Safer Recruitment checklist for Parishes
	Recruitment & Selection
Process
	Safer Recruitment Step
	Date of
Completion
	Notes

	Refer to your recruitment Policies & Procedures
	Check recruitment policies & Procedures to ensure you are following a consistent and safe process regarding recruiting for roles working with children, young people and families.
	
	

	Define your requirements
	What is the post
Agree on shortlisting and interview panel
	
	

	Prepare the job description
	Make sure that safeguarding responsibilities are clearly defined on:
· Job description 
· Person specification (Essential & Desirable skills, Experience, knowledge and qualifications)
	
	

	Advertising the vacancy
	Insert safeguarding message to deter unsuitable applicants:
· “The Diocese of Derby is committed to safeguarding and promoting the welfare of children & young people and expects all staff and volunteers to share this commitment”.
Include: 
· Application forms (CV’s will not be accepted) Applicants require two references, covering a 5-year period. One must be previous employer.
· DBS declaration information 
	
	

	Shortlisting Applications
	· Devise short listing criteria based on essential information.
· Reject applications that are not fully completed or do not meet the full criteria e.g. Qualifications, experience & skills
	
	

	Interviews and Assessment
	· Interview questions must probe attitude towards safeguarding and motivation to work with families and children if the post requires it.
· Probe any gaps in the application form
	
	

	Recruitment decision
	Issue verbal offer of employment and explain that the offer is subject to receiving suitable references and a satisfactory DBS.
If required
	
	

	Pre- employment checks
	Confirm
· Validity of qualifications, certificates
· Right to work in the UK (See checklist) https://www.gov.uk/prove-right-to-work 
· All references including current employer received and followed up if necessary

Submit
· Completed DBS form 

NOTE: Safer recruitment practice is about preventing risk or harm to children, young or vulnerable people.  Therefore, your new worker should not begin work within your setting until the DBS has been returned and you are satisfied with its outcome.

	
	

	Induction
	Highlight safeguarding responsibilities and process for reporting concerns about colleagues within the setting.

Emphasise a culture of vigilance where staff are encouraged to report concerns about colleges behaviour or conduct around children and young or vulnerable people.

Safeguarding training available online through the Diocese, free of charge

Safeguarding Training - Diocese of Derby
	
	



