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Affinia Healthcare KEY steps to safer recruitment 
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Introduction
The vulnerable adults and young people’s Health and Social Care workforce is large and diverse.   All organisations and individual’s who work with vulnerable adults and young people, or are involved in providing services to them, have a duty to safeguard and promote their welfare.
The adoption of safe recruitment practices and procedures is vital in identifying, deterring and rejecting people unsuitable for working with vulnerable adults. This practice incorporates the recommendations and improvements made by national guidance and legislation. 

This policy is designed to support management and staff of Affinia Healthcare  in their responsibilities in the safer recruitment of staff/volunteers who will work with vulnerable adults and young people.    This guidance is intended to compliment Commissioning Authority recruitment practices.   
Guiding Principles – Safer Recruitment Processes
A well-planned and structured recruitment procedure is vital in ensuring the best person is recruited for the role, and to determine whether someone is suitable to work with vulnerable adults. The key to safer recruitment is rigorous scrutiny. All information gathered during the process must be thoroughly checked at every stage. It is important that the need to safeguard vulnerable adults is also considered throughout the recruitment process. 

Safe Practice in Recruitment 

Safer practice in recruitment means that the safety and welfare of every vulnerable adult is paramount at every stage of the process. It starts with detailed planning of the recruitment exercise and, where the post is advertised, ensuring that the advertisement makes clear the organisation’s commitment to safeguarding and promoting the welfare of vulnerable adults. It also requires a consistent and thorough process of obtaining, collating, analysing, and evaluating information from and about applicants. Key elements within this process include: 

· ensuring the job description for all posts/roles makes reference to the responsibility for safeguarding and promoting the welfare of vulnerable adults; 

· ensuring that the person specification for all posts/roles includes specific reference to suitability to work with vulnerable adults; 

· obtaining and scrutinising comprehensive information from applicants, and taking up and satisfactorily resolving any gaps, discrepancies or anomalies; 

· obtaining independent professional references that answer specific questions to help assess an applicant’s suitability to work with vulnerable adults and following up any concerns; 

· a face-to-face interview that explores the candidate’s suitability to work with vulnerable adults as well as his or her suitability for the post; 

· verifying the successful applicant’s identity; 

· verifying that they have the Right to Work in the UK (where employed)

· verifying the successful applicant’s qualifications; 

· checking his or her previous employment history and experience; 
· checking gaps in previous employment history and experience;
· carrying out an Enhanced Disclosure and Barring (DBS) Check for roles in “regulated activity”  
· Where applicants do not have a specific role working with vulnerable adults, but are likely to be in contact with vulnerable adults during the course of their work, the safer recruitment practices still apply.
Commitment to Safeguarding Principles
Affinia Healthcare’s commitment to safeguarding and promoting the welfare of vulnerable adults is implicit in all organisational policies. This commitment is stated in all this Safer Recruitment Policy as an over arching statement of intent and principle.  
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This statement should be included in all:

· Advertisements 

· Publicity, information and websites 

· Candidate information packs 

· Person specifications 

· Job descriptions 

· Competency frameworks 

· Induction and other staff training materials 

Planning and Advertising 
Planning is vital to successful recruitment. It is important to be clear about what mix of qualities, qualifications and experience a successful candidate will need to demonstrate. These requirements should be clearly set out in the advertisement for the post in order to prevent unwanted applications.
It is essential to plan the recruitment exercise itself, identifying who should be involved, assigning responsibilities, and setting aside sufficient time for the work needed at each stage so that safeguards are not skimped or overlooked. For example, it is important to organise the selection process to allow references to be obtained on short listed candidates before interview. 

The time and effort spent in this stage of the process should help minimise the risk of making an unsuitable appointment and deterring those who may present a risk to vulnerable adults and young people. 

When a vacancy is advertised, the advertisement should include a statement about the Affinia Healthcare’s commitment to safeguarding and promoting the welfare of vulnerable adults. If the individual is working in “Regulated Activity” reference must also be made to the fact that all applicants will be required to complete an Enhanced DBS disclosure form and bring evidence of identity, Right to Work in the UK and qualifications.  All documentation must be photocopied and signed and dated by the relevant recruiting manager as verification of having seen the originals.

All information given to applicants should highlight the importance placed by the organisation on a rigorous selection process and that the duty to safeguard and promote the welfare of vulnerable adults is everybody’s business.

The Application Form 

The single most important principle to apply in any appointment decision is to search for and appoint the best person.   All roles working with vulnerable adults must  require applicants to complete an Application Form.    Application Forms must contain the following:

The application form should also require a signed statement (or declaration form) that the person is not disqualified from work with vulnerable adults through the ISA’s Barring Lists (List 99) or subject to sanctions imposed by a regulatory or professional body and has no convictions, cautions, or bind-overs. 

If an individual has a conviction, caution or bind-over then they should be asked to attach details of their record in a sealed envelope marked confidential. This gives the applicant an opportunity to flag up something that may not be relevant in a confidential way. It also encourages the applicant to be open about any issues so that, if necessary, it can be discussed with them either prior to or at interview, rather than having to wait for a DBS disclosure. 
The declaration demonstrates that the Affinia Healthcare takes safe recruitment seriously. Having a written declaration means that if successful candidate has deliberately lied about his or her criminal background, it is easier for the police, regulatory agency or organisation to take action against the person. The signed statement should also confirm that all information provided on the application form is true. 

The Job Description
Once a post becomes vacant or a new post is created, the job description should be reviewed to ensure compliance with this safer recruitment guidance. This applies whatever the level of responsibility or duration of the appointment. The job description should clearly state: 


The Person Specification 

The Person Specification is supplementary information to the job description and lists essential and desirable criteria for the post. It should: 


The Application Information Pack 
The application pack should include a copy of: 


The application pack should also make it clear to potential candidates that: 


Scrutinising and Shortlisting Applications 

At least two people must be involved in the process of scrutinising applications and short listing candidates. It is recommended that at least one member of the panel should have Completed Affinia Healthcare Safer Recruitment Training*. An objective approach should always be taken and subjective judgments avoided. Two people will also mean that it is much less likely that any key information or gaps in employment will be missed if both individuals separately scrutinise the applications. *Please refer to the section on the Interview Panel for further information regarding Safer Recruitment Training. 

All applications should be checked to ensure that they are fully and properly completed, that the information provided is consistent, does not contain any discrepancies and to ensure that any gaps in employment are identified. Incomplete applications should not be accepted and should be returned for completion. Any anomalies or discrepancies or gaps in employment identified should be noted so that they can be taken up as part of the consideration of whether to short list the applicant. As well as obtaining reasons for gaps in employment, the reasons for any repeated changes of employment without any clear career or salary progression, or a mid-career move from a permanent post to supply teaching or temporary work should also be explored and verified. 

All candidates should be assessed equally against the criteria contained in the person specification without exception or variation. 

References 
A person’s past behaviour is the most reliable way of predicting future behaviour. Consequently the information that you can obtain from referees can be very important. The purpose of seeking references is to obtain objective and factual information to support appointment decisions. They should always be sought and obtained directly from the referee. 

A reference must be obtained from the person’s current employer and in most circumstances this will be a role in which the applicant has worked with vulnerable adults. Where an applicant does not have current experience of working with vulnerable adults but has done so in the past, a reference should also be sought from the relevant previous organisation. 

Any offer of employment should always be conditional on the receipt of satisfactory references.  References should always be obtained in writing and telephone contact must be made with at least one referee (the most recent or relevant) in order to verify the reference.  Referees should be asked to comment on work and professional competence and personal qualities, although it should be borne in mind that comments on “personal qualities” can be highly subjective. 

References should also specifically request information on the applicant’s suitability to work with vulnerable adults details of any disciplinary procedures the applicant has been subject to including those where the sanction has expired – a template reference is contained later in this policy.   All reference requests should contain a copy of the job description and person specification. 

Affinia Healthcare does not accept references or testimonials provided by the candidate, or on open references and testimonials, i.e. “To Whom It May Concern”. There are cases of candidates forging references and open references/testimonials can be the result of a “compromise agreement” and are, therefore, unlikely to include any adverse comments. Consideration should be given to whether the referee has been very cautious in the information they have given and whether it appears to be an agreed reference. Verbal references are also not acceptable. If an employer says it is not their policy to provide references, the applicant must be asked to nominate another referee. 
References must be thoroughly screened to ensure the referee has answered all the questions. Explanations must be sought in relation to any gaps in employment. Any vague or ambiguous statements must be noted and explored at interview.    Information provided by the referee should be compared with the information provided by the applicant in his or her application and any discrepancies checked. 

Where references reveal any inconsistencies or doubts about the person’s suitability, the issues should be followed up and explored with the referee. It is important to keep written records of any telephone conversations and where the issues are significant, more detailed information sought in writing from the referee. This is particularly important where a decision is made not to consider the person further, or where issues need to be explored further with the applicant.
Any information about past disciplinary action or allegations should be considered in the circumstances of the individual case. 

Interviews 

The interview should assess the merits of each candidate against the job requirements, and explore their suitability to work with vulnerable adults. Please also refer to the section on Interview Panels below. 
Invitation to Interview 

In addition to confirming the normal arrangements for interviews, the invitation to the candidate should explain how the interview will be conducted and the areas it will explore including suitability to work with vulnerable adults. Enclosing a copy of the person specification can usefully draw attention to the relevant information. 

The invitation should also stress that the identity of the successful candidate will need to be checked thoroughly to ensure the person is who he or she claims to be, and that where a DBS Disclosure is appropriate the person will be required to complete an application for a DBS Disclosure straight away. Consequently all candidates should be instructed to bring with them documentary evidence of their identity to satisfy DBS requirements, i.e. either a current driving licence or passport including a photograph, or a full birth certificate, plus documents such as a utility bill or financial statement that shows the candidate’s current name and address, and where appropriate change of name documentation. More information can be obtained from the Disclosure and Barring Service website.
 Candidates should also be asked to bring documents confirming any educational and professional qualifications that are necessary or relevant for the post, e.g. the original or a certified copy of a certificate, or diploma, or a letter of confirmation from the awarding body. N.B. If the successful candidate cannot produce original documents or certified copies, written confirmation of his or her relevant qualifications must be obtained from the awarding body. 


A copy of the documents used to verify the successful candidate’s identity, right to work in the U.K and qualifications must be kept for the personnel file. These should be signed and dated by the person carrying out the checks. 
Interview Panel 

All interview panels should have at least two people. In the case of senior or specialist posts, a larger panel might be appropriate. A panel of at least two people allows one member to observe and assess the candidate, and make notes, while the candidate is talking to the other. It also reduces the possibility of any dispute about what was said or asked during the interview. It is recommended that members of the panel: 
Scope of the Interview 

In addition to assessing and evaluating the applicant’s suitability for the particular post, the interview panel should also explore:

The panel should also ask the candidate if they wish to declare anything in light of the requirement for an Enhanced DBS Disclosure 

It is vital that the references are obtained and scrutinised before a person’s appointment is confirmed and before they start work. If, however, it has not been possible to obtain references before the interview, the candidate should be asked at interview if there is anything they wish to declare or discuss in light of the questions that have been (or will be) put to his or her referees.
Conditional Offer of Appointment 

Any offer of appointment to the successful candidate will be conditional upon the following (this should be stated at interview and in the offer letter):
 

Post Appointment: Induction 

There should be an organisational induction programme for newly appointed staff and volunteers regardless of previous experience. The purpose of induction is to:
 

The content and nature of the induction process will vary according to the role and previous experience of the new member of staff or volunteer, but as far as safeguarding and promoting the welfare of vulnerable adults is concerned the induction programme should include information about:


The programme should also include attendance at child protection training as appropriate to the person’s role. 

The information contained in this section has been taken from the DfE Safeguarding Vulnerable adults and Safer Recruitment in Education Guidelines and adapted for the purposes of this manual.  Managers should ensure they are familiar with the guidelines and ensure continued awareness of safeguarding issues within the organisation. Staff must have appropriate training and induction so that they understand their roles and responsibilities and are confident in carrying them out. 
Disclosure and Barring Service checks
For some of jobs within the voluntary sector (paid employee or volunteer), a position involving working with vulnerable adults or vulnerable vulnerable adults is eligible for a DBS check.

A DBS check is a process of gathering information about an applicant's possible criminal activity. This includes spent and unspent convictions, cautions and warnings given by the police. A DBS check is the certificate containing this information.

A DBS check should only be requested in specific circumstances, such as when a volunteer has regular contact with vulnerable individuals as a direct result of their position within the organisation.

There are 2 levels of DBS check:-

Enhanced DBS Check - available for positions that were in regulated activity prior to the Protection of Freedoms Act but now fall outside of regulated activity. It will provide details of spent and unspent convictions, cautions and warnings.

Enhanced DBS Check for regulated activity - available for positions working in regulated activity and providing details of spent and unspent convictions, cautions and warnings. It will also check the DBS Barred list for the relevant group. 

Regulated Activity - Eligibility   

Regulated activity is defined in Schedule 4 of the Safeguarding Vulnerable Groups Act.

Working with vulnerable adults 
Teaching, training, instructing, care for or supervision of vulnerable adults (if unsupervised)*

Providing advice or guidance on wellbeing* (excluding legal advice)

Driving a vehicle only for vulnerable adults
Moderating a chatroom for vulnerable adults 

* If once a week or more or 4 or more times in 30 days or in some cases overnight (overnight to mean between 2am and 6am and with an opportunity for face-to-face contact with vulnerable adults).
Work for or on behalf of an establishment eg. Care Home, vulnerable adults's home, Supported Housing premises etc with the opportunity for contact with vulnerable adults (excluding supervised volunteers and occasional or temporary contract work eg plumbers, painters) - if once a week or more or 4 times in 30 days
Healthcare by or under the direction of a healthcare professional - no frequency conditions
Personal care - assistance with washing, eating, drinking, toileting etc needed due to age, illness or disability - no frequency conditions
Registered Childminding and Foster carers - no frequency conditions 
CQC Guidance
Working with vulnerable adults - no frequency conditions

Providing personal care - help with eating, drinking, washing and dressing or teaching someone to do one of these tasks

Providing healthcare - working as a regulated healthcare professional (doctor, nurse etc) or carrying out work under the direction or supervision of one (as a healthcare assistant)

Working as a social care worker - providing social work which is required in connection with any health services or social services

Having legal/enduring power of attorney or acting as a deputy under the Mental Health Act - to make welfare and/or financial decisions on behalf of another person

Helping someone with day to day management of money - paying bills or shopping because of age, illness or disability

Conveying someone - to, from or between places where they receive healthcare, personal care or social care because of age, illness or disability

Department of Health Guidance 

 

Cost
The DBS levies a charge for a DBS check for paid employees. Volunteers are free of charge.

If you would like further information on DBS checks please visit Disclosure and Barring Service (DBS)
Applicant Guide
The DBS have released new guidance to help applicants complete the application form. It explains the steps that must be taken to ensure that the application form is completed correctly, which should minimise errors and prevent forms being returned to the organisation administering the checks. The new guidance is available on the Home Office website and provides general rules for applicants, how to record information such as current and previous names and address history and ensuring the form is completed correctly.  For more information Applicant Guide
DBS eligible positions guidance
Before requesting a DBS disclosure please check the DBS eligible positions guidance. If an individual still has concerns about  Affinia Healthcare's entitlement to request details about their spent conviction history you could either:

- provide them with an explanation and quote the legislation that supports your request;
- or you could tell them to contact organisations such as NACRO, Unlock, the Apex Trust or the Citizens Advice Bureau.

If after guidance has been sought, the applicant is still concerned they should raise the issue with the Ministry of Justice.
 

Disputes 
Should an applicant wish to raise a dispute concerning the content of the information released on the DBS Certificate where they believe that the information does not relate to them or that elements of the information are incorrect or irrelevant please guide them to Disputes. This webpage contains information on the two types of dispute - data entry and data source disputes - and how to raise the dispute for each.

DBS Code of Practice
DBS Glossary
More information on Vetting Checks

Disclosure and Barring Service
All those appointed to work in “regulated activity” with vulnerable adults must have an enhanced DBS check.   

Where there is a delay in receiving clearance the individual must not work unsupervised with vulnerable adults.    In addition to being supervised - a Risk Assessment must be undertaken and approved by an appropriate senior manager/lead officer together with a barring list check (formerly List 99).

Where an individual has worked or lived overseas in the past 5 years there is a need to complete an overseas conviction assessment.   This is obtained via the DBS website.

In cases where the DBS disclosure contains prosecutions, cautions or similar information it is the responsibility of the organisation to carry out a risk assessment to determine whether the person is suitable to work with vulnerable adults.   A sample template is contained in this policy.

Proof of Identity

Identity checks should be undertaken at interview.   The organisation must establish that the person is who they say they are.   This should be verified by formal photographic identity such as a passport or driving licence together with confirmation of current address.
Identity and Immigration (employees only)

In accordance with the Asylum and Immigration Act 1996, employers have a duty to check whether job applicants are entitled to live and work in the UK.   When applicants are invited to interview they should be asked to bring with them evidence of their right to work in the UK.   It is important to be sure that the person is who he or she claims to be.   The employer must ask to see documentary evidence of identity and British or European Economic Area citizenship, e.g. a British birth certificate, British or EEA passport together with National Insurance Number.  It is a criminal offence to employ a person who does not have permission to live and work within the UK.   The employer or other person(s) making the appointment could be liable for prosecution.   The UK Border Agency also require that employers, check, copy and keep the evidence that they have verified.   This should be held securely on the personnel file.
Safer Recruitment

Template Letters and Forms

Application Form      
You must complete all sections of the Application Form in blank ink or electronically.   We will use this form to help us decide on your suitability for the post so please make sure it is accurate and complete.      Curriculum Vitae will not be accepted.   Guidance Notes are attached to help you complete this form.
	Position applied for:


	Closing date:



	Where did you first learn of this vacancy? 




Personal Details and Contact Details

	Title:
Surname:
Forenames (in full): 

	Please also provide details of any former names (if applicable) 

	Home Address:
	Daytime Telephone No:
	

	
	Evening Telephone No:
	

	
	Mobile No:
	

	
	National Insurance No:
	

	Post Code:
	
	e-mail:
	


Entitlement to work in the UK

	All applicants will be asked at interview to provide documentary evidence of their right to work in the UK – do you have any restrictions that apply to you?
Yes*
no
*If yes – please give details of any restrictions:


References 

Please provide details of two referees who can comment on your suitability for this post. The referee must be a line manager or supervisor. References from relatives or people who only know you as a friend are not acceptable. If you do not wish us to contact a referee prior to inteview, then please tick the appropriate box and use a separate sheet to explain why .  If you have not worked previously, then please give details of a school/college/university official.     

	Referee 1 (current or most recent employer)
	Referee 2

	Name:
	Name:

	Relationship to applicant:
	Relationship to applicant:

	Position:
	Position:

	Employer/University/College Name:
	Employer/University/College Name:

	Address:


	Address:



	Post Code:
	
	Post Code:
	

	Telephone No:
	
	Telephone No:
	

	E-mail:
	
	E-mail:
	


Current Employment (or last employment if not currently employed)

	Employer Name:
	

	Employer Address:
	

	Post Title:
	

	Start date (dd/mm/yyyy):
	
	End date (dd/mm/yyyy):
(if applicable)
	

	Please give a brief description of current duties, responsibilities and achievements:
	

	Reason for leaving this post:
	

	What is your contractual period of notice?
	
	Current Salary:
	


Previous Employment  (please list all your employment history and continue on an additional sheet if necessary)

	Name and address of Employer
	Job Title
	Start Date
(dd/mm/yyyy)
	End Date
(dd/mm/yyyy)
	Reason for
Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Gaps in Employment 

Please indicate and explain any gaps in employment since first leaving secondary education.  Include specific dates and be sure to account for all gaps, whatever their length.  

	Dates from:
	Dates to:
	Reason for gap

	
	
	

	
	
	

	
	
	

	
	
	


Education  

If the post requires a particular qualification, you will be asked to produce original evidence at your interview if shortlisted.


	Secondary and Further Education  (please list in chronological order) 
	Level
	Subjects
	Grade/

Result
	Year 

Obtained

	
	
	
	
	


Other training and development (including professional, vocational or job related training)

	Title and brief description of course
	Date

	
	

	
	

	
	

	
	

	
	

	
	


Membership of Professional Associations or Statutory Body
	Organisation Name
	Level of Membership/Role/Registration No. (if applicable)
	Registration Date

	
	
	

	
	
	

	
	
	

	Are you subject to any conditions or prohibitions placed on you by any statutory body in the UK.   *If Yes – please provide details in a sealed envelope and attach with this form
	Yes*
	
	No
	


Reasons for applying for this post

	This section is the most vital part of the form. We need you to give us specific information to support your application so that we can shortlist in a fair and unbiased way. We recommend that you provide as much evidence as possible to show how your skills, abilities, knowledge and experience meet the selection criteria in the post description and person specification (where provided). These documents describe the essential experience and knowledge required for the post and may include competencies required. Please provide examples which relate directly to the post you are applying for:   

Please continue overleaf if necessary……




Reasons for applying for this post cont’d….

	Please use additional sheets (if necessary) and attach to this form


Additional Information

	Are you licensed to drive any of the following?
	Private Car
	
	Motor Bike
	
	PCV


	
	Other (give details)
	

	Please confirm whether this will be your only employment?
	Yes
	
	No*
	

	* If no, provide details including days and hours worked and whether full- or part-time:

	Have you been the subject of a formal disciplinary sanction or are you in the process of ongoing disciplinary proceedings in your current employment?
	Yes *
	
	No
	

	Have you been dismissed from any previous employment?
	Yes *
	
	No
	

	* If yes, please indicate which employment and specify the reasons for your dismissal (use a separate sheet if necessary):

If you are short-listed for interview the panel will discuss this with you and your current or previous employers.

	Please note the following:

If you are related to anyone in this organisation please provide details (refer to notes below):




A) Enhanced DBS Check:

All posts defined as “regulated activity” are subject to an Enhanced DBS check so that any criminal background (including “spent” convictions, bind-over orders or cautions) is disclosed to the organisation.  We cannot employ someone to this post without this check. If you are successful in applying for this post we will ask the DBS for a Disclosure.

The position for which you are applying involves contact with vulnerable groups. It is exempt from the Rehabilitation of Offenders Act 1974 and all subsequent amendments (England and Wales). For this position you are not entitled to withhold information about police cautions, bind-overs, or any criminal convictions that would otherwise have been considered “spent” under the Act.

	Have you ever been convicted of any offence, been bound-over, or given a caution? (see notes above)

YES*


NO

(tick whichever is appropriate)

*If yes, please give details in the space provided below.   The information you provide will be treated in confidence.



	Are you currently the subject of any police investigations following allegations made against you?

YES*


NO

(tick whichever is appropriate)

*If yes, please give details in the space provided below.   The information you provide will be treated in confidence.




B)  Safeguarding Declaration:

	I declare that the information I have given on this form is complete and accurate and that: 

· I am not barred or disqualified from working with vulnerable groups, vulnerable adults or young people 

· I am not subject to any sanctions or conditions on my employment imposed by the Independent Safeguarding Authority, Secretary of State or other regulatory body.   .


Signed:
Print Name:


Date:




C)  General Declaration

	I understand that to knowingly give false information or to leave out any relevant information could result in:

· the withdrawal of any offer of appointment, or 

· my dismissal at any time in the future, and possible criminal prosecution


Signed:
Print Name:


Date:




	Availability:

Are there any dates when you are not available for interview?

	PLEASE RETURN THIS FORM TO:   




Data Protection

Data Protection accordance with the Data Protection Act 1998, this organisation will only use the information given on this application form to determine your suitability for this post and to monitor equal opportunities.   We will keep application forms of unsuccessful candidates for six months before being destroyed.

EQUAL OPPORTUNITIES MONITORING FORM - IS SECTION TO BE COMPLETED BY ALL APPLICANTS    (this form will not be used as part of any selection process)

Please help insert name of organisation prevent unfair discrimination by answering ALL of the following questions and ticking the appropriate box. This information will be treated in the strictest confidence and only used to enable us to monitor our performance as an equal opportunities employer. It will not be seen or used by anyone involved in selecting candidates for interview.

Personal Details:
	Post Title:
	Post No:

	First name(s):
	Surname:

	Date of Birth:
	Male:
	Female:

	Ethnic Origin/Nationality:





My Ethnic Origin is:

White

Mixed

Asian

01   
British

21
Black and White Caribbean

41
Indian or British Indian

02   
Irish

22
Black and White African

42
Pakistani, British Pakistani

19  

Other white

27
Chinese and White

43
Bangladeshi, British 
Bangladeshi

28
Any other mixed background

44
Other Asian,  British Asian

Black

Other

61
Caribbean

81
Chinese

99
Prefer not to say

62
African

85
Any Other

63
Other Black or Black British



	Sexual Orientation:


Bisexual
Gay
Heterosexual
Lesbian
Prefer not to say



	Religion (please tick one box only; categories determined by Office of Population Census and Surveys):


Christian
Buddhist
Hindu
Jewish
Muslim


Sikh
All other religions, beliefs or faiths
No religion
Prefer not to say



	Disability:

The Disability Discrimination Act defines disability as a physical or mental impairment which has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.


Do you consider yourself to be disabled?
Yes


No

If Yes what is the nature of your disability?

If you are disabled, are there any arrangements we can make for you at interview (e.g. ground floor venue, hearing loop, sign language interpreter, audio tape or other adjustments).   Please detail requirements:

We  will interview all disabled applicants who meet the minimum (i.e. essential) criteria for a post vacancy and consider them on their skills and experience.   Please sign here if you are happy for your details to be passed to the interviewing manager so that you can be considered under the two ticks scheme. 
 


Signature





Print name in full



	It would also help us to know any barriers you have faced when dealing with us and we would be grateful if you would also use this space to make suggestions on how we can improve.




SAFER RECRUITMENT - Competency Based Interview Questions and Scoring Matrix

	Name of Candidate:
	
	Interview Panel (Names):
	

	Post applied for:
	
	Date of Interview:
	


	Positive Indicators
	Personal Competencies
	Negative Indicators

	· Convincing responses based on balanced understanding of self & circumstance;

· Has, a realistic knowledge of personal strengths & weaknesses;

· Examples of having considered / tried other options & alternatives;

· A realistic appreciation of the challenges involved in working with vulnerable adults/vulnerable vulnerable adults;

· Evidence of others having supported and encouraged based on observation of personal talent.
	1. Motivation for working with vulnerable adults/vulnerable vulnerable adults
Self-awareness / knowledge & understanding of self, interconnection between self & professional role.

Example Questions:

· What do you feel are the main drivers, which led you to want to work with vulnerable adults/vulnerable vulnerable adults?

· How do you motivate young people/vulnerable vulnerable adults?

· What has working with young people/vulnerable vulnerable adults to date, taught you about yourself?
	· Unconvincing responses based on whimsical examples;

· Not self aware, don’t see themselves as others do;

· Driven by personal needs not needs of others;

· Not realistic about personal strengths & weaknesses;

· Unrealistic impression of what working with vulnerable adults/vulnerable vulnerable adults is really like;

· Failure to consider other alternatives;

· Pushed by others, forced by circumstance to do something they don’t appear to have personally thought through.

	Notes:


Use this form to gather evidence displayed at interview or assessment.  Circle evidence displayed on left and right of table.   Please remember that your notes must be factual and not subjective and may be used as evidence if the selection process is called into question.

3 = Evidence exceeds the standard set 

2 = Evidence meets the standards set

1 = Some evidence, but falls short of standards set 

0 = No evidence provided or evidence fall completely short of standards set
	Name of Candidate:
	
	Interview Panel (Names):
	

	Post applied for:
	
	Date of Interview:
	


	Positive Indicators
	Personal Competencies
	Negative Indicators

	· Behaves consistently & appropriately under pressure or in a position of authority;

· Has control over emotions with vulnerable adults & with vulnerable adults;

· Understands position power & how to manage boundaries;

· Knows when & how to seek help in difficult circumstances.
	2. Emotional Maturity & Resilience

Consistency under pressure, ability to use authority & respond appropriately, ability to seek assistance / support where necessary.

· Tell me about a time when you have been working with vulnerable adults/vulnerable adults when your authority was seriously challenged. How did you react? What strategies did you employ to bring things back on course? How comfortable were you in this situation?

· Tell me about a person you have had particular difficulty dealing with. What made it difficult? How did you manage the situation?
	· Inappropriate responses when under pressure or when in a position of power;

· Inconsistent responses;

· Handles conflict badly;

· Fails to control temper / emotions with vulnerable adults & / or with vulnerable adults;

· Doesn’t seek help when needed;

· Fails to go to others for advice;

	Notes:


Use this  form to gather evidence displayed at interview or assessment.  Circle evidence displayed on left and right of table.   Please remember that your notes must be factual and not subjective and may be used as evidence if the selection process is called into question.

3 = Evidence exceeds the standard set 

2 = Evidence meets the standards set

1 = Some evidence, but falls short of standards set 

0 = No evidence provided or evidence fall completely short of standards set
	Name of Candidate:
	
	Interview Panel (Names):
	

	Post applied for:
	
	Date of Interview:
	


	Positive Indicators
	Personal Competencies
	Negative Indicators

	· Demonstrates a balanced understanding of rights and wrongs;

· Puts the child/ adult first;

· Alive to the realities of abuse;

· Prepared to believe;

· Shows a contemplative approach, drawing on personal experiences & lessons from others;

· Builds values & judgements based on new information;

· Shows an appreciation of Safeguarding issues & an ability to contribute towards a protective environment;

· Shows respect for others’ feelings, views & circumstances.
	3. Values & Ethics

Ability to build & sustain professional standards & relationships, ability to understand & respect other people’s opinions, ability to contribute towards creating a safe & protective environment.

· What are your attitudes to protection of vulnerable adults/vulnerable adults? How have these developed over time?

· What are your feelings about vulnerable adults/ vulnerable adults who make allegations against volunteers/staff?

· How do you feel when someone holds an opinion which differed to your own? How do you behave in this situation?

· Have you ever had concerns about a colleague? How did you deal with this?
	· Extreme opinions which don’t account for the views / feelings of others;

· Doesn’t show balance in opinion;

· Doesn’t build on new information or understanding;

· Opinions harden / become dogged;

· Doesn’t show a full or rounded appreciation of Safeguarding issues;

· Dismissive of, or underplays the risks;

· Consistently puts the blame & responsibility for child protection elsewhere;

· Fails to believe in suspicions / reports of abuse.

	Notes:


Use this  form to gather evidence displayed at interview or assessment.  Circle evidence displayed on left and right of table.   Please remember that your notes must be factual and not subjective and may be used as evidence if the selection process is called into question.

3 = Evidence exceeds the standard set 

2 = Evidence meets the standards set

1 = Some evidence, but falls short of standards set 

0 = No evidence provided or evidence fall completely short of standards set
	Name of Candidate:
	
	Interview Panel (Names):
	

	Post applied for:
	
	Date of Interview:
	


	Positive Indicators
	Personal Competencies
	Negative Indicators

	· Proactive & has personally taken actions to improve Safeguarding culture;

· Has personal experience of having appropriately dealt with a challenging Safeguarding issue;

· Personally committed towards making improvements. Sees it as part of their job;

· Prepared to challenge others in the workplace to make tangible improvements to Safeguarding;

· Prepared to tackle difficult issues, confront individuals if necessary in order to promote best practice;

· Shows a good understanding of the issues. Up to date with events & legislation. Knows about test cases.
	4. Safeguarding Knowledge & Understanding

Example Questions (pick one or two – NOT ALL):

· Tell us about what you have done in the last 12 months to actually improve child/adult protection in the workplace. How did this action rise?

· Follow up with: Who did you talk to? What were the results?

· What is the Safeguarding policy in your workplace?

· Follow up with: How is it monitored? What steps have you taken to improve things?

· Give me an example of when you have had Safeguarding concerns about a child/vulnerable adult.

· Follow up with: What did you do? Who did you involve? What was the outcome?

· Tell us about a situation which you felt fell short of Safeguarding standards.

· Follow up with: How did it arise? Who did you speak to? What actions did you take?

· Have you ever had to challenge the views of someone more senior than yourself in relation to Safeguarding concerns?

· Follow up with: What were the circumstances? How did you go about it? What was the outcome?
	· No evidence of having taken steps in own right to make improvements;

· Passive approach to Safeguarding issues;

· Reluctance to challenge people / systems / processes to make things better;

· No real experience of handling Safeguarding issues. Naïve approach;

· Sees it as someone else’s job and / or responsibility;

· Not well versed or clear in understanding of the issues / sensitivities;

· Intolerant of the bureaucracy around Safeguarding;

· Show a tendency to take inappropriate chances / risks in area of Safeguarding.

	Notes:


Use this  form to gather evidence displayed at interview or assessment.  Circle evidence displayed on left and right of table.   Please remember that your notes must be factual and not subjective and may be used as evidence if the selection process is called into question.

3 = Evidence exceeds the standard set 

2 = Evidence meets the standards set

1 = Some evidence, but falls short of standards set 

0 = No evidence provided or evidence fall completely short of standards set

	Name of Candidate:
	
	Interview Panel (Names):
	

	Post applied for:
	
	Date of Interview:
	


	Positive Indicators
	Personal Competencies
	Negative Indicators

	· evidence

· 
	 Use this sheet for any additional competencies that you wish to explore –  interview panels should note that the same questions need to be asked of all candidates. 


	· evidence

· 

	Notes:


Use this  form to gather evidence displayed at interview or assessment.  Circle evidence displayed on left and right of table.   Please remember that your notes must be factual and not subjective and may be used as evidence if the selection process is called into question.

3 = Evidence exceeds the standard set 

2 = Evidence meets the standards set

1 = Some evidence, but falls short of standards set 

0 = No evidence provided or evidence fall completely short of standards set
Verification Checklist 

	Candidate Name:
	

	Post Applied For:
	

	Date of Interview:
	


	Criteria
	Action
	Verified By and Date

	Application Form and
Employment History
	The candidate has completed an application form, including the relevant declarations and has signed and dated that form.
The candidate has provided information on their employment history and, if appropriate, has adequately explained the reasons for any gaps in their employment.

The application form must be retained
	

	Qualifications
	This only applies where a specific qualification is an essential criteria of the person specification.

Specify qualification and date qualified:

A photocopy of the qualification seen must be retained
	

	Identity
	The candidate has provided satisfactory evidence of their identity.    
Specify document(s) seen to verify identity:

A photocopy of evidence seen must be retained
	

	Right to Work in the UK
	The candidate has provided satisfactory evidence, in accordance with The Asylum & Immigration Act 1996, that they have the right to work in the UK and to undertake the type of work on offer.

Specify document(s) seen to verify right to work in UK:

A photocopy of evidence seen must be retained
	

	Barring List Checks (formerly List 99 Check)
	Enhanced level DBS disclosure or a separate check has indicated that the person is not included on the ISA Barring Lists 
Confirmation of clearance must be retained


	

	Enhanced DBS Disclosure for regulated acitivty
	Enhanced DBS disclosure has been undertaken and the applicant has provided a satisfactory disclosure certificate (the original has been verified and a copy taken 
Where a candidate has previously lived outside of the UK evidence of clearance has been obtained from the countries they resided in. 

Disclosure Certificate Number:

Date of issue:

	


	Criteria
	Action
	Verified By and Date

	References
	Satisfactory references have been taken directly from the appropriate referees and/or the authenticity of any open references has been verified. Referee(s) have provided their assessment of the employee’s suitability to work with vulnerable adults and to undertake this role. 

The first reference must be the current of most recent employer – all checks should be verified with referee by follow up telephone call
Reference 1 from    ………………………………………..

Reference 2 from    ………………………………………..

References must be retained
	

	Driving Licence
	If applicable, the candidate has verified that they hold the appropriate and valid driving licence and are adequately insured for business purposes.

If applicable a photocopy must be retained
	


This form should be completed by the appointing manager or other nominated person.  It must remain confidential and should be retained in the volunteer’s personnel file along with all relevant documentation.
	Letter Headed Paper


	Date:

Our Ref:

Your Ref:

Direct Line:

Fax:

E-mail:
	

	Private & Confidential

[insert name and address]




Dear 

Reference Request:

Applicant:

Post applied for:

The above named has applied for the above post and has given your name as someone we can approach for a reference.   Mr/Ms/Mrs (name) has been shortlisted for interview and this will take place on (insert date).  

In line with this organisation’s policy on safer recruitment, I am taking up references prior to interview and would request that you submit your written reference to me by (insert date of day immediately prior to the interview date).    I appreciate that this will require you to reply within the next few days but am confident that you will share our commitment to safe recruitment.

The role will involve volunteering/working in regulated activity with vulnerable adults between the ages of (insert age) and (insert age).     I enclose a copy of the Job Description and Person Specification for the position.   

It is essential for the safety and welfare of the vulnerable adults in our care that we obtain as much information as possible about potential employees.  The reference request form attached with this letter complies fully with the Care ACT 2014 Safeguarding Vulnerable adults and Safer Recruitment Guidelines.

This post is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act (Exemption) Order 1975.  It is not therefore, in any way contrary to the act, to reveal any information you may have concerning convictions which would otherwise be considered as “spent” in relation to this application and which you consider relevant to the applicant’s suitability for employment.

I would be grateful if you would please complete this form honestly and in as much detail as possible.  Please be reminded that you have a responsibility to ensure that the information you give is accurate and does not contain any material misstatement or omission.  

Please also note that the content of the Reference Form may be discussed with (insert name).

This organisation has a policy of verbally verifying written references of the successful candidate and I would be grateful if your direct telephone contact details are included in your reply.  

Finally, if you are writing your reference as a current or previous employer, or as an officer in another organisation, we would ask that you verify the authenticity of this reference by using an official company stamp in the section provided,   If you do not have a company stamp, then please attach a signed and dated sheet of headed paper/compliment slip with the reference.  I enclose a pre-paid, self addressed envelope for your convenience.  If you have any queries please do not hesitate to contact the undersigned.

Thank you in advance for your assistance.  If you have any queries please do not hesitate to contact me (insert contact number).  I enclose a pre-paid, self addressed envelope for your convenience

Yours sincerely

Manager

Encs

Job Description

Person Specification

Reference Request Form

Pre Paid Envelope
Reference Request Form
	Name of Applicant:
	

	Post Applied for:
	


	What is the name of your organisation?
	

	What position do you hold in relation to the applicant??
	

	How long have you worked/did you work with the Applicant?
	

	Please confirm the Applicant’s role and/or duties
	

	Please confirm the Applicant’s dates of employment:
	Employment
commenced:
	Employment
ended:

	Please confirm the reason for the termination of the Applicant’s employment.  If the Applicant was dismissed, please explain the reason for the Applicant’s dismissal and the surrounding circumstances.
	

	Please rate the Applicant against the following criteria: (please continue on separate sheet if required)
	Needs substantial develop-ment
	Needs develop-ment
	Acceptable
	Strong
	Outstanding

	Attitude to work
	
	
	
	
	

	Reliability
	
	
	
	
	

	Working relationships with other staff
	
	
	
	
	

	Skills 
	
	
	
	
	

	Experience
	
	
	
	
	


	Has the Applicant been the subject of disciplinary proceedings (whether formal or informal) during the last 12 months of their employment?  If so, please provide details of the allegation (s) against the Applicant and the outcome of the proceedings.
	Yes / No *delete as appropriate

	Has the Applicant been the subject of disciplinary proceedings (whether formal or informal) involving issues related to the safety and welfare of vulnerable adults or young people?  If so, please provide details of the allegation (s) against the Applicant and the outcome of the proceedings.
	Yes / No *delete as appropriate

	Please provide details of any allegations or concerns that have been raised (whether formally or informally) about the Applicant which relate to the safety and welfare of vulnerable adults or young people.  
	

	With reference to the attached job description, are you satisfied that the Applicant has the ability and is suitable to undertake this role?  If not, please give specific reasons for your concerns.
	Yes / No *delete as appropriate

	Are you completely satisfied that the Applicant is suitable to work with vulnerable adults?  If, not please give specific reasons for your concerns.
	Yes / No *delete as appropriate

	Would you be willing to re-employ the Applicant? If your answer is “No”, please explain why.
	Yes / No *delete as appropriate

	Please include any other information which you consider may be relevant to the Applicant’s application?

	Signed:

	Please print name:

	Job Title:
	Dated:

	Telephone No:                  
	Extension:

	E-mail address:

	Organisation `name and address:
	Official Stamp:

If you do not have an official stamp then please attach this reference to signed headed paper/compliment slip.


Risk Assessment Form – for employee’s starting work before receipt of DBS check

	Organisation:
	

	Name of Employee/Volunteer:
	

	Post:
	

	Risk:
	Delayed Processing of Enhanced DBS Disclosure for post working within regulated activity with vulnerable adults

	Hazard:
	Carrying out duties involving care or supervision of vulnerable adults without an enhanced disclosure

	

	Control Measures:
	Essential (if yes ()
	Desirable (If yes ()

	Satisfactory References obtained from two most recent employers 
	
	

	ISA Barring List (List 99) Check has been carried out
	
	

	Verification of Identity has been obtained
	
	

	Applicant has provided confirmation of Registration with appropriate professional body and/or has relevant qualifications
	
	

	Applicant can provide evidence of previous DBS Disclosure or overseas equivalent
	
	

	Applicant has recent experience of working with vulnerable adults, and can provide verifiable evidence of this
	
	

	Applicant will be supervised whilst working by someone who already has an Enhanced Disclosure until a satisfactory DBS Disclosure is received 
	
	


KEY

To qualify as an acceptable risk all 5 ESSENTIAL and at least 1 DESIRABLE box must be ticked.   Anything less will constitute an UNACCEPTABLE RISK.

	Acceptable Risk
	
	Unacceptable Risk
	


	Assessed by (Signature)
	
	Name (Block Capitals)
	

	Position:
	
	Date:
	


Keeping a Single Central Record 

It is good practice for any organisation working or volunteering with vulnerable groups to hold a Single Central Record.   This practice is a compulsory requirement in schools.

Best practice is that the Single Central Record holds the following information: 

1. The names, addresses, dates of birth of all staff and volunteers together with any agency workers

2. The identity checks (address and photographic identity) that have been carried out and by whom?

3. What was checked e.g. a passport, utility bill, driving licence etc.

4. Qualifications have been checked - where the qualification is a requirement of the post.

5. 'Right to Work' in the United Kingdom checks – see UK Border Agency Guidance 

6. The date that individuals were checked on the ISA Barring Lists - previously (List 99)

7. All staff/volunteers working in regulated activity have been DBS checked – see DBS site for further information and definition of regulated activity.

8. Two satisfactory references have been seen and verified in line with safe recruitment practice.  

A model Single Central Record template is provided as part of the safer recruitment policy in excel format – 

Guidance for Completing the Single Central Record

	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Name
	Address
	DOB
	Date Address ID Seen
	Specify documents seen for Address ID
	Date Photo ID seen
	Specify documents seen for photo ID
	Date Started with School/Local Authority

	Bloggs Jo B
	00 Any Place, Any Town, Anywhere, Postcode
	DD/MM/YYYY
	DD/MM/YYYY
	Utility Bill
	DD/MM/YYYY
	Driving Licence
	DD/MM/YYYY 



	Mandatory
	Only if a statutory requirement for the
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory

	Job Title or Voluntary Post


	Qualification
	Date (ISA Barring List Checked) formerly List 99
	Date DBS Evidenced and Checked
	DBS Disclosure Number
	Overseas Police Check/ Certificate of Good Conduct Required (Yes/No Only)
	If Required, DBS Overseas Checks Completed (Yes/No Only)

	Social Worker
	DD/MM/YYYY
	DD/MM/YYYY
	DD/MM/YYYY
	000000000000
	
	N/A


	Right to work in the UK  - Migrants outside (European Economic Area)
	References

	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Mandatory
	Optional

	Date Passport/Visa/Work Permit evidenced
	Tier 2 Category Worker - approved by UK Border Agency (sponsorship scheme through employer)
	Date Visa or Work Permit Expires (Earliest Date)
	Date Satisfactory Reference  1 Completed  (most recent employer)
	Reference followed up by telephone (date of verification)
	Date Satisfactory Reference 2 Completed

	DD/MM/YYYY
	N/A unless Tier 2 worker
	N/A
	DD/MM/YYYY
	DD/MM/YYYY
	DD/MM/YYYY




	Validation
	Statutory Training
	Additional Notes/Comments

	Mandatory
	Mandatory
	Optional

	Name of Person carrying out/evidencing checks
	Safer Recruitment or other Statutory Training
	Use this section for any additional notes you may wish to make - please ensure this register is kept in a secure place and can only be accessed by authorised officers

	Penny Perfect
	 Safer Recruitment Module
	 


COMPLIANCE STATEMENT FOR SAFEGUARDING AND VETTING CHECKS

This compliance document provides written assurance that the following safeguarding and vetting checks are carried out by the Organisation in respect of the posts specified.  

To be kept with the Organisation’s Single Central Record and available for inspection by the Local Authority or other statutory body 

	Organisation Name:
	Director or Senior Manager Name:
	Signature
	Date

	
	
	
	


	Requirement

Policy/Procedure/Check
	Assurance

	The Organisation has a Safeguarding/Safer Recruitment Policy
	The Organisation has safeguarding/safer recruitment policies which is made available and is publicised to all staff and volunteers.     

	All staff are fully aware of the Organisation’s safeguarding requirements?
	All staff/volunteers are fully aware of safeguarding requirements through policy and procedure as well as training.

	The Organisation holds a Single Central Record (see recommended template)
	The Organisation has a Single Central Record which records all staff details including address, date of birth, start date and dates of when the relevant vetting checks have been carried out.

	The Organisation uses application forms and not CVs
	The Organisation’s safer recruitment procedures specify that applicants need to complete an application form.   The application form meets recommended safer recruitment standards.

	The Organisation takes up x 2 employment references and these are checked against the application form
	The Organisation’s policy is that 2 written references are obtained and any offer of employment is conditional on the receipt of satisfactory references.   Telephone contact must be made with at least one referee (the most recent or relevant) in order to verify the reference.   Referees are required to answer specific questions to help assess an applicant’s suitability to work with vulnerable groups.

	Confirmation of employment is conditional on satisfactory post-employment checks
	Explicit in all Organisation offer letters irrespective of type of work

	Verification of Identity takes place at Interview
	Compulsory check for all staff/volunteers 

	Permission to work in the UK 
	Compulsory check for all staff/volunteers 

	Enhanced DBS Clearance
	Enhanced DBS Clearance is obtained for all staff working or volunteering with vulnerable groups where regulated activity is involved.

	All staff/volunteers have identity badges and these will be worn at all times when working with vulnerable groups


	All staff/volunteers are required to wear an identity card and with a photograph wherever possible.  


Manager should note that their signature on this compliance statement denotes that the above checks are carried out and that they comply with this Organisation’s Safer Recruitment Policy.

	Department:
	Job Titles of those posts covered under this assurance document
	Manager of Department  (Please also provide contact number)
	Signature  (this can be scanned if held electronically
	Date

	
	 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SAFEGUARDING AUDIT – Good Practice
It is good practice that all organisations who work or volunteer with vulnerable adults have the following in place:


· A written Safeguarding policy that has been agreed by the management team

· A named designated person responsible for the Safeguarding of Vulnerable vulnerable adults
· Safeguarding policies  in place

· Training at an appropriate level for all staff 

The following audit will be used by all staff and management of ffinia Healthcare to measure the rigour and quality of Affinia Healthcare’s safeguarding policies, procedures and processes.

Name of organisation:    


Address:  


Date of Review:
Date of next Review: 

	Tick appropriate box
	Yes
	No

	The organisation has nominated someone within the management team with overall responsibility for child protection
	
	

	Designated staff know how to access current LSCB guidance on multi-agency child protection procedures (www.swcpp.org.uk)
	
	

	The Designated Officer knows how to access Safeguarding Vulnerable adults information on website 
	
	

	The senior management team have undertaken appropriate child protection training including the LSCB Introduction to Child Protection, Advanced Child Protection and refresher training
	
	

	An appointed person(s)  accessed and completed the online Safer Recruitment training
	
	

	The nominated officer for child protection makes use of the Integrated Safeguarding Officer within the Local Authority  for advice support and guidance in relation to child protection matters.
	
	

	Date of most recent whole-organisation Child Protection training                                                          Enter date:
	

	Please circle your score below

	1. Organisation Child Protection (CP) policy

Action to be taken:

	 4   
The organisation doesn’t have a written CP policy

	 3   
The organisation has a CP policy but it needs updating

	 2   
The organisation has a CP policy reviewed in the past 2 years, shared with and accessible to families but it is not fully effective in that not all staff are aware of it

	 1   
The organisation has an up to date CP policy that is known to everyone working and/or volunteering in the organisation and it includes reference to an annual CP audit, reviewed mid-year

	2. Consistency and cross-referencing of procedures
Action to be taken:



	4  
Although CP procedures are in place, other policies and procedures contradict or do not reference them

	3 
The organisation has made a start on looking at other policies and procedures that need to be in line with child protection policy

	2 
The organisation has reviewed all policies and identified those that need to be in line with child protection policy, and has drawn up an action plan to ensure that policies cross-reference appropriately and are consistent with each other

	1  
All policies are aligned; the organisation undertakes some quality assurance checks on implementation; an annual CP audit is undertaken and the organisation has evidence of an action plan implemented and reviewed during the year


	3. Child Protection procedures (including multi-agency procedures and Government guidance)

Action to be taken:



	4 
Procedures are in place but known only by the nominated child protection officer

	3  
Procedures are in place but only the nominated child protection officer and management team are aware of them

	2  
All staff/volunteers are aware of the established child protection procedures

	1  
All organisation staff/volunteers and regular visitors know the established procedures and the  business plan includes information about the organisations safeguarding responsibilities

	4. Child Protection Training
Action to be taken:


	4  
The nominated child protection officer has not attended any multi-agency CP training

	3  
The nominated child protection officer has received required multi-agency CP training but not in the last two years

	2  
The nominated child protection officer has received required multi-agency CP training in the last two years; other members of staff/volunteers have not been offered training

	1  
The nominated child protection officer and management team have received training appropriate to their role in the last two years, and all staff/volunteers have received appropriate CP training during the past 3 years. All new staff/volunteers have undertaken a cp induction session provided by the nominated child protection officer.

	5. Safeguarding and organizational business plan/strategy

Action to be taken:


	4  
The organisation does not view child protection and safeguarding as having a place in the  business plan/strategy

	3 
The organisation is seeking advice on how to develop opportunities for child protection and safeguarding work within the overall business plan/strategy

	2  
The business plan provides some opportunities for vulnerable adults and young people to consider risk situations and explore strategies for keeping safe

	1 
The organisation promotes child protection and the safeguarding of vulnerable adults through the services it provides to vulnerable adults and young people. (i.e. issues of personal safety, self-esteem, bullying, relationships and sex education, e-safety etc.).   Vulnerable adults and young people are helped to talk about their feelings and to know who they can go to for help and advice.     The organisation involves vulnerable adults and young people in the development of policies and procedures such as e-safety & bullying.

	6. Anti-bullying practice

Action to be taken:



	4  
The organisation does not have a discrete anti-bullying policy

	3  
The organisation has an anti-bullying policy 

	2  
The organisation has an anti-bullying policy that has been reviewed in the last 2 years and is consistent with anti-bullying guidance, and is known to all staff and volunteers

	1  
The organisation has an anti-bullying policy that has been updated in the last 2 years and is consistent with anti-bullying guidance; it is known to all staff and volunteers; the organisation also has a vulnerable adults and young people friendly version that has been developed in consultation with those groups that the organisation works with.


	7. Safer Recruitment   (see also last section which provides a more detailed audit of safer recruitment procedures)
Action to be taken:


	4  
Recruitment and selection procedures have not yet been revised in line with LSCB Safer Recruitment Guidance

	3  
Recruitment and selection processes are being reviewed to ensure that they are in line with LSCB guidance

	2  
Recruitment and selection processes have been reviewed and are fully compliant with the LSCB guidance (including interview panels having a member who has completed Safer Recruitment training)

	1  
Recruitment and selection are carried out as above, and induction for all new staff/volunteers has a child protection unit which includes safeguarding and safe professional practice guidance

	8. Code of conduct for safe practice
Action to be taken:



	4  
There isn’t a code of conduct for safe practice for staff

	3  
A code of conduct for safe practice exists for some staff groups but needs widening to include all staff groups

	2  
There is a code of conduct for safe practice, which applies to all staff, volunteers and visitors who come into organisation 

	1  
Information about the code of conduct and about safe working practices is known to all staff, volunteers and visitors who come into organisation

	9. Procedures for managing allegations of abuse made against staff

Action to be taken:



	4  
Not all members of the management team are aware of the LA procedure on how to manage allegations of abuse made against staff 

	3  
All members of the management team are aware of the LA procedure for managing allegations against members of staff, including familiarity with the allegations flowchart 

	2  
All members of staff are aware of the procedure for managing allegations against staff, and are clear about how to report any concerns they may have

	1  
As 2 above; in addition the flowchart is displayed in staff rooms and the procedure for managing allegations of abuse against members of staff is operated effectively by the organisation in that any relevant concerns about staff are / would be reported appropriately to the Local Authority Designated Officer

	10. Child welfare and child protection record keeping 

Action to be taken:



	4  
The organisation does not yet have a policy on recording, retaining and sharing records of child welfare and child protection concerns

	3 
The organisation has a policy on child welfare and child protection record keeping, but this has not been reviewed against LA guidance for organisations

	2  
The organisation has reviewed its policy on child welfare and child protection record keeping against LA guidance and it is consistent with that guidance (including recording outcomes for each concern) 

	1 
The organisation’s policy is consistent with LA guidance, and is effective in that all staff are aware of the policy, and outcomes are routinely and clearly recorded. 


	11. Interagency collaboration (where applicable)

Action to be taken:



	4  
The nominated child protection officer does not attend or contribute to multi-agency processes i.e. core assessments, initial cp conferences and reviews; core groups etc

	3  
The nominated child protection officer attends  and contributes to core assessments, conferences and core groups infrequently and does not provide a written report in the correct format

	2  
The nominated child protection officer regularly attends and contributes (or arranges for other staff as appropriate) to core assessments, cp conferences and core groups, providing both written reports in the correct format and contributing to the cp plan. 

	1  
As above plus the nominated child protection officer ensures that they or other staff and volunteers as appropriate contribute to the cp processes as an active participant in the development and implementation of cp plans to reduce risk to a child or young person in a timely manner

	13. Nominated child protection officer questions (ticked not scored)



	The nominated child protection officer ensures that members of staff are informed on a need to know basis of a pupil’s child protection status and areas of concern to enable effective monitoring.

	The nominated child protection officer ensures that where vulnerable adults leave the establishment their child protection file is copied for the new establishment as soon as possible (within 5 days) and transferred separately from the main file. (As relevant)

	The nominated child protection officer informs the Case Co-ordinator for any pupil with a Child Protection Plan of any changes in organisation placement or provision.


Additional information

1. Designated Child Protection Officer:



 


2. Senior Manager with overall responsibility


2. (a) Have you received any allegations about any member of staff in the previous 12 months leading up to this review  

Yes / No 

 If Yes, 


(b) How many? 



(c) Of these, how many did you refer to the Local Authority Designated Officer (LADO)?

	Recruitment Documentation – Best Practice

The Organisation’s Safeguarding Vulnerable adults policy statement is included in all recruitment documentation.   Applicants should also be provided with copies of the following as part of the Application Pack:
· the organisation’s safer recruitment policy

· the job description and person specification; and explanatory notes on how the requirements of each will be tested and assessed during the selection process.  

· any relevant information about the organisation and the recruitment process, and other relevant policies such as the organisation’s Child Protection Policy Statement; 

· any specific terms and conditions relating to the post 

· details of the vetting checks that will be carried out and that appointment is subject to satisfactory clearance

· general policy and practice in relation to safeguarding and promoting welfare

Letters of invitation to interview should contain a clear reminder that candidates’ suitability to work with vulnerable adults will be explored.


	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	

	References

Two references  -

· One from last employer (always followed up by telephone call to verify the identity of the author and checking any missing facts (if applicable)).  A note of this discussion must be retained on the personnel file, signed and dated by the enquirer.   
· References received by e-mail or fax must be verified also.  In all cases of verification a note should be made, dated and initialled, and retained on the personnel file. 
· Open references are not acceptable and applicants cannot bring a reference with them
· An organisation who uses employment agency staff is required to check that employment agencies have obtained references.   Where staff are recruited to the organisation via an agency, copies of these references will suffice provided they are recent, and there has not been a break in service of 3 months or more.  Best practice is to seek fresh references.
· Ideally references will be available to support the interview process.   Confirmation of appointment is contingent on two satisfactory references, and this should be made clear on any job offer, in writing.  It is recommended that organisations keep outstanding references under review and chase on a weekly basis.   Should a reference remain outstanding after four weeks, the job offer should be reviewed.


	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	

	
	
	

	Identity and Qualifications

· Candidates to bring evidence of identity and qualifications essential to the job, to interview.   Copies must be taken in organisation and verified to confirm the originals have been seen (this requires a signature, title and date).  These must be retained on the personnel file if appointed.  Evidence of qualifications will also inform the selection panel. 

· Organisations must check that professional registrations are checked where applicable
	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	

	Organisation Personnel Files

An organised, personnel file must be set up for the successful applicant.  This should include the following recruitment documents, where applicable:

· Safer Recruitment Checklist 
· Application form
· Job description and personnel specification
· Clearance letters/e-mails – Barring List Checks (List 99), DBS, 
· 2 references (in a sealed envelope)
· copies of identity documents
· Right to Work in the UK – all employees
· Migrant worker sponsorship/leave to remain/registration where applicable
· copy of all qualification certificates where qualifications are an essential requirement of the job (including skills certificates etc)
· Completed Induction Form
· Signature evidencing receipt of Organisation’s Safeguarding Policy
Personnel files must be organized and kept in a secure, lockable filing cabinet or storage room.  Access must be monitored and limited.


	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	

	Enhanced DBS Clearance 

· All staff working in regulated activity have an Enhanced DBS Check*
· The organisation is aware that a new DBS is required where there is a gap of 3 months of more in continuous employment
· The organisation is aware the a new DBS is required where the post differs in contact levels e.g. moving from working with vulnerable vulnerable adults to working with vulnerable adults and young people
*Where there is no option but to start an employee prior to DBS clearance, any prospective employee, worker or volunteer must be checked against the barring lists (List 99), prior to starting in the organisation.    A comprehensive risk assessment must also be undertaken, signed by the manager and employee, to be retained on their personnel file.     Organisations must continue to monitor both the impact of the risk assessment and receipt of clearance.    


	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	


	Background checks for volunteer groups/peripatetic staff

Background checks must be undertaken for anyone working in a organisation – including volunteers and visiting staff who have regular, unsupervised access to vulnerable adults.  Any external agency on the organisation site, during the working day, with unsupervised access to vulnerable adults must be checked (e.g. contractors, breakfast clubs).  However, only those appointed by the organisation and who are the direct responsibility of the organisation should be monitored on the Single Central Record.   Contractors and other personnel providing a service to organisations are the responsibility of the supplier.      In all cases, organisations must seek the assurance as part of awarding the contract, or commissioning the work, that the checks have been undertaken, and check their ID photo card.  No details need to be recorded on the organisation record.    Students undertaking work experience must be supervised at all times, and need not be checked.


	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	

	Ofsted Inspection and the Single Central Record

All organisations that are inspected by Ofsted are required to have a single central record of recruitment and vetting checks covering all staff and others identified by the organisation as having regular contact with vulnerable adults.    Failure to complete the record for all staff will affect the final Ofsted judgement and could mean that an organisation will fail the inspection.
	Level 1 – 4  ( 1 is the highest)
	Notes/Actions

	
	
	

	· Is one Single Central Record (SCR) of staff (including temporary staff, supply staff and volunteers) in place?
	
	

	· Does it record the names, addresses and dates of birth of all members of staff (including supply staff, temporary staff and volunteers)?
	
	

	· Does it show the identify checks made, the date of the check and who carried it out?
	
	

	· Does the organisation have evidence that where agency staff are engaged, the necessary checks have been made?  Agencies are required to ensure that they obtain or apply for enhanced disclosure for all employees before placing them in an organisation that has responsibility for vulnerable groups. Organisations must have confirmation in writing from the agency that the correct checks have taken place. The organisation does not have to see these checks unless there is information contained in the DBS disclosure. The organisation must carry out identity checks to confirm that the individual who arrives at the organisation is the person whom the agency intends to arrive there.   The single central record will show the date on which this check was made and by whom it was carried out. 
	
	

	· Agency staff employed directly by the organisation are treated like any other employees/volunteers.
	
	

	· Does the single central record identify whether qualifications are legally required for the post, and if they are does it identify the checks made of the qualifications, the date evidenced and who carried it out?
	
	

	· Does it show that all staff have been checked against the Vetting and Barring Lists (formerly List 99) and does it show the date of the check and who carried it out? (NB: as part of the DBS checking process the Vetting and Barring lists are checked – however, there may be occasions where only the vulnerable adults barring list has been checked as part of the application – if this is the case then a new DBS will need to be taken up that ensures the vulnerable adults’s barring list is checked).   
	
	

	· Does the single central record show that all employees and volunteers who have regular contact with vulnerable adults and who have been employed since March 2002 have an enhanced DBS check? Is there a record of the date when the organisation was shown it, and does it record the name of the person to whom it was shown?
	
	

	· Does it show that ALL staff appointed to the organisation since May 2006, whether or not they have regular contact with vulnerable adults, have an enhanced DBS check? Again, is there a record of the date when the organisation was shown it, and does it record the name of the person to whom it was shown?
	
	

	· Where a organisation is awaiting the outcome of a DBS check the individual supervised, has a Barring List Check and a Risk Assessment has been completed by the appropriate lead in the organisation?
	
	

	· Does the single central record contain evidence of “permission to work in the UK” for those who are not nationals of a European Economic Area country?
	
	

	· Does it show the date when the organisation saw this permission and the name of the person to whom it was shown?
	
	

	· Does the single central record show that, where required, further overseas criminal records checks have been made, the date on which a response to these checks was received and who in the organisation saw them. “..criminal record information should be sought from countries where individuals have lived or worked….There are reciprocal DBS arrangements with 22 countries and some embassies provide certificates of good conduct.”*.
	
	





Keeping Vulnerable adults Safe is Everybody’s Business      





Before you begin to recruit ……………





Step 7





Ensure each application received is scrutinised in a systematic way by a panel before shortlisting and sending invites to interview





Ask shortlisted candidates to bring all necessary documents to prior to the interview -  in order to carry out a DBS check, identity and if employed a Right to Work in the UK.   You should specify the necessary documentation in the invite letter





Step 8





Before you interview  …………….





Step 1





Ensure that you have an up to date recruitment and selection policy that describes process and roles 





Ensure that your organisation has a safeguarding policy and that a statement about the organisation’s commitment to safeguarding is included in all recruitment and selection materials





Ensure that you have an up to date job description and person specification for the role(s) you wish to recruit to – these should specify the individual’s responsibilities in regard to safeguarding





Ensure that you have an appropriate advertisement prepared that contains all necessary information about the role, timetable and commitment to safeguarding





Ensure that you have compiled a suitable candidate information pack containing information about the organisation, role and safeguarding policies and procedures





Ensure that the organisation’s application form complies with all and current recommended safer recruitment practice guidance





Step 2





Step 3





Step 4





Step 5





Step 6





Ensure that a face to face interview is conducted for ALL shortlisted candidates based on an objective assessment of the candidate’s ability to meet the person specification and job description





Ensure that questions focus on suitability to work or volunteer with vulnerable adults.   Check for gaps in employment and establish reasons.





Step 9





Step 10





Before you select your preferred candidate   …………











Ensure that you are able to make a confident selection of a preferred candidate based on their demonstration of suitability for the role





Step 11





Ensure that your preferred candidate is informed that the offer of employment or voluntary work is conditional on receiving satisfactory information from all necessary checks





Step 12





Before you formally appoint  …………





“Affinia Healthcare is committed to safeguarding and promoting the welfare of vulnerable adults and young people and expects all staff and volunteers to share this commitment.”





full identifying details of the applicant including current and former names, date of birth, current address, and National Insurance Number.  


Note: to ask for date of birth is not discriminatory in these circumstances. This information is required to ensure correct identification of the candidate but must not be used for short listing purposes. 


a statement of any relevant education/training/qualifications


a full history in chronological order since leaving secondary education, including periods of any post-secondary education or training, and part-time and voluntary work as well as full-time employment, with start and end dates


details/explanations for periods not in employment, education or training, and reasons for leaving employment;


a safeguarding declaration (this may be a separate form)


a section where the individual gives their permission for a copy of their DBS to be retained on a confidential file for the period of their employment and for the employer to carry out on line DBS Update Service checks where applicable/eligible 


details of referees.   Two employment references are required, one of which should be the applicant’s current or most recent employer.  The reference form must make it clear that references will not be accepted from work colleagues, relatives or from people writing solely in the capacity of friends; 


a statement of the applicant’s personal qualities; 


any experience that the applicant believes is relevant to his or her suitability for the post advertised and how they meet the person specification and/or job description. 





the main duties and responsibilities of the post; 


whether the role is working in “regulated activity” and therefore subject to an Enhanced DBS disclosure


the individual’s responsibility for promoting and safeguarding the welfare of vulnerable adults and young people they are responsible for, or come into contact with 








include the qualifications and experience, and any other requirements needed to perform the role in relation to working with vulnerable adults and young people 


describe the competencies and qualities that the successful candidate should be able to demonstrate to fulfil the responsibilities of the role – for example ability, experience, training, attitude or a mixture of these.


include safeguarding and promoting the welfare of vulnerable adults as part of the short listing for interview process as it can provide objective criteria for selection. The ability to contribute to safeguarding and promoting welfare of the child is an essential attribute


set out common core skills and knowledge required such as effective communication and engagement, knowledge of child and young person development, supporting transitions, multi-agency working and sharing information





the application form; and explanatory notes about completing the form; 


the job description and person specification; and explanatory notes on how the requirements of each will be tested and assessed during the selection process. For example:  “In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of vulnerable adults including their: 


motivation to work with vulnerable adults and young people; 


ability to form and maintain appropriate relationships and personal boundaries with vulnerable adults and young people; 


emotional resilience in working with challenging behaviours; and 


attitudes to use of authority and maintaining discipline;” 


any relevant information about the organisation and the recruitment process, and other relevant policies such as a Child Protection Policy Statement; 


any specific terms and conditions relating to the post 


general policy and practice in relation to safeguarding and promoting welfare. 








an Enhanced DBS Disclosure will be required for any post in “regulated activity”; 


if the applicant is short listed any relevant issues arising from his or her references will be taken up at interview 


the employer will seek references on short-listed candidates, and may approach previous employers for information to verify particular experience or qualifications, before interview; 


if the applicant is currently working with vulnerable adults, on either a paid or voluntary basis, his or her current employer will be asked about disciplinary offences relating to vulnerable adults, including any in which the penalty is “time expired”, (e.g. where a warning could no longer be taken into account in any new disciplinary hearing) and whether the applicant has been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedure. If the applicant is not currently working with vulnerable adults but has done so in the past, then contact will be made with that employer who will be asked about these issues; 


providing false information is an offence and could result in the application being rejected or summary dismissal if the applicant has been selected and possible referral to the police. 








All documents should be originals or certified copies. 





Are  appropriately trained – it is recommended that at least one member of the interview panel has undertaken safer recruitment training which can be accessed through the Local Authority Adult’s Services’ workshops 


meet before the interviews to: 


reach a consensus about the required standard for the job to which they are appointing; 


consider the issues to be explored with each candidate and who on the panel will ask about each of those; and 


agree their assessment criteria in accordance with the person specification 


agree in advance a set of questions that will apply to all candidates relating to the requirements of the post.  A candidate’s response to a question about an issue will determine whether and how that is followed up. Where possible it is best to avoid hypothetical questions because they allow hypothetical answers. It is better to ask competency based questions that ask a candidate to relate how they have responded to, or dealt with, an actual situation, or questions that test a candidate’s attitudes and understanding of issues.   An example would be – “tell me about a time....”


agree the issues they will explore with each candidate based on the information provided in the candidate’s application and references (if available). 











the candidate’s attitude toward vulnerable adults and young people 


their motivation and reason for working with vulnerable adults 


their attitudes and behaviour about control and punishment 


their perceptions about the boundaries of acceptable behaviour towards vulnerable adults 


their ability to form and maintain professional relationships 


their general understanding of safeguarding of vulnerable adults 


his or her ability to support the organisation’s agenda for safeguarding and promoting the welfare of vulnerable adults 


gaps in the candidate’s employment history; and concerns or discrepancies arising from the information provided by the candidate and/or a referee 











the receipt of at least two satisfactory references (if not obtained prior to interview) and discussion with at least one of these ( the most relevant and recent)It is vital that they are obtained and scrutinised before a person’s appointment is confirmed. 


proof of the candidate’s identity (where this has not been verified at interview); 


proof of the candidate’s right to work in the UK (see section on Identity and Immigration)


 a satisfactory Enhanced DBS Disclosure where they are working in “regulated activity”


 verification of qualifications where they are a requirement of the post (if not verified at the interview); 


completion of any probationary period where applicable














provide training and information about the organisation’s policies and procedures; 


support individuals in a way that is appropriate for the role for which they have been engaged; 


confirm the conduct expected of staff within the organisation; 


provide opportunities for a new member of staff or volunteer to discuss any issues or concerns about their role or responsibilities; and 


enable the person’s line manager or mentor to recognise any concerns or issues about the person’s ability or suitability at the outset and address them immediately.











any written statements of policies and procedures in relation to safeguarding and promoting welfare e.g. child protection, anti-bullying, anti racism, physical intervention or restraint, intimate care, internet safety, child protection and safeguarding procedures and whistle blowing policy; 


safe practice and the standards of conduct and behaviour expected of staff in the organisation; 


how and with whom any concerns about those issues should be raised; and other relevant personnel procedures e.g. disciplinary, managing performance and whistle blowing. 


provide opportunities for a new member of staff or volunteer to discuss any issues or concerns about their role or responsibilities; and 


enable the person’s line manager or mentor to recognise any concerns or issues about the person’s ability or suitability at the outset and address them immediately.





Affinia Healthcare � 





Please quote a number from the list given below





These dates are the dates you saw the documentation 





Date Passport Evidenced must be completed for all employees – Border Agency Requirement.   The other two columns are statutory requirements where the applicant is a Tier 2 worker – see guidance.  Workers outside the EEC cannot work without being sponsored.  Right to work in the UK  must be checked for all staff – 





References must be obtained for all staff – character references are not acceptable – template reference forms are provided in the Safer Recruitment Policy.  





………… 





………… 



































Name:





Name:




















