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	1
	Purpose
	



1.1 This policy has been developed to embed safer recruitment practices and procedures throughout Parents Opening Doors hereafter known as PODS and to support the creation of a safer culture by reinforcing the safeguarding and well-being of children, young people and vulnerable adults who access any services delivered Families where there is a child/ young person with Special Educational Needs and Disabilities (SEND).  
1.2 PODS do not conduct any direct work with children, young people or vulnerable adults but do provide services and support that may be accessed by them so the use of a safer recruitment policy demonstrates best practice. The policy will be regularly reviewed as the charity grows and develops.
1.3 This policy reinforces the expected conduct outlined in the Code of Conduct for Staff as well as PODS Whistle Blowing Policy with which all staff are expected to be familiar with.  All successful candidates for paid employment will be made aware of these documents and shown where they are.
1.4 This policy is an essential element in creating and maintaining a safe and 
            supportive environment for Staff, Volunteers and the Board of Trustees within the charity and aims to ensure both safe and fair recruitment and selection of staff by:
· Attracting the best possible candidates to vacancies
· Deterring prospective candidates who are unsuitable from applying for vacancies 
· Identifying and rejecting those candidates who are unsuitable to work in an environment that may be utilised by children, young people and vulnerable adults
1.5 PODS is committed to using procedures that deal effectively with those adults who fail to comply with the charity’s safeguarding procedures and practices.
1.6 	As an employer we are under a duty to refer any allegation of abuse against a member of staff to the Designated Officer for the Local Authority (LADO) within one working day of the allegation being made. A referral will be made if a member of staff (including volunteers) has:
· Behaved in a way that has harmed a child, or may have harmed a child
· Possibly committed a criminal offence against or related to a child
· Behaved towards a child or children in a way that indicates he or she would pose a risk of harm if they work regularly or closely with children
1.7 As an employer we are under a duty to refer to the Disclosure and Barring Service (DBS), any member of staff who, following disciplinary investigation is dismissed or resigns because of misconduct towards a child, young person or vulnerable adult and we may refer any concerns we have before the completion of this process.
1.8 PODS will also have in place specific recruitment policies and procedures pertaining to Volunteers and Trustees to ensure clear separation of roles and prevent confusion between paid staff and voluntary positions. These documents should be used in conjunction with one another where applicable.

	2
	Scope 
	



The scope of this policy covers employment and most specifically recruitment of potential employees. 

	3
	Target Audience
	



The target audience of this policy is the Board of Trustees as the employing body and any interested statutory bodies’ i.e. The Charity Commission, Funders etc.


	4
	Responsibilities
	



4.1 	The Board of Trustees will:
· Ensure that PODS has effective policies and procedures in place for the safe and fair recruitment and selection of staff in accordance with any legal requirements placed upon the charity by the charity commission
· Monitor the charity’s compliance with them
· Ensure that appropriate staff and Trustees have completed safer recruitment training where applicable to be repeated every five years as a minimum
4.2 	Deal with any issues that may arise relating to specifics detailed in this policy and ensure the implementation, monitoring and review of this policy and associated procedures.
4.3    The Board of Trustees will (until such time as the charity has a suitable   senior staff member at least equivalent to a CEO):
· Ensure that PODS operates safe and fair recruitment and selection procedures which are regularly reviewed and up-dated to reflect any changes to legislation and statutory guidance
· Ensure that all appropriate checks have been carried out on staff and volunteers
· Monitor any contractors and agencies compliance with this document
· Promote the safety and well-being of children, young people and vulnerable adults at every stage of this process.


	5
	Inviting Applicants
	



5.1 Advertisements for posts, whether in newspapers, journals or on-line, will include the statement: “PODS is committed to safeguarding children, young people and vulnerable adults. All post holders involved in regulated activity are subject to a satisfactory Disclosure and Barring Service (DBS) check.”
5.2 Prospective applicants will be supplied, as a minimum, with the following:
· Job description and person specification;
· The charity’s safeguarding policy;
· The charity’s recruitment policy (this document, if requested);
· The selection procedure for the post (if requested);
· A copy of the charity’s code of conduct
· An application form.

5.3 All prospective employees where appropriate will be expected to complete an application form, simply submitting a CV will not suffice for recruitment purposes.
         	
	6
	Short Listing and References
	



6.1 	Candidates will be short listed against the person specification for the post. If there are not enough applicants to allow for short listing, then specific guidelines will be followed as detailed in the short listing policy 
6.2 	Two references, one of which must be from the applicant’s current/most recent 
	Employer where possible, will be taken up before the selection stage so that any discrepancies may be probed during this stage of the procedure (note references should come from the head of the previous organisation, not a colleague).
6.3 	References will be sought directly from the referee, and where necessary, will be contacted to clarify any anomalies or discrepancies.  Detailed written records will be kept of such exchanges.  Where possible references will be requested in advance of interview.
6.4 	Where necessary, previous employers who have not been named as referees may be contacted in order to clarify any such anomalies or discrepancies. Detailed written records will be kept of such exchanges.
6.5 	Referees will be asked specific questions about the following:
· The candidate’s suitability to work in a charity that may at times be accessed by children, young people and vulnerable adults
· Any substantiated allegations 
· Any disciplinary warnings, including time-expired warnings, relating to the Safeguarding of children and young people
· The candidate’s suitability for the post, including the candidates ability and willingness to promote the importance of inclusion of families who have children and young people with special educational needs and disabilities. 
6.6 	Reference requests will include the following:
· Applicants current post and salary 
· Sickness record
· Attendance record
· Disciplinary record
6.7 	All appointments are subject to satisfactory references, vetting procedures and 
	DBS clearance if applicable.


	7
	Invitation to Interview 
	



Candidates called to interview will receive:
· letter confirming the interview and any other selection techniques
· Details of the interview day including details of the panel members
· Further copy of the person specification
· Details of any tasks to be undertaken as part of the interview process
· The opportunity to discuss the process prior to the interview

	8
	The Selection Process
	


       	
8.1 	Selection techniques will be determined by the nature and duties of the post 
           but all vacancies will require an interview of short-listed candidates.
8.2 	Interviews will always be face-to-face and may include additional interview techniques such as observation or exercises.
8.3 	Candidates will be required to:
· Explain any gaps in employment
· Explain satisfactorily any anomalies or discrepancies in the information available to the panel
· Declare any information that is likely to appear on the DBS disclosure
· Demonstrate their ability to safeguard and protect the welfare of children and young people and their ability and importance of inclusion of families who have children and young people with special educational needs and disabilities
· Provide actual certificates of qualifications and/or professional/ vocational certification, as deemed appropriate by the charity
· Complete a confidential health questionnaire and be deemed mentally and physically fit to perform the role

	9
	Employment Checks
	



9.1 	An offer of appointment will be conditional and all successful candidates will be required to:
· Provide proof of identity
· Complete an enhanced DBS application and receive satisfactory clearance where applicable
· Provide proof of any professional status
· Provide actual certificates of qualifications
· Complete a confidential health questionnaire
· Provide proof of eligibility to live and work in the UK
· Overseas police check for any individual who within the last five years has lived or worked outside the United Kingdom, whether they are a British citizen or not 
9.2 	All checks will be:
· Confirmed in writing
· Documented and retained on the personnel file
· Followed up if they are unsatisfactory or if there are any discrepancies in the information received.
9.3 	Employment will commence subject to all checks and procedures being 
           satisfactorily completed.




	10
	Induction
	



10.1  	PODS recognises that safer recruitment and selection is not just about the start of employment, but should be part of a larger policy framework for all staff. PODS will therefore provide ongoing training and support for all staff.
10.2	All staff who are new to PODSPODS
 will receive induction training that will include the charity’s safeguarding policies and guidance on safe working practices.
10.3	Regular meetings will be held during the first 3 months of employment between the new employee(s) and the appropriate manager(s).


	Revision Number
	Description of Change
	Person Editing
	Date

	1.2
1.3

	Logo update
Logo update
	Elaine Pearce
Elaine Pearce
	22.09.2022
01.10.2024




Approval Date: 01/10/2024
Approval Name: Elaine Pearce

Position: Project Manager


File Ref:           PODS-CP-013                            	   Revision: 1.3

Date of Issue:  01/10/2024                              	    	Page: 1 of 1

	Registered Charity Number 1150871
image1.png
qoRsTAny,

OPENING

PARENTS l
DOORSA





