candidate, information relating to 

unsuccessful candidates will be retained for six months and then destroyed.  However with 

the written permission of the applicant details may be held in order to inform of future 

vacancies, providing that the applicant met the original criteria for appointment. 

 

We have an Equality Monitoring Form, which will be utilised to check for bias in the 

recruitment process and will be retained for 6 months. 

 

The Society will check the applicant’s right to work in the UK under the Immigration, Asylum 

and Nationality Act 2006 in that appropriate documentation will be required and retained or 

copied. 
 

Employee’s personnel files and training records, including disciplinary records, working time 

records and redundancy details will be kept for 15 years after employment ceases. 

 


