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SAFER RECRUITMENT POLICY (sTAFF)


1. Introduction

1.1 This policy has been developed to embed our safer recruitment practices and procedures throughout Family Lives and to support the creation of a safer culture by reinforcing the safeguarding and well-being of all children and vulnerable adults we work with.

1.2 Family Lives aims at all times to recruit the person who is most suitable to the particular post.  Recruitment will be solely on the basis of the applicant’s abilities, qualifications, experience and merit as measured against the job description and person specification.

2. Advertisements and job descriptions

2.1 All permanent or fixed term vacancies of one year or more will be advertised internally and existing employees and volunteers are encouraged to apply for vacant posts if they have the requisite skills and experience.

2.2  Short term vacancies may be offered to a limited pool of staff and/or volunteers, such as those who have completed a specific training course or live in a particular area, to expedite the process. This will only be used in limited circumstances when there is an urgent need for a short-term post. Use of this process must be approved by HR.

2.3 Job descriptions / person specifications to inform applicants that an enhanced DBS disclosure is required for roles that work with vulnerable adults and children. 

2.4 Job descriptions / person specifications to include a requirement to commit to “safeguarding children and vulnerable adults”. Person specifications include specific reference to suitability to work with children and vulnerable adults, if applicable to the role. 

2.5 Respondents to advertisements will receive the same information about Family Lives and a copy of the job description and person specification for the post so that applicants are fully informed about the vacancy and the organisation prior to interview.

3. Applications, interviews and DBS

3.1 Comprehensive information on employment history is obtained from applicants prior to interview and any discrepancies resolved before job offer. 
3.2  A face-to-face interview will always be undertaken. This may be by MS Teams if appropriate. If applicable to the role this will explore a candidate’s suitability to work with children/vulnerable adults. All applicants will be interviewed by a panel of three people.  The questions that are put to applicants will relate solely to the requirements of the job. At least one member of the interview / recruitment team will have received training in safer recruitment.
3.3 All job applications will be processed in the same way.  The staff responsible for short-listing, interviewing and selecting candidates will be clearly informed of the selection criteria, and of the need for consistent application.
3.4 Following the interview, it is our policy to respond to both successful and unsuccessful applicants informing them of the outcome.
3.5 Any offer of employment is conditional on obtaining 2 satisfactory references, at least one of whom must be from a previous employer, usually the current or most recent employer. The reference process will also check whether there are any reasons that the individual is not suitable to work with children or vulnerable adults, if applicable. The individual will be required to provide documentary proof of their eligibility to work in the UK. The applicant’s identity is verified with photographic proof where possible e.g. passport. 
3.6 All staff who will be required to work with vulnerable adults or children on a regular and intensive basis are required to have or provide a recent Enhanced Disclosure and Barring Service (DBS) check before they can work alone with vulnerable adults or children. All other roles are required to have a basic DBS disclosure.If an individual has cautions or convictions or there are any safeguarding concerns regarding a prospective member of staff, the decision of the Chief Executive is final regarding whether the individual is suitable to work for Family Lives. 
4. Induction

4.1 All staff receive an induction into the workplace which includes information about, and written statements of, Family Lives policies and procedures in relation to: safeguarding and promoting welfare e.g. child protection, vulnerable adults, whistle blowing, and any local child protection/safeguarding procedures as appropriate. 

4.2 Our safer recruitment procedures include continuing awareness raising of the critical importance of safeguarding children and vulnerable adults. 

5. Equal opportunities and diversity

5.1 We take seriously our commitment to being an equal opportunity employer and advertise/recruit to endeavour to reach as many job seekers as possible.  The guidelines stated in Family Lives Diversity & Equal Opportunities policy will be followed at all stages of recruitment and selection.

5.2 Family Lives will collect diversity information on job applicants for equal opportunity monitoring purposes.  This information is provided at the discretion of the applicant. It is separated from the application form and does not form part of the selection criteria

6. Other

6.1 Recruitment of personnel other than staff may differ in detail of procedure but will remain consistent in principle.

6.2 Family Lives Complaints Procedure may be used by applicants if they feel the standards outlined in this policy have not been met.

Our policies and practices are regularly reviewed and monitored by our board of Trustees and align with the requirements of the local authority safeguarding board. The safeguarding lead at Family Lives is Rosemary Spillman, rosemarys@familylives.org.uk 
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