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1. Introduction 

The purpose of this policy is to set out the minimum requirements of a recruitment 
process for employees and volunteers of SELFA that aims to: 

 attract the best possible applicants to vacancies; 
 deter prospective applicants who are unsuitable for work with children and 

vulnerable adults; 
 identify and reject applicants who are unsuitable for work with children and 

vulnerable adults 
2. Statutory Requirements 

SELFA will ensure that all statutory requirements relating to recruitment and 
safeguarding are met. These requirements may change from time to time and must 
always be adhered to. 

3. Safer Recruitment Training 

At least one member of every interview panel will have completed accredited safer 
recruitment training. Refresher training will be undertaken at appropriate intervals 
to ensure knowledge remains up to date. 

4. Inviting Applications 

Advertisements for posts – whether in newspapers, journals or online – will include 
the statement:  

“SELFA is committed to safeguarding children, young people, vulnerable adults 
and the elderly.  All postholders are subject to a satisfactory enhanced DBS 
check.” 

Prospective applicants will, as a minimum, be supplied with or given access to (eg: 
on SELFA's website) the following: 

 job description and person specification; 
 SELFA’s safeguarding policies; 
 SELFA’s safe recruitment policy; 
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All applications must be submitted using the online application form. A full 
employment history must be provided, and any gaps must be explained. 
Applications with incomplete employment histories may not be considered. 

5. Short-listing and References 

Short-listing of candidates will be carried out against the person specification for 
the post. 

Where possible, references will be obtained prior to interview so that any 
discrepancies can be explored during the selection process. 

References will be sought directly from the referee. References or testimonials 
provided by the candidate will not be accepted. 

At least two references will be obtained. Wherever possible, at least one reference 
must be from an external and independent organisation. 

References from current or former SELFA staff may be accepted where the referee 
has directly supervised the applicant. However: 

 internal referees must not be involved in the recruitment or selection decision; 
 the relationship between the referee and the applicant must be clearly recorded; 
 additional scrutiny will be applied to ensure objectivity. 

Where necessary, referees will be contacted by telephone or email to clarify any 
anomalies or discrepancies. A detailed written record will be kept of such 
exchanges. 

Where appropriate, previous employers who have not been named as referees may 
be contacted to verify employment history or clarify concerns. 

Referees will be asked specific questions about: 

 the candidate’s suitability for working with children and vulnerable adults; 
 any concerns regarding the candidate’s behaviour towards children or 

vulnerable adults; 
 any disciplinary action, including those relating to safeguarding; 
 the reason for leaving previous roles involving children or vulnerable adults; 
 whether they would re-employ the candidate in a similar role. 

References limited by organisational policy 

SELFA recognises that some organisations operate policies that restrict the 
information they can provide in employment or volunteer references, and may 
therefore only supply factual references (for example, confirmation of dates, role 
held, and whether any safeguarding concerns are known). 

Where a referee is unable to complete SELFA’s reference form due to such a policy, 
a factual reference may be accepted provided it is received directly from the 
organisation and includes appropriate safeguarding reassurance where possible. 
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In such cases, the reference will be treated as partial, and additional information will 
be sought through other references, interview questioning, or further 
pre‑employment checks to ensure safer recruitment requirements are met. A clear 
written record will be kept of the limitations of the reference and any mitigating 
actions taken. 

6. The Selection Process 

Selection techniques will be determined by the nature and duties of the vacant post. 
However, all vacancies will require an interview of short-listed candidates. 

Selection panels will consist of at least two people. Panel members must declare any 
conflicts of interest with applicants and withdraw from the process where 
appropriate. 

Interviews will normally be face-to-face. Remote interviews (via video) may be used 
where necessary but will not reduce the robustness of the process. 

Candidates will always be required to: 

 explain satisfactorily any gaps in employment; 
 explain satisfactorily any anomalies or discrepancies in the information available; 
 declare any information that is likely to appear on a DBS disclosure; 

 demonstrate their ability to safeguard and promote the welfare of children and 
vulnerable adults. 

7. Employment Checks 

Any offer of appointment will be conditional upon the satisfactory completion of 
pre-employment checks, including: 

 verification of identity; 

 an enhanced DBS check, including a barred list check where applicable; 

 receipt of satisfactory references; 

 verification of relevant qualifications; 

 proof of the right to live and work in the UK (for staff). 

A risk-based approach will be taken to determine the level of checks required for 
each role, based on the nature of contact with children and vulnerable adults. 

8. Recruitment of volunteers 

Recruitment of volunteers will follow the same safeguarding principles as staff, with 
a proportionate approach based on the level of responsibility and contact with 
children and vulnerable adults. 

Volunteers engaged in regulated activity will be subject to an enhanced DBS check, 
including a barred list check where applicable. 
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9. Induction 

All new staff and volunteers will receive an induction that includes: 

 safeguarding and child protection training;  

 SELFA’s safeguarding policies and procedures;  

 code of conduct and safer working practices;  

 whistleblowing procedures;  

 clear guidance on reporting safeguarding concerns.  

Regular meetings will be held during the initial period of engagement (e.g. first three 
months) between the individual and their line manager or supervisor. 

10. Record keeping 

SELFA will maintain clear and secure records of the recruitment process, including: 

 application forms;  
 interview notes;  
 references;  
 decisions made and reasons for those decisions;  
 pre-employment checks.  

All records will be handled in accordance with data protection requirements. 
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