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Walker Children’s Club 

Safe Recruitment Policy 

Walker Children’s Club(WCC) is committed to ensuring the safety of the children in our care. In order to support 

this aim WCC uses safe recruitment practices to ensure that all people working with the children in our care are 

safe and qualified to do so. This Policy document includes: 

1. Statement of Purpose; 
2. Recruitment Procedure; and  
3. Detailed Guidelines on staff checks. 

Where appropriate to our setting we will also refer to the model Safer Recruitment Policy produced by Enfield 

Council and implemented by Walker Primary School.   

Statement of Purpose 
The purpose of Safer Recruitment is ultimately to: 

Deter.  From the beginning of the recruitment process, it is important to send the right message  – that the 

organisation has a rigorous recruitment process and does not tolerate any form of  abuse.  Wording in adverts 

and recruitment information must aim to deter potential abusers. 

Identify and Reject.  It will not always be possible to deter potential abusers. Therefore, careful planning for the 

interview and selection stage, in terms of asking the right questions, setting appropriate tasks and obtaining the 

right information can assist in finding out who is suitable for the role and who is not.  

Prevent, Detect and Reject.  There are no guarantees that even the most robust safer recruitment process will 

prevent an inappropriate appointment.  However, this does not mean it is too late to act.  Ensuring that 

comprehensive induction processes are in place, together with appropriate policies and procedures, raising 

awareness through staff training and generally developing and maintaining a safe culture within the organisation 

will all help to prevent abuse or detect potential abusers. The aim should be to prevent abuse by managing the 

environment, assessing risk and creating clear expectations and standards of behaviour. 

The intention of this policy is to ensure that all stages of the recruitment process contain measures to deter, 

identify, prevent, detect and reject unsuitable people from gaining access to children  within WCC.  The policy 

and the practical implementation of recruitment and selection processes also aim to meet all legislative 

requirements any statutory or other guidance that may from time to time be issued in order to keep children 

safe through safer recruitment in education, as well as principles of general good practice.   

Recruitment Procedure  
The stages of the Recruitment Procedure are described below in the following steps:  

• Advertising the vacancy; 

• Initial Enquiry; 

• Interview Procedure; and  

• Appointment. 

Advertising the vacancy 

We will advertise all vacancies, and any job advertisements will include a statement about our commitment to 

safeguarding children.  

Initial enquiry 

Upon enquiring about a vacancy, we will send potential candidates:  
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• a job description; 

• a person specification; 
• an application form; 

• description of interview and selection arrangements; 

The application form includes: 

• instructions that the application form must be completed by the applicant either by hand or word 
processing; 

• a declaration that all information is correct; 
• a section under the Rehabilitation of Offenders Act that asks if the applicant has been awaiting a v erdict, 

convicted, or cautioned or received a court order or warning for any offence that may affect their 
suitability for working with children; and 

• a request for the contact details of two referees one of which should be the last employer; (if this is th e 
candidate’s first job, their course tutor is a suitable alternative)  

All applicants must submit a completed application form by the closing date. We will only accept CVs if they are 

accompanied by our standard application form completed as required.  

Interview procedure 

We will notify all candidates selected for interview by letter or email. All candidates will be asked to bring to the 

following items to the inteview: 

• proof of identity, eg passport, driving licence or birth certificate; 

• proof of address, eg recent utility bill (not mobile phone) or bank statement; 

• proof of qualifications, ie the relevant certificates; and 
• for non-British nationals, proof of the right to work in the UK (as required by the Asylum and Immigration 

Act) 

The interview will be conducted by at least two interviewers, where possible. All candidates will be asked the 

same set of questions. We will then ask additional questions about any other issues that arise from their 

application form. For example, the interviewers will follow up on any gaps in the candidate’s employment 

history rigorously and ensure that they are satisfied with the explanation given, undertaking additional checks if 

necessary. 

All candidates will also be asked to participate in a session with the children for an hour so that they can be 

observed interacting with the staff and children. When we have interviewed and observed all candidates, we will 

make our final selection.  

Appointment of a new member of staff  

When we have selected the successful candidate, we will: 

• send him or her a written offer, which will clearly state that it is subject to the receipt of suitable 
references, full sight of a satisfactory enhanced DBS certificate and their written confirmation that they 
are not disqualified from working with children; 

• if references were not requested in advance we will contact both referees for a reference, including asking 
them if they are aware of any disciplinary action, making them unsuitable for the role.; 

• initiate an enhanced DBS check for the candidate, or if the candidate is subscribed to the DBS Update 
Service, review their current DBS certificate and check their status online ; 

• ask the candidate to complete a health questionnaire;  
• Send WCC Staff Code 

• Send WCC Safeguarding policy 
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We will also take photocopies of the new member of staff’s qualification certificates and proof of identity and 

keep these on file. 

When a new member of staff starts work at Walker Children’s Club we will give him or her: 

• our terms and conditions, and get them to sign their contract; a copy of their contract will be kept on file  
• all our Club policies, and ensure that they sign a policy confirmation form to confirm that they have read 

and understood them; the signed form will be kept on file.  

We will conduct a full induction and orientation programme with all new members of staff as set out in our Staff 

Induction policy.  

Volunteers 

Volunteers over 16 will be required to complete an application form in order to provide personal details, details 

of previous employment, voluntary work and other activities, general information about their reasons for 

applying for voluntary work and a signed declaration about any criminal record, for relevant roles a declaration 

to meet childcare disqualification requirements under the Childcare Act 2006, and declaration to confirm the 

accuracy of information provided. 

Gudielines on Staff Checks 
This section contains guidelines on the procedures to be followed weh n completing the following staff checks:  

• DBS Checks; 
• Disqualification; 

• Eligibilty to work; and  

• References. 

DBS checks 

We will obtain enhanced DBS disclosures for all staff, students and volunteers who will work unsupervised with 

the children on a regular basis, or who have access to children’s information, including members of the 

management committee If candidates have subscribed to the DBS Update Service we will carefully review their 

current DBS certificate and then check their status online. If there has been a change in their status since their 

last DBS certificate was issued we will obtain a new DBS disclosure for them. Additional criminal records checks 

will be made for anyone who has lived abroad. 

New staff will only be allowed to work unsupervised with children when we have had full sight of a satisfactory 

DBS certificate for them, and they have completed training and induction. 

If we decide to allow a new member of staff to begin work pending the completion of their DBS check,  they will 

not be allowed unsupervised access to the children until we have seen and reviewed their DBS certificate. 

When we appoint a member of staff we will keep a record of the date and number of their DBS disclosure on our 

Central DBS Record.  

Disqualification  

The Club will not employ staff or volunteers who have been convicted of an offence or have been subject to an 

order that disqualifies them from registration under regulations made under section 75 of the Childcare Act 

2006. Note that a member of staff can become disqualified if they live in the same household as another 

disqualified person, or if a disqualified person is employed in that household. All new staff must sign a 

declaration that they are not disqualified when they commence employment and all existing staff must sign the 

declaration annually to confirm that their status has not changed. If a member of staff becomes disqualified we 

will terminate their employment and notify Ofsted. 
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Eligibility to work 

The management is aware of Asylum and Immigration Act requirements and will check the ability of all new 

starters to work in the UK. Candidates are expected to provide documents confirming their status, usually a 

passport, and NI number. 

References 

References are an important part of the process of gathering as much information as possible about potential 

new recruits.   

Testimonials from applicants will not be accepted. Two references will always be requested directly from the 

referees.  Application forms will normally require the following in relation to referees provided by the applicant:  

One referee must be the current or last employer. 

If the employer is/was a School, then the referee provided should be their Teacher. 

Where the applicant is not currently working with children but has done so in the past, the second referee 

should be the employer by whom s/he was most recently employed in work with children. 

Notwithstanding the above, where a candidate is not currently employed, verification of his/her most recent 

period of employment will normally be requested from the school, college, local authority or organisat ion at 

which s/he was employed. 

References will normally be obtained following the long/shortlisting process (as applicable) and prior to 

interview.  The application form will ask applicants if they are willing to allow referees to be contacted prior to 

interview. 

Reference requests will normally be made by requiring the completion of a standard questionnaire.  Use of a 

questionnaire helps to ensure that the prospective employer has the opportunity to obtain information in 

respect of all areas essential to the role.  A letter from a referee may not cover all areas or provide all relevant 

information that the prospective employer requires. 

A standard Reference Questionnaire, or other reference request, will normally ask about:  

Capacity in which the applicant is/was employed, dates, quality of work, relationships with colleagues, parents 

and children, strengths, areas for development, honesty, punctuality and reliability 

Any current disciplinary/capability warnings, or such warnings which were current at the time of leaving  

Any disciplinary/capability action that is/was pending or unresolved 

The details of any expired warnings that relate to the safety and welfare of children or young people or 

behaviour towards children or young people 

Reason(s) for leaving if no longer in that employment 

Whether the referee would re-employ and whether the applicant is recommended for the post. 

(The questionnaire will normally also include appropriate alternative questions for circumstances where an 

applicant is not known to a referee as an employee/worker or trainee). Referees will be provided with a copy of 

the job description and person specification for the role.  

Subject to the exceptional circumstances set out below, references requested prior to interview, or prior to a 

conditional job offer being made, will NOT ask about attendance or health-related matters.  However, health-

related questions may be asked of referees when a conditional offer of the post has been made.  Therefore, a 

supplementary request for such further information from referees may be made at that stage, with an 

applicant’s express permission. 
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It should be noted that the Equality Act 2010 limits the circumstances in which a prospective employer can ask 

health-related questions of either a referee or the applicant before a conditional job offer is made.  Questions 

may only be asked at an early stage to help to: 

• Decide whether any reasonable adjustments need to be made for the applicant to be able to participate 
in the selection process; 

• Decide whether an applicant can carry out a function that is essential (intrinsic) to the job; 

• Monitor diversity among people making applications for jobs; 

• Take positive action to assist disabled people; and 
• Clarify that a candidate does have a disability where the job genuinely requires the j obholder to have a 

disability. 

Where any of these exceptional circumstances apply, information will be provided in the recruitment materials, 

requested as part of the application form/process and/or requested of referees, only as relevant to the 

circumstances. 

Obtaining references prior to interview, wherever possible, will allow the Interview Panel to scrutinise the 

references in order to: 

• Confirm whether or not all questions have been answered satisfactorily and whether they raise any 
concerns that need to be further explored with the referee e.g. if answers provided are vague ;  

• Compare the information provided by the applicant with that provided by referees;  and 

• Follow up on any inconsistencies, discrepancies or concerns with referees and/or applicants prior to 
interview, or as part of the interview process, as appropriate.   

Sometimes, a referee may not be willing to complete a standard reference questionnaire or may not be willing 

to provide a reference at all.  This may be because a particular organisation has a policy of simply not providing 

references, only providing basic standard information such as dates of employment or they may be restricted by 

what can be provided because a standard reference has been agreed as part of a settlement agreement.  In 

these circumstances, it is at the discretion of the club to decide whether to accept this situation or to not 

proceed any further with the application.  This may depend upon other information received and/or other 

checks that can be carried out. 
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): Safeguarding 

and Welfare Requirements: Suitable people [3.9-3.18]; Staff qualifications, training, support and skills [3.20-

3.26]. 


