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Introduction
All organisations and individuals who work with adults with care and support needs, or are
involved in providing services for them have a legal duty, under the Care Act 2014, to
safeguard and promote their welfare. The purpose of these guidelines is to help prevent
organisations appointing people who may pose an unacceptable risk to adults with care
and support needs. Safer recruitment guidance applies to everyone in a role employed
(paid or volunteer) within an organisation working with adults with care and support needs.
Regardless of the size or nature of the organisation, a consistently applied and robust
process is always needed to ensure safer levels of recruitment.
This guidance aims to provide a process that will ensure that recruitment and selection of
staff and volunteers is fair, consistent, and that provides safeguards for your organisation,
employees and service users.
Three key stages for safer recruitment:
1. Deter: promote messages to deter unsuitable applicants at every stage of the
recruitment process by providing clear messages about your setting’s vigilance in relation
to safeguarding responsibilities.
2. Reject: seek to reject unsuitable applicants through adopting a robust approach to
selecting the right applicants to interview, including employment history checks, following
up references, appropriate selection techniques and a well-prepared and properly trained
selection panel.
3. Prevent: prevent unsuitable people from being employed in your organisation by
undertaking the right combination of pre-employment checks, a rigorous code of conduct
for staff, strong protection for whistleblowers and an open but vigilant staff atmosphere.
Who Does Safeguarding Apply To?
Safeguarding applies to a person (who is over eighteen) who has needs for care and
support (whether or not the Local Authority is meeting any of those needs AND who is at
risk or, or experiencing abuse or neglect AND who, as a result of those care and support
needs, is unable to protect themselves from either the risk of, or the experience of, abuse
or neglect (from Care and Support Statutory Guidance, November 2014. Your
responsibility: Organisations are responsible for the people they employ.
If you are a regulated service, you must ensure that this guidance is aligned to your
service and regulatory requirements. It is your responsibility to ensure you keep a written
record of the decisions made during the recruitment process. This guidance is crossreferenced with the Care Quality Commission outcome framework: Outcome 12:
Requirements relating to workers, regulation 21, schedule 3.
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Recruitment Process Stages
Pre-recruitment Stage


Assess the need for the vacant role.



Create or update the job description and
person specification for the role. (Make sure
the safeguarding statement is added to your
job description - Gloucestershire County
Council is committed to safeguarding and
promoting the welfare of adults with care
support needs and expects all staff and
volunteers to share this commitment



Create an advert.



Decide where the advert will be placed.
Online recruitment advertising will often
reach a wider audience and is more cost
effective.



Job description and person specification
must outline the duties and responsibilities
for safeguarding. Please remember these
duties and responsibilities will differ
depending on the role. It should also include
reference to the post holder requiring a
satisfactory Disclosure and Barring Service
(DBS) check.



Why and further information

Explain that the role is exempt from the
Rehabilitation of Offenders Act 1974 which
means that applicants are required to
disclose details of any criminal convictions
or cautions or bind-overs they have
received. This only applies to a role which
involves the post holder working with
children and young people or adults with
care and support needs.



Think about what other information you will
provide applicants. For example,
information about terms and conditions,
publicity information about your
organisation.



Complete the confirmation of regulated
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The requirement of the role may have changed
since the last time you recruited to it.



Review the duties of the post holder and what
you are looking for from the successful
applicant. This may have changed since the
last time you recruited to the role.



Ensure that the person specification is clear
about what mix of competencies, personal
qualities, qualifications, skills and expertise the
successful applicant will need to demonstrate.
Define what is essential and what is desirable
for the job role. This will ensure that applicants
self select themselves out of the process, if
they do not meet the requirements.



If the person specification does not accurately
reflect the skills needed for the role, it will be
difficult for you to draw up a shortlist. For this
reason it is important the person specification
is short and succinct. Criteria in the person
specification should be measurable.



Adverts should be placed in the relevant
media, keeping in mind costs, access to target
groups and taking advantage of the networks
you may be able to link into. You will find that
online recruitment advertising is the most cost
effective way to advertise your role.



The Confirmation of Regulated Activity form
(CORA) allows the organisation to comply with
the Data Protection Act when requesting
information on appointed candidates.

activity form to justify the level of DBS
check required for the role

Further Information can be found at the following
link
ACAS Guidance – Recruitment process

http://www.acas.org.uk/media/pdf/m/j/Recruitingstaff.pdf
Home Office /DBS website
https://www.gov.uk/government/organisations/disclosu
re-and-barring-service
Details of the Rehabilitation of Offenders Act
http://www.justice.gov.uk/guidance/docs/rehabilitationoffenders.pdf
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Advert Stage


Provide a job description and person
specification.



Advert should include:-

Role title, salary, hours and where the
role is located.

-

Length of contract, if the role is not
permanent.

-



Why and further information

Closing date and interview date.

-

Details of how to apply.

-

Confirm whether the role is subject to a
DBS (Disclosure & Barring Service)
check (standard or enhanced/with or
without barred list check).

-

Contact details and process for
submitting an application form.

-

Details of who to contact if the applicant
requires further information.

The advert is your way of selling the role and
therefore you should write it with your target
audience in mind.



A safeguarding statement sends a clear
message that an employer is committed to
safeguarding. This will help to deter unsuitable
applicants from applying for the post.

Suggested wording for safeguarding/safer
recruitment statement.

Briefly describe the role and what skills
and qualifications are needed.

-



“We are committed to safeguarding and
promoting the welfare of adults with care and
support needs and expect all staff and
volunteers to share this commitment. This post
is subject to a DBS check.”
This statement should be included in any publicity
material, recruitment websites, advertisements,
applicant information pack, job description, person
specification, induction training and probationary
arrangements.

The advert should include a statement to
say that your organisation is committed to
safer recruitment practices.
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Application Form

Why and further information

Always use an application form. Do not accept
CV’s.

Always provide an application form for applicants to
complete. This will ensure that the employer decides
what information an applicant should provide. It is easier
for an applicant to disguise gaps in employment history in
a CV.

An application form should include the following:
Personal details (name, address, date of birth,
contact details)

Further Information can be found at the following link

Present employment details and reason for
leaving

Advisory, Conciliation and Arbitration Service Tools
(ACAS)

Explanation of any gaps covering the
employment history.

Examples of template documents
http://www.acas.org.uk/index.aspx?articleid=1392

Full employment history since leaving school.

Criminal Conviction disclosure on application form –
example of wording on application form and/or
recruitment information provided to applicants.

Qualifications and training courses attended
(both academic and vocational)
Relevant professional registration such as the
General Social Care Council (if applicable).
Details of referees
Personal statement demonstrating how they
meet the competencies, personal qualities, skills
and expertise within the person specification.
A declaration of any family or close relationship
to existing employees and employers
(councillors, company directors and trustees).
Include a brief explanation that the post is
exempt from the Rehabilitation of Offenders Act
1974 and ask the applicant to declare whether
he/she has any convictions, cautions and bindovers, including any that would normally be
regarded as ‘spent’. If the declaration is
positive, the applicant must either provide the
details on the application form or be prepared to
provide details at the interview.
A signed declaration that all information
provided on the form is true and accurate.
Applicants must be informed that providing false
or inaccurate information is an offence and could
result in the application being rejected, or the
employment being terminated.

All positions working with children, families and adults
with care and support needs are subject to a satisfactory
Disclosure and Barring Service (DBS) check. These
posts are also exempt from the normal rules of the
Rehabilitation of Offender’s Act 1974. This means that
any conviction, caution, reprimand, warning and road
traffic offences (but not parking) received must be
declared irrespective of when they occurred. We can
then make a decision as to whether a person is suitable
to carry out the position for which they have applied.
These checks are compulsory to ensure the safety of
persons to whom we provide services.
For those applicants who have worked or lived abroad,
enquiries to that country will also be made.
As part of the decision-making process, employers must
ensure they see an original DBS certificate. Copies or
digital photographs are not acceptable and must be
rejected.
For posts not involving work with adults with care
and support needs
A conviction is not necessarily a bar to employment but if
you have answered yes to these questions below, you
will be invited to discuss your conviction with the
Interview Panel.
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For positions not involving work with and adults with
care and support needs. (A criminal conviction is
not necessarily a bar to employment.)
Do you have a criminal conviction which is unspent?
Yes

No

Or pending against you?
Yes

No

For positions working with adults with care and
Support needs only.

Have you ever been convicted of a criminal offence?
Yes

No

Is the offence “spent” as defined by the Rehabilitation of
Offenders Act 1974?
Yes

No

Do you have a criminal conviction which is unspent?
Yes
No

Or pending against you?
Yes
No
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Short-listing stage


A minimum of two people should carry out
the shortlisting process.



Draw up a matrix with your essential and
desirable criteria from your person
specification. Apply this criteria to all
applicants consistently.



Take time to scrutinise the application
form. Ensure that the application form is
completed fully.



Identify any inconsistencies in the
application form.



Highlight any gaps in employment which
need to be explored at interview.



An employer has a legal obligation to
make reasonable adjustments to the
recruitment process to ensure a disabled
applicant can fairly participate in the
process.



Give applicants sufficient notice to attend
the interview process.

Why and further information


This will ensure that two people have scrutinised
the application forms and an objective decision is
made about which applicants to shortlist.



If any of the panel members know any of the
applicants, this should be declared.



Not all the criteria on the person specification will
be assessed during the shortlisting process.
However, all shortlisted applicants should meet
the essential criteria of the role.



Any inconsistencies or gaps in employment are
identified and followed up during the interview to
ensure you have a clear picture of the applicant’s
employment history. For example, any frequent
changes in employment or changes from
permanent to temporary employment should be
explored at interview.

Further Information can be found at the following link
ACAS Tools and Guidance
Equality Act
http://www.acas.org.uk/index.aspx?articleid=3017
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Interview invite letter

Why and further information

The interview invite letter should include the
following:

Provides applicants with full details of the selection
process.



The time and venue.

Suggested wording in letter



Directions to the venue.



Membership of the interview panel.



Details of the selection process – what
selection methods will be used to assess
the applicant.

“Should you have a disability and require any particular
arrangements for your interview/participation in the
selection process, please ring on the above number to
discuss this further”.

Suggested wording in letter


Ask whether the applicant requires any
specific arrangements to be made
(disabled applicants).



Ask applicants to bring with them
documentation to confirm their identity,
proof of address and proof of national
insurance number

“To comply with safer recruitment practices, the interview
panel will explore, during your interview, your suitability of
working with children and young people or adults with care
and support needs”.

 Eligibility to work in the
UK/Confirmation of Identity passport/ birth certificate and
driving licence
 Proof of address – utility bill/bank
statement within the last three
months to twelve months
 National Insurance number –
P45/P60, pay slip, NI card.
 A copy of this documentation
should be retained on the
applicant’s personal file, if
successful.


Inform the applicant that you will be
exploring their motives and attitudes to
working with adults with care and support
needs during the interview process.
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Select the right person




It is best practice to involve adults with
care and support needs in the selection
process, however this is not mandatory.
This is a powerful and useful way to
assess an applicant’s interaction with
service users.
Use a variety of selection methods to
assess applicants.



A minimum of two people should carry
out the selection process.



Introduce all members of the interview
panel.



Ensure you create a comfortable
environment as this will ensure you get
the best from your applicants.



Give a brief description of the role, hours
and duties.



Explain that you will be writing notes
during the interview which will be
reviewed when making the selection
decision. Please note that your
interview notes should record the
applicants’ responses to the interview
questions and not opinions. Applicants
are able to request a copy of their
interview notes through a written
request under the Data Protection Act.



Prepare a set of core interview
questions that you ask all applicants.
You should aim to assess the criteria on
your person specification.



Agree how you will score the response
to the interview questions.



Probe gaps in employment, frequent
changes in employment, moving from
permanent employment to temporary or
agency work, and other areas identified

Why and further information


A structured interview will ensure you get the
relevant information you need to make a successful
selection decision.



The interview should assess each applicant against
the person specification and explore their suitability
to work with adults with care and support needs.



Interviews should also be seen as an opportunity for
you to get the best from applicants and provide
them with the chance to demonstrate how they
meet the specification for the role. It should not be
an interrogation but a structured conversation.



It is important to get applicants to relate their
experiences, attitudes, and abilities to the actual
tasks of the job and selection criteria. Applicants
should be asked to reflect on their insight into their
personal strengths and weaknesses and how these
will contribute to or impact the job.

Further information about Data Protection and Code of
Practice can be found at the following link
https://ico.org.uk/media/fororganisations/documents/1068/data_sharing_code_of_practice
.pdf
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during the shortlisting process.


Explore any discrepancies or
inconsistencies identified during the
shortlisting process.



Explore attitude, motives and values for
working with adults with care and
support needs.



Give the applicant an opportunity to ask
any questions before the end of the
selection process.



Explain to the applicant that the role is
subject to a DBS check and whether
they wish to provide any relevant
information.



At the end of the interview you should
asked the applicant whether they have
any questions and inform them of when
the selection decision will be made, and
how they will be notified.
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Possible safeguarding interview questions


Safeguarding is an important part of our work. Can you give me examples of how you would
contribute to making this organisation a safer environment for adults with care and support needs?



Why do you want to work with adults with care and support needs? What do you think you can offer?



Have you ever felt uncomfortable about a colleague’s behaviour towards adults with care and support
needs in a previous role? What were your concerns and how did you deal with the situation?



Have you ever had to challenge the views of someone more senior than yourself in relation to
safeguarding concerns? What were the circumstances and how did you go about it?



Tell me about a time when a vulnerable adult behaved in a way that caused you concern. How did
you deal with that? Who else did you involve?



Give me an example of how adults have benefited from contact with you?



What has working with adults with care and support needs taught you about yourself?



What are the main drivers which led you to work with adults with care and support needs?



What are your own safeguarding responsibilities in relation to the role you have applied for?



What do you think are our safeguarding responsibilities to the people you are working with?
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Recruitment of ex-offenders

Why and further information

The Rehabilitation of Offenders Act 1974 is aimed
at helping people who have been convicted of a
criminal conviction and have not re-offended
since (see link to website of Page 5).

Assessing the risk of employing a person with a criminal
record means comparing the applicant’s skills,
experience and conviction
circumstances
against risk criteria.

The Act applies to anyone who has been
convicted of a criminal offence and received a
sentence of less than two and a half years and
has not been convicted of an offence during the
rehabilitation period. The rehabilitation period is
the specified period after the original
conviction. The length of time depends on the
sentence the individual was originally given for
the offence and runs from the date of the
conviction. If the individual does not re-offend
during the rehabilitation period their conviction is
considered to be ‘spent’. Custodial
sentences over two and a half years are not
considered to be spent and always have to be
revealed.

What to consider:-

During the interview process
Where an applicant has disclosed a criminal
record, you should do the following at interview:-



It is illegal to employ certain offenders in some
occupations. Exemption status under the
Rehabilitation of Offenders Act 1974, duties
under the Police and Children’s Act regarding
one to one contact with children, adults with
care and support needs or the elderly, and the
requirements of the Safeguarding Vulnerable
Groups Act 2006 and the Freedom of
Protections Act 2012.



To what extent are you bound by other legal
constraints? For example, those with motoring
convictions employed as drivers.



Does the post involve any direct responsibility
for finance or items of value?



Will the nature of the role present any realistic
opportunities for the post holder to re-offend in
the work place? What could happen and how
serious would that be? What factors would
increase or decrease the perceived risk?



Have an open and measured discussion on
the subject of any offences or other matters
that might be relevant to the role.



Advise the applicant that the information
will be dealt with in the strictest confidence.



What level and closeness of supervision might
be needed early on in the employment?



Do not share the information with anyone
who is not entitled to see it.



What precautions already exist in the
organisation or could be put into place?



Advise the applicant that failure to reveal
information that is directly relevant to the
role sought could lead to withdrawal of an
offer of employment.





Respect the right of the applicant to
conceal any convictions that are spent (if
applicable – see next bullet point).

Once you have given due consideration to the
information provided by the applicant, ensure
that you keep a written
record of the
decision made and details of any risk
assessment made when an ex-offender is
recruited.



Explain to the applicant that, where the role
applied for is subject to a DBS check, that
14

they are required to disclose all criminal
records (spent and unspent convictions).


Explain the organisation’s process for
managing unclear disclosures.
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Requesting employment references






You should take up at least two written
references. At least one of these
references must be from the current or last
employer. Verbal references should
always been followed up by a written
reference. References from relatives are
not acceptable.
There will be occasions where it is
appropriate to take up additional
references from previous employers. This
is because the applicant’s employment with
the previous employer is more relevant to
the role they have applied for. You must
speak to the applicant before contacting
the referee.



Provide the job description and person
specification to the referee.



Remind the referee that they have a
responsibility to provide a reference that is
accurate, true, and fair and does not
contain any material misstatement or
omission.
Consider starting a reference request by
saying that ‘this post involves the post
holder working with and/or promoting the
welfare of adults with care and support
needs and your reference is important to
us’.



Do not accept a pre-written reference
which is addressed to ‘whom it may
concern’ or references that are not dated.



Any paper reference received should be on
the organisation’s headed paper or have

A person’s past behaviour is the most reliable
way of predicting future behaviour and therefore
the information received in a reference is very
important.

ACAS guide to employment references
http://www.acas.org.uk/index.aspx?articleid=752

You may wish to include the following in a
reference request:

It is good practice for references to be
followed up with the referee to confirm that
it was written by that individual. It is
acceptable to follow up a written reference
with a telephone call. (This approach is
entirely optional)





Why and further information

-

Job title

-

Employment dates

-

Reason for leaving, if applicable

-

Referee’s relationship with applicant.

-

Main duties and responsibilities

-

Rating the applicant on a number of areas
(e.g. quality of work, relationships to
colleagues, time-keeping, organisation skills,
and reliability to name a few).



Would you re-employ the applicant in a role
commensurate with their previous one?



Do you know of any reason why this applicant
might be considered unsuitable to work with
adults with care and support needs or do you
have any concern about his or her suitability for
such work? If you do know of any reason or
concern, please give details.



Have you referred this applicant to the DBS on
the grounds of misconduct which has harmed or
caused risk of harm?



Please give details of any allegations or
concerns that have been raised about the
applicant that relate to the safety and welfare of
adults with care and support needs. Please
confirm whether the allegations or concerns were
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the organisation’s stamp.



Always seek permission from the applicant
to approach a referee.
Scrutinise references that have been
received.



If there are any discrepancies in the
reference received, then speak to the
referee and applicant, as appropriate.



Some organisations may have a reference
policy which states that they will only
provide basis employment details in a
reference.



Ensure that the references provided are
understandable to you.



Ensure that you keep a written record of
any discussions you have with the referee
or applicant about a reference provided;
this record should be kept on the
individual’s personal file.



Ensure you meet these responsibilities
when you provide a reference for a current
or ex-employee.

investigated, a conclusion reached and how the
matter was resolved.
A reference template should include the following
statement:
Data Protection Act 1998
Under the Data Protection Act 1998, individuals have
the right to request personal data. This includes
references which have been provided and which may
be required to be disclosed under the Act.
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Offer of employment
Issue a conditional offer of employment to the
successful applicant. The offer of employment
will be subject to your normal recruitment
checks.
-

Satisfactory clearance of a DBS check:

-

At least two satisfactory references;

-

Eligibility to work in the UK;

-

Successful completion of probationary
period, if applicable;

-

Why and further information


It is important that the successful applicant
understands the terms and conditions of the offer
of employment you have made. This includes
information about what recruitment checks will
have to be satisfactorily completed before the
appointment is confirmed.



An applicant must not commence employment
until all recruitment checks are completed
satisfactorily.

Further Information on written statement of terms
and conditions for employees. Business Link:

Copy of professional registration and
qualification requirements (if
applicable);

https://www.gov.uk/employment-contracts-andconditions/written-statement-of-employment-particulars

-

Occupational health clearance;

-

Verification of the individual’s identity;

Information on recruitment checks carried out by
the NHS can be found at the following link

-

Confirmation of sickness absence
record.

http://www.nhsemployers.org/RecruitmentAndRetention
/Employment-checks/Employment-CheckStandards/Pages/Employment-Check-Standards.aspx
Border Agency website
http://www.ukba.homeoffice.gov.uk/
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Criminal Record Bureau Disclosure

Why and further information

List of eligible roles for DBS disclosure can be
found at the following link

There is a requirement for employers to ensure that a
successful applicant has completed the DBS checking
process.

http/://www.gov.uk/government/publications/dbscheck-eligible-positions-guidance

Your organisation may wish to ask an applicant to
commence duties before the DBS check has been
completed on the basis that they have a previous DBS
check. You must accept that you have taken this
approach in the knowledge that the disclosure is not upto-date and post specific. If you decide that an
applicant will commence their duties before a DBS
check is received, you must carry out a risk assessment
and record your decision.
Note: whilst it is possible to employ someone pending a
DBS check, you should check if the individual is barred.
It is an offence to employ someone who is barred waiting for a check to come back would not be a
defence if already employed.
DBS website
http://www.gov.uk/government/organisations/disclosureand-barring-service
An organisation will need to have a policy to decide
what approach they will take in relation to declaration of
criminal conviction after a new starter has commenced
employment. You may wish to consider one of the
following options:Option One –undertake DBS rechecks at regular
intervals (every three years).
Option Two - do not undertake a recheck; but
individuals are informed that a DBS check will be
undertaken in circumstances where an individual’s
activities or action give cause for concern.
Option Three – do not undertake a recheck; however,
employees have to inform the employer of any criminal
convictions obtained during their employment. The
obligation for an employee to disclose any criminal
convictions obtained since the start of their employment
should be included in the employment contract or code
of conduct.
Note: DBS have an 'up to date' service £13 per year
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approx and allows the employer to check that the
employee's certificate remains valid as often as they
like
Suggested wording to encourage existing
employees to declare criminal proceedings for
contract of employment:
“In accordance with the Rehabilitation of Offenders Act
1974 and Exceptions Order 1975, you are required to
declare all convictions, which for other purposes may
be considered spent, at the time of your application or
thereafter arising throughout the period of your
employment. Failure to disclose a conviction, including
those that may arise during the course of your
employment, may lead to disciplinary action including
dismissal.”
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Post appointment

Why and further information

Your responsibilities under safer recruitment
do not end once you have appointed the
successful applicant. Making sure that
safeguarding features highly in all processes,
procedures and practices sends a clear
message to all staff and helps to deter
unsuitable individuals and inappropriate
behaviour.



An induction programme and probationary
arrangement can help staff settle into the new
environment and to start to
perform their
duties effectively.

Gloucestershire Safeguarding Policy and
Procedures
http://www.gloucestershire.gov.uk/adultprotection%20

This section relates to aspects of safeguarding
only. You are responsible for ensuring all other
aspects relating to post appointment are put into
place.




Care Quality Commission – Fundamental Standards

https://www.cqc.org.uk/what-we-do/how-we-do-ourjob/fundamental-standards

Plan an induction and probation
programme for all staff and volunteers.
You should undertake an induction
programme for all new starters including
any internal applicants who have been
promoted or gained an internal role.

General Social Care Council
http://www.bing.com/search?q=general+social+care+co
uncil&src=IE-SearchBox&Form=IE8SRC

During the induction /probation
programme, appropriate training and
information about the organisation’s
policies and procedures should be shared.

The Nursing and Midwifery Council
http://www.nmc-uk.org/
Health Professionals Council (HPC)



Ensure new staff are aware of the
expected standards of conduct.

http://www.hpc-uk.org/



Provide opportunities for new staff or
volunteers to discuss any concerns or
issues about their role or responsibilities
with regard to safeguarding.

Gloucestershire Safeguarding Adults Board Training
Information:







Ensure new staff are aware of policies and
procedures in relation to safeguarding and
promoting the welfare of safeguarding.
Ensure new staff are aware of how and
with whom any concerns should be raised.
This includes enabling staff to access
Safeguarding Adults training, to the level
appropriate for their job role, that is aligned
to the GSAB training Pathway
Provide a copy of your organisation’s
21

http://www.gloucestershire.gov.uk/gsab/article/110186/
Safeguarding-Adults-Training--Important-information
Gloucestershire Safeguarding Children’s Board (GSCB)
- for information if your job role also involves working
with children:
http://www.gscb.org.uk/article/111301/Home-Page

policies and procedures to the new starter:



-

Whistle-blowing policy and
procedures.

-

Code of Conduct for all staff and
volunteers that sets out a clear
standard for relationships of people,
patients and service users.

Ensure you regularly remind staff and
volunteers of these areas during their
employment with you e.g. during their
annual appraisal
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