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SAFE RECRUITMENT POLICY

Safe Recruitment
1. Policy Statement

Youth Canterbury use volunteer staff. However, this policy is written to cover the recruitment of
staff should that arise. This policy outlines our commitment to safe recruitment practices to
ensure the safety and welfare of children, young people, and adults we work with including
those who may be vulnerable or at risk. It therefore applies to all recruitment activities,
including the recruitment of permanent, temporary, and volunteer staff, and adheres to all
relevant legal and regulatory requirements. We ensure that all recruitment processes follow
best practices and maintain the highest standards of safeguarding.

2. Policy Review and Updates

This policy is reviewed annually to ensure it remains up to date with current legislation and best
practices. Any updates will be made to reflect the latest guidelines from regulatory bodies such
as the Disclosure and Barring Service (DBS), and other relevant legislative bodies.

3. Recruitment Practices

Our Trustees are committed to following safe recruitment practices. This includes conducting
appropriate checks to ensure that individuals employed to work with children, young people, or
adults at risk meet the highest standards of safety. All checks and processes are carried outin a
fair, transparent, and consistent manner.

4. Disclosure and Barring Service (DBS) Checks
DBS checks are conducted for all roles where individuals have direct or indirect contact with
children or adults at risk. The type of DBS check (standard, enhanced, or enhanced with barred

list check) will be determined based on the specific duties of the role, as per guidance provided
by the DBS.

e Afull, up-to-date record of all DBS checks is maintained, and any positive disclosures
are thoroughly reviewed and managed in accordance with the organisation’s policies.

e All staff must provide consent for a DBS check as part of the recruitment process.
5. Adherence to DBS Referral Process
If a staff member or volunteer is found to be unsuitable to work with vulnerable groups following

the results of a DBS check, we adhere to the formal DBS Referral Process. This ensures that
appropriate referrals are made to the DBS and other relevant bodies, as required by law.

Document Review September 2023
Author A.H.Trill



\(
%«

SAFE RECRUITMENT POLICY

6. Job Applications and Interviews

All job applications must be completed in full and recorded.

Face-to-face interviews are preferred for all positions, and panel interviews may be
conducted depending on the role.

Applicants will be asked to verify their identity and provide documentary evidence of
qualifications. Verification will be conducted by HR staff and the process will be
documented in line with audit requirements.

7. Professional and Character References

All applicants must provide two professional references. These references must be from
individuals who can speak to the applicant’s professional capabilities and character and
should ideally be from the applicant’s most recent employer.

References will be checked for consistency with the applicant's employment history and
qualifications.

8. Previous Employment History Checks

All applicants must provide a full employment history, which will be checked against
relevant national requirements, including those set by the Care Quality Commission or
other regulatory bodies.

Any gaps in employment, discrepancies, or concerns in the history will be followed up
with the applicant to ensure they are thoroughly explained and verified.

9. Induction and Supervision Procedures

New staff or volunteers will undergo an induction program, which includes safeguarding
training and a clear understanding of their role and responsibilities.

Regular supervision sessions will be scheduled to ensure that staff are supported, and
their work aligns with organisational safeguarding standards.

A structured appraisal system will be used to assess staff performance and identify any
additional support or training needs.
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10. Managing Positive DBS Disclosures

Where a positive DBS disclosure is identified, the individual will be assessed on a case-by-case
basis. The decision will be made by Youth Canterbury safeguarding leads, to ensure that the
individual’s suitability for the role is thoroughly considered, and appropriate action is taken.

11. Procedures for Referring to DBS

Youth Canterbury is committed to making appropriate referrals to the DBS when a staff member
is dismissed or resigns following an allegation of harm or inappropriate behaviour towards
children, young people, or adults at risk. These referrals will be made in compliance with the
legal obligations under the Safeguarding Vulnerable Groups Act 2006.

12. Conclusion

Youth Canterbury is dedicated to ensuring that all recruitment processes safeguard the welfare
of children, young people, and adults at risk. This policy ensures that we follow safe recruitment
practices, complete appropriate checks, and take necessary actions to maintain a safe
environment for all
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