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Introduction 
 

Safe recruitment is central to the safeguarding of children, young people and vulnerable adults. All 
organisations which employ staff or volunteers to work with children and young people have a duty to 
safeguard and promote their welfare. This includes ensuring that the organisation adopts safe recruitment 
and selection procedures which prevent unsuitable persons from gaining access to children. 

The recruitment and selection decision is of prime importance as the vehicle for obtaining the best 
possible person-to-job fit which will, when aggregated, contribute significantly towards CADAS’ 
effectiveness and vision. It is also becoming increasingly important, as the charity evolves and changes, 
that new recruits show a willingness to learn, adaptability and ability to work as part of a team. The 
Recruitment & Selection procedure should help managers to ensure that these criteria are addressed. 

This policy will: 

▪ be fair and consistent;  
▪ be non-discriminatory;  
▪ conform to all statutory regulations and agreed best practice.  

 

This guidance applies to all adults who have contact with children, young people and adults at risk 
through their work whether in a paid or voluntary capacity. It applies to permanent, temporary and agency 
staff and to those recruited from overseas. It also applies to staff who do not have direct responsibility for 
children, but who will have contact with children within the organisation and will be seen as safe and 
trustworthy and/or have access to confidential and sensitive information e.g. administrative staff, 
receptionists, caretakers, maintenance workers. 

 

Procedure 
 
The Recruitment Process 
Section 11, Children Act 2004, sets out the arrangements for safeguarding and promoting the welfare of 
children and applies to all key local bodies named under section 11(1) of the Act. One of the key features 
of these arrangements is ensuring safe recruitment procedures are in place. 

The following procedure will be used when a post is to be filled. The appointing manager must: 

1. Define the job.  
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; draw up a job description and consult 
the CEO in relation to the appropriate grade and / or salary. 
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In the event of the job being newly established, the approval of the CEO, and confirmation from the chair 
of the board, that funding is available.  
 
Ensure the Job Description and Person Specification are up-to-date and offer a true representation of the 
vacant post, and the person you are looking for to fill this post. 

 

2. Advertise the job internally 
CADAS staff and volunteers will be informed in the first instance of the new role.  An “Expression of 
Interest” must be made to the CEO or to their line manager. 

All information given to interested applicants should highlight the importance of the rigorous selection 
processes and the duty to safeguard and promote the welfare of children and young people.  It should be 
clear that proof of identity will be required, as well as an enhanced Disclosure and Barring Service (DBS) 
check where appropriate. An information package appropriate for the post will include: 

• job description and person specification  
• information on the role and geographical area  
• information on the charity 
• terms and conditions of employment including salary 
 

It is important that this pack is carefully put together in order to present a professional image of the 
charity.  Therefore, out-of-date or poorly presented information is not suitable. 

Discuss with the CEO the most effective means of obtaining suitable permanent candidates. The following 
options should be explored (in this order) but not necessarily all completed: 

• Internal advert within the charity 
• Examination of previous applications, or those held on file within Personnel 
• External advert within the job centre  
• External advert in the local press  
• External advert on social media 
• External advert in the National press  
• External advert in the appropriate technical / professional Journal  
• In senior posts the use of a recruitment agency  
 

3. Design the advertisement.  All advertisements must contain as much information as possible to ensure the 
correct recruitment group is targeted and reduce unsuitable applications, while remaining as cost-effective as 
possible.  

External adverts should be submitted to the CEO with costings for approval before being placed. 
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The Selection Process 
Appropriate selection procedures must be used for each post.  Procedures may vary; at its simplest this 
may involve a straightforward interview and skills testing.  For more senior posts, presentations to the 
interview panel on a chosen topic and/or a series of individual interviews on various topics may be 
included.  

The appointing manager will approach relevant people to assist with shortlisting and interviewing. At least 
two people should be involved in shortlisting and sit on the Interview Panel.  

The application forms received by the closing date will be forwarded to the appointing managers for 
shortlisting.  Applicants must be chosen against the Person Specification.  It is the responsibility of the 
appointing manager at this stage to record (in writing) the reasons why an applicant is not shortlisted.  All 
papers must be returned to Business Support, who will invite the candidates for interview, obtain 
references and make the necessary housekeeping arrangements for the interview.  This will include 
timetabling the interviews and arranging any pre-employment checks if appropriate.   

Around one week prior to the interview, each panellist will receive an interview pack containing: 

• copies of application forms / CVs  
• blank interview report forms;  
• a copy of the job advertisement;  
• a copy of the job description;  
• a copy of the person specification  
 

The appointing manager will: 

• decide on the interview format and determine which areas to concentrate on with the questioning;  
• decide on who will Chair the Interview Panel;  
• receive the references and pre-employment checks for candidates from Business Support and be 

responsible for ensuring the confidentiality of these, and for their safe return to the Business 
Support for destruction.  

• At the interview, the appointing manager will ensure that the Interview Report Form is completed 
as fully as possible. When interviewing, they will ensure that Equal Opportunities legislation is 
strictly adhered to, with no discriminating factors.  

• The interview should assess the merits of each candidate against the job description and person 
specification, and explore their suitability to work with children/young people/Adults at Risk; 

• The interview should stress that the identity of the successful candidate will be checked thoroughly 
and, that where a Disclosure and Barring Service check is appropriate, prior to appointment there 
will be a requirement to complete an application for a Disclosure and Barring Service disclosure; 

• Candidates may be asked to bring with them documentary evidence of their right to work in the 
UK and their identity. Evidence should be as prescribed by UK Visas and Immigration and the 
Disclosure and Barring Service, and can include a current driving licence or passport including a 
photograph, or a full birth certificate, and a document such as a utility bill or financial statement 
that shows the candidate's current name and address (please note that these latter two are time-
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limited and must be no more than 3 months old), and where appropriate change of name 
documentation. Some form of photographic ID must be seen; 

• Candidates may be asked to bring documents confirming any educational and professional 
qualification(s). If this is not possible, written confirmation must be obtained from the awarding 
body. Also documentation of registration with appropriate professional body; 

• A copy of the documents used to verify the successful candidate's identity and qualifications will be 
kept for the personnel file.  

When all candidates have been interviewed, the panel will score them appropriately and, based on this, 
decide on the most suitable person for the post. The appointing manager will arrange to inform the 
successful candidate as soon as possible, agreeing a commencement date and starting salary.  

All interview packs should be returned marked "private & confidential" to the appointing manager for 
filing for future reference if necessary.  These will be kept for up to six months in line with the Data 
Protection Policy (GDPR, 2018). 

Upon return of the Interview Report Form, the Business Support will: 

• telephone all unsuccessful candidates with outcome of interview within 3 working days,  
• write to the appointee, offering the post providing satisfactory references and pre-employment 

checks have been received 
• initiate a personnel file and computer entry for the new member of staff;  
• notify the Manager if the appointee refuses the offer, or if there are any other details to be cleared.  
• liaise with finance officer to set up payroll, timesheets, annual leave etc 

 
The appointing manager will arrange an individual programme of induction for the new start which will be 
arranged and agreed at least one week before the appointee commences. 

 

Appointing Manager's Checklist 
 
Recruitment 
 

1. Review the post - is it necessary, does it need to be changed, can the duties be adequately 
covered elsewhere?  If significant changes are required, or it is a new post, please discuss the 
details in relation to grade and salary with the HR Department /CEO 
 

2. Complete a Job Vacancy Form ensuring approval of CEO. 
 
3. Review / complete the job description and person specification. 

  
4. Put together an information pack for the vacancy. 
 
5. Decide the most effective way to recruit to the post. For example internal advert / job centre / 

national press etc. 
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6. Design the advert. This should be done in conjunction with the service manager / Business 

Support. Decide on a closing date, method of application (e.g. C.V. or application form), 
whether a pre-interview visit will be required and who should be contacted for applicant 
enquiries. 

 
7. The Business Support will process the advert, send out information packs and collate 

applications ready for short-listing. 
 
Selection 
 

1. Decide on the interview panel as soon as possible and arrange a suitable date with them prior to 
the job advert being issued. The interview panel may include a young person/service user at the 
first stage. 
 

2. Applications will be forwarded to you from the Business Support on the closing date. These may 
be inspected at any time prior to this. 
 

3. With at least one other member of the interview panel shortlist for the post against the person 
specification. 
 

4. Before posting the job advert, decide whether it would be appropriate to use alternative selection 
methods, for example psychometric or skill testing and make arrangements for this. 
 

5. Let Business Support have short-list, they will arrange to contact the candidates and set up the 
interviews / tests etc.  
 

6. At least one week before the interviews, the panel will receive an interview pack containing the 
applications and other details. 
 

7. References should be collected by the Business Support immediately after the job offer has been 
accepted. DBS is completed. 
 

8. Ensure arrangements are in hand to welcome candidates as they arrive, to escort them to the 
interview and any other events during the day e.g. testing. 
 

9. Complete the interview, and taking account of the outcome of any testing, decide on the most 
suitable candidate. The appointing manager will contact them by phone and offer the post 
(conditionally when details such as references, medical etc. have to be confirmed) agreeing 
verbally the salary and proposed start date. 
 

10. Return all interview packs and references to the Business Support with the Interview Report Form. 
They will Contact all other unsuccessful candidates by phone the same day if possible, and 
undertake the necessary administration. 
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11. Set up an individual induction programme for the new appointment. 

 

Criminal record 

Employers must make a judgement about suitability, taking into account only those offences which may 
be relevant to the post in question.  In deciding the relevance the following should be considered: 

• The nature of the appointment; 
• The nature of the offence; 
• The age at which the offence took place; 
• The frequency of the offence. 

Anyone who is barred from working with children is committing an offence if they apply for, offer to do, 
accept or do any work constituting Regulated Activity.  It is also an offence for an employer knowingly to 
offer work in a regulated position, or to procure work in a regulated position for an individual who is 
disqualified from working with children, or fail to remove such an individual from such work. 

Retention 
 

Developing our current staff 
 
Staff development and internal movement should be encouraged in line with any talent management or 
leadership strategy. In order to make this process more effective we need to develop systems and policies 
that better manage this process in a consistent manner. 

Systems will be developed that meet the needs of each staff member based on competence and skills sets 
that support progression. 

It is a contractual obligation for every member of staff to have an annual appraisal and the organisation is 
committed to this principle and will become more robust in its monitoring of staff development.  

 

Engagement 
Engagement is about creating opportunities for employees to connect with their colleagues, managers 
and the wider organisation to be part of its make-up and delivery of quality care. It’s about creating an 
environment where employees are motivated, valued and empowered to deliver the quality care expected 
and go the extra mile to provide services which are some of the best.  

Staff Involvement and engagement is therefore a key factor influencing staff morale in the workplace. 
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Improve working conditions 
 
Staff have the right to work in an environment which is conducive to effective working practices and which 
ensures they can work safely and healthily. The following actions in a number of different areas will be 
required to maintain and promote this: 

✓ Continue to improve the physical working environment for staff such as office space, temperature, 
decoration,  

✓ Continue to ensure our staff feel safe and supported 
✓ Undertake a well-being action plan (WAP) with all staff to ensure well- being and mental health is 

protected and safeguarded for all employees 
✓ Regularly monitor sickness absence reasons and address trends 
✓ Staff Involvement is a key factor influencing staff morale in the workplace 

 

Exit questionnaires 
 
It is important to determine what causes staff to leave and gain a better understanding of why people are 
leaving the organisation. 

It is essential that our staff feel valued and supported when at work. Exit Interview/Questionnaire 
Processes, documentation and reporting will be reviewed and re-launched as well as a campaign to 
improve retention in order to analyse trends within the organisation. 

We must: 

▪ Encourage all employees who resign from employment to either complete an exit questionnaire, or 
attend an exit interview 

▪ Results of the completed questionnaires and interviews will be collated and analysed.  
▪ Become more proactive in following up leavers after they have left the organisation to get their 

valuable feedback 
▪ Continue to use feedback from leavers to identify areas of improvement within the organisation 
▪ Promote a ‘team based’ culture which promotes the values of the organisation 
▪ Promote the benefits of a healthy work/life balance for all staff 

 

 

 

 


