
This policy clarifies our approach to ensuring all reasonable measures are taken to assess the 
suitability of all potential staff. The emphasis is upon promoting the safety and welfare of children 
and young people. 

General Policy: All Services (February 
2023)



Safe Recruitment Policy

ontents 

“For those agencies whose job it is to protect 
children and vulnerable people, the harsh 
reality is that if a sufficiently devious 
person is determined to seek out 
opportunities to work their evil, no one can 
guarantee that they will be stopped. Our 
task is to make it as difficult as possible 
for them to succeed”  

Bichard Report (2004) (p.12, para 79) 

CFS Care aim to ensure that they don’t 
succeed. People that seek to harm children 
are not welcome and nor will they ever be.

Click or tap on

the section title for 

easy access 
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Thiss policyy appliess too alll CFSS Care staff.. 

CFSS Caree aree committedd to:: 

•

•

•

Thee purposee off thiss policyy andd integratedd proceduress iss 
too ensuree thee continuedd safetyy andd welfaree off alll 
childrenn andd youngg peoplee accessingg ourr services.. 

Itt iss generall policyy thatt CFSS Caree willl nott usee agencyy staff.. Thiss iss too maintainn consistencyy off approachh 
andd ethos,, butt importantlyy itt contributess towardss trustt andd assurance..  

Inn extremee circumstancess agencyy stafff mayy bee used,, butt onlyy whenn alll otherr optionss havee beenn exhausted.. 

Introduction

 

Agencyy Stafff 
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SStafff aree ourr mostt importantt resource.. Inn servingg thee needss off childrenn andd youngg peoplee accessingg ourr 
services,, wee cann onlyy bee ass effectivee ass thee peoplee wee employ..  

Sectionn One:: Policyy Statement

Ourr Safeguardingg Statement

 
Alll adultss employedd byy CFSS Care aree subjectt too ann enhancedd DBS

check.. Alll staff,, contractorss orr volunteerss willl bee expectedd too 

reportt anyy concernss relatingg too thee safeguardingg off childrenn and

youngg peoplee inn accordancee withh establishedd procedures..  

 
Iff anyy conductt inn relationn too thee safeguardingg off childrenn or

youngg peoplee givess causee forr concern,, thee company’ss agreedd Child

Protectionn proceduress willl bee followed,, alongsidee implementationn 

off thee company’ss Disciplinaryy Procedure..  

 
Noo formm off inappropriatee behaviourr aroundd childrenn orr young

peoplee willl bee tolerated.
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PPromotingg Equalityy andd Diversityy 

Compliancee withh thee expectationss off thiss policyy iss requiredd byy alll staff.. 

Alll staffingg requirementss willl bee identifiedd andd agreedd byy Seniorr Managementt Teamm (SMT)) inn formall 
consultationn withh thee Directors,, followingg receiptt off ann Applicationn forr Approvall too Recruitt form,, 
completedd byy aa memberr off thee Operationall Managementt Groupp (OMG).. 

Goodd practicee andd equalityy off opportunityy aree integrall too CFSS Care’ss recruitmentt andd selectionn processes.. 
Recruitmentt andd selectionn willl bee approachedd inn aa fair,, consistent,, equitable,, transparentt andd effectivee 
manner,, withh duee regardd forr Equall Opportunitiess legislation,, includingg thee Equalityy Actt 2010..  

Sectionn Two:: Equalityy && Diversity

Sectionn Three:: Scopee off Policy

Sectionn Four:: Implementation
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SStep-by-Stepp Guidancee 

•

•

•

•

•

•

•

•

•

Forr successfull applicants,, alll recordss willl bee retainedd andd monitoredd throughh thee implementationn off aa 
Singlee Centrall Registerr (SCR).. Itt iss thee responsibilityy off thee Humann Resourcess Teamm too maintainn thee 
SCRR andd ensuree thatt itt iss upp too date.. 
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TThiss partt aimss too clarifyy thee roless off Headd Officee (HO)) stafff andd operationall managerss inn issuingg andd 
handlingg recruitmentt administration.. Stafff aree remindedd thatt theyy willl bee handlingg personall dataa thatt 
iss subjectt too thee conditionss off thee Generall dataa Protectionn Regulationss (2018).. 

•
•
•
•
•
•
•
•
•
•

•
•
•
•
•
•
•
•
•

Thee followingg mayy bee issuedd byy thee relevantt managerr orr delegatedd seniorr personnel,, suchh ass deputyy 
managerss andd seniorr professionalss withh aa servicee (att thee discretionn off thee manager):: 

•
•
•

•
•
•

Copiess off thee abovee mustt bee sentt too Headd Officee uponn completion..  

Sectionn Five:: Clarificationn off Administrativee Processes

Inn additionn too 
maintainingg 

administrationall diligencee 
inn recruitment,, stafff 

mustt rememberr too takee 
accountt off aa person’ss 

presentationn andd theirr 
instinctss aboutt whetherr 

orr nott ann individuall iss 
suitablee too workk withh 

vulnerablee children. 
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AAppliedd Legislation,, Guidancee && Regulationss 

•
•
•
•
•
•

•
•
•
•
•

Pleasee note:: CFSS Caree mayy introducee furtherr standards,, providingg theyy doo nott conflictt withh thesee 
essentiall requirements.. Thee abovee listss aree nott exhaustive.. 

Sectionn Six:: Legislationn && Guidance
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TThiss willl bee deliveredd by:: 

•
•
•

Anyy instancess off professionall and/orr wilfull neglectt regardingg saferr recruitmentt willl resultt inn disciplinaryy 
action,, whichh mayy constitutee grosss misconductt andd ultimatelyy dismissal.. 

Stafff withh recruitmentt responsibilities,, inn whateverr 
capacity,, havee aa dutyy too ensuree thatt peoplee selectedd 
too workk withh childrenn andd youngg people:: 

•

•
•

•

AA Weeklyy Updatee Formm (WUF)) mustt bee completedd 
andd submittedd too thee Operationss Director/Managingg 
Directorr everyy Monday.. (Seee Appendixx A)) 

Sectionn Seven:: Roless && Responsibilities
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TThee childrenn andd youngg peoplee forr whomm wee providee caree and/orr supportt deservee highlyy motivatedd andd 
skilledd individuals,, whosee valuess andd approachh aree safe,, professionall andd effective.

Thee Directors,, inn liaisonn withh thee Seniorr Managementt Teamm (SMT),, will:: 

•
•
•
•

Sectionn Eight:: Implementation
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TThee Financee Department,, inn consultationn withh HR,, will:: 

•
•
•

Thee followingg Sectionn providess aa step-by-stepp walkthroughh regardingg ourr selectionn andd shortlistingg process.. 
Stafff mustt bee diligentt inn applyingg thee beloww conditionss off goodd practice.. 

•
•
•
•
•
•
•
•

Priorr too intervieww ensuree thatt thee followingg iss copiedd andd retainedd too file:: 

•
•
•
•
•
•
•
•

Pleasee Note:: 

• Failuree off applicantt too ensuree thee provisionn off originall documentss off thee abovee willl resultt in
intervieww nott proceeding.

Sectionn Nine:: Selectionn && Shortlisting

Pre-Interview
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TThee recruitmentt panell will:: 

•
•
•

•

Workingg inn partnershipp withh thee SMTT leadd manager,, Humann Resourcess personnell willl sendd outt ann 
applicationn packk uponn receiptt off aa request.. 

•

•

•

•

Recruitment Panel
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TThee recruitmentt panell will:: 

•
•
•

•
•

•

•

Thee Panell Must:: 

•
•

•

Shortlisting
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IInn additionn too assessingg andd evaluatingg thee applicant’ss suitabilityy thee intervieww panell shouldd alsoo explore:: 

•
•
•
•

Thee panell shouldd alsoo askk thee candidatee iff theyy wishh too declaree anythingg regardingg thee requirementt forr 
ann DBSS Check..  

Thee Humann Resourcess Teamm willl writee aa letterr too shortlistedd candidates,, invitingg themm forr ann 
interview.. Thiss letterr willl containn thee followingg informationn (Inn thee formm off aa ‘Recruitmentt Pack’):: 

•

•

•

•

•

•

•
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TThee selectionn panell will:: 

•

•
•
•
•

Interviewss –– andd intervieww questionss -- mustt seekk too establishh andd scrutinisee aa person’s:: 

•

•
•
•

Thee intervieww shouldd takee accountt off theirr instinctss whenn interviewing.. Iff somethingg doesn’tt feell right,, 
itt probablyy isn’t.. Inn addition,, iff professionalss feell uncomfortablee inn aa person’ss presence,, thenn aa childd orr 
youngg personn iss justt ass likelyy too experiencee suchh feelings.. 

Followingg thee above,, HRR willl processs thee preferredd candidate’ss applicationn by:: 

•
•

•
•
•

HRR willl confirmm thatt alll thee abovee informationn iss inn placee forr employment,, followingg liaisonn withh thee SMTT 
leadd manager.. HRR mustt sendd outt letterss too unsuccessfull candidates.. 

Sectionn Ten:: Interviews

Sectionn Eleven:: Post-Interview
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AAnn offerr off appointmentt too thee successfull candidatee willl bee conditionall upon:: 

•

•

•

•
•
•
•
•

Alll checkss mustt be:: 

•
•

•

An Offer of Appointment

Noo potentiall appointmentt cann bee confirmedd 
untill alll thee abovee checkss havee beenn 
completedd andd verified.. 
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SSectionn Twelve:: DBSS Flowchart
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IIndividualss aree encouragedd too joinn thee DBSS Updatee Servicee whenn applyingg forr ann enhancedd DBSS check.. 

Alll applicantss aree requiredd too completee aa declarationn off criminall recordd usingg companyy declarationn form.. 
Detailss off aa person’ss criminall recordd willl alwayss bee maintainedd ass strictlyy confidential.. 

Whenn selectingg applicantss withh criminall convictionss forr intervieww thee followingg areass shouldd bee considered:: 

•
•

•
•

DBS Update Service

Clickk orr tapp heree too accesss thee DBSS Updatee Servicee Guidancee 

Sectionn Thirteen:: Criminall Convictions
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IIff ann applicantt iss selectedd forr intervieww andd disclosess thatt theyy havee aa previouss criminall conviction,, thee 
detailss andd circumstancess off thee offencee shouldd bee obtainedd andd mustt includee informationn about:: 

•
•
•

Thee abovee questionss andd responsess mustt bee recordedd att thee interview.. Iff explanationss andd detailss givenn 
aree acceptablee thenn thiss shouldd bee notedd onn thee applicationn formm notess section.. 

Thee followingg offencess wouldd ordinarilyy warrant automaticc de-selection,, ass consistentt withh thee naturee andd 
impactt off thee crime:: 

•

•

•

•

Pleasee Note:: Iff theree iss anyy doubtt aboutt whetherr orr nott ann applicationn shouldd bee progressedd followingg aa 
personall disclosuree orr positivee tracee (DBSS recordedd conviction),, itt mustt bee escalatedd too aa Directorr forr aa 
finall decisionn onn thatt person’ss suitabilityy forr employment.. 

AA DBSS Positivee Tracee Formm mustt bee completedd inn alll instancess wheree aa DBSS checkk iss returnedd withh aa 
Positivee Trace,, whetherr disclosedd inn thee Applicationn Formm orr otherwise.. 

A Director will make the final decision in respect to any appointment being made concerning these
matters.

Pre-Interview Personal Disclosure Relating to an Offence

DBS Positive Trace

A Director wiiiillllll makeeee the fffiiiiinnnal decision in respppeeeeccctttt too any appointtttmmmmeeeennnnnttt being made concccceeeerrnning thhhhese
matttters.
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TThee formm mustt bee usedd too recordd informationn madee availablee duringg thee interview.. Thee formm willl clarify:: 

•
•
•

Thee companyy iss clearr 
thatt thiss expectationn iss 
thee primaryy dutyy off alll 
stafff andd volunteers.. 

Sectionn Fourteen:: Allegation/Notificationn off Non-Disclosedd Dismall byy aa Formerr Employer

Sectionn Fifteen:: Allegationn off Non-Disclosedd Previouss Disciplinaryy Action

Sectionn Sixteen:: AA Finall Word
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