RECRUITING AND SELECTING SAFELY

A guide for all agencies and organisations within Wandsworth 

who recruit staff, both paid and volunteers, to work 

with children and young people.
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A GUIDE TO RECRUITING AND SELECTING SAFELY
1.
Introduction

The Wandsworth Children Safeguarding Board (WCBS) is committed to helping agencies and organisations to:

- safely recruit staff and 

- to identify those who are or may be unsuitable to work with children and young people.

We recognise that there may be particular issues or difficulties for smaller organisations but it is important that appropriate processes, which must be both consistent and thorough, are in place for all organisations employing staff and/or volunteers to work with children and young people -  paid and unpaid: casuals, part-time and full time, agency staff and consultants.  The aim of this guide is to promote best practice and suggest how you might recruit and select safely.

2.
The Recruitment and Selection Process at a glance:






** Please note that references may be sought either before or after interview.
3.
Recruitment and Selection in more detail

(a)
Policy Statement

By having a written recruitment and selection policy you are sending out a powerful message.  However this message will be enhanced by the use of a statement declaring your commitment to safeguarding and promoting the welfare of children and young people.  Such a  statement could be included in anything from your recruitment and publicity material  to websites and policy and training information.  An example of a statement is as follows:


“(name of organisation) is committed to safeguarding and promoting the welfare of children and young people (and vulnerable adults if appropriate) and expects all its staff and volunteers to share this commitment.”

(b)
Job Description

The job description is a list of all the duties and responsibilities relevant to the post to be advertised.  There should be no reference to an individual’s race, gender, disability, age, religion or belief or sexual orientation on a job description.  There should, however,  be a reference to the responsibility for safeguarding and promoting the welfare of children.  For example:


“To be fully aware and understand the duties and responsibilities arising from the Children Act 2004 and “Working Together” in relation to child protection and safeguarding children and young people as this applies to the duties and responsibilities of the post.

To ensure that your line manager is made aware and kept fully informed of any concerns you may have in relation to safeguarding and/or child protection.”

(c)
The Person Specification

The Person Specification is a list of criteria – the qualifications, skills, experience and knowledge that are required to undertake a particular role.  The criteria must be justifiable and measurable i.e. the evidence can be obtained via the application form, tests, references and/or the interview. When writing a person specification it is best to start by  carefully examining the job description. 


Some important points to bear in mind are listed below: 

Safeguarding – the specification should assess suitability by covering areas that may include:

· motivation to work with children and young people

· ability to form and maintain appropriate relationships and personal boundaries

· emotional resilience in working with challenging behaviours and situations; and

· attitudes to use of authority and maintaining discipline.


Age – There must be no direct mention of age and be careful of indirect references such as “young” or “mature”.  It is also more appropriate to be clear about the specific nature of “experience or expertise” you require rather than state “a number of years experience”.


Disability – Again, beware of listing criteria that could be directly or indirectly discriminatory to people with disabilities.

(d)
Information Pack

Candidates’ information packs should include the application form and explanatory notes about completing the form or submitting a CV. Other relevant documentation will usually  include:
· the job description and person specification

· any relevant information about the organisation, policies and procedures, e.g. equal opportunities policy, recruitment of ex-offenders, child protection policy statement, information about the Immigration, Asylum and Nationality Act  
· a statement about terms and conditions relating to the post or any other relevant supporting information.

(e)
Advertising 

 Recruitment advertising is an integral part of the whole recruitment and selection process.  Depending on the media used, it can be expensive and increasingly competitive.  Because of this it is important that sufficient consideration is given to the content of the advertisement and choice of media in which it is to appear. Word of mouth should not be encouraged but instead, you should consider using notice boards, newsletters and newspapers. Advertising on the web can be a very cost-effective method of attracting suitable candidates. The content of the advertisement needs to be well thought out and constructed so as to attract the people with the skills, abilities and knowledge that are needed.  At the same time it should not be general or vague, resulting in applications from people who do not match the person specification. 

 Again, there should be no direct or indirect reference made to age, disability, gender or race in the advertisement. The following statement could be added to appropriate advertisements.  

“(NAME OF ORGANISATION is committed to safeguarding and promoting the welfare of children and young people and expects all its staff and volunteers to share this commitment. Specific posts will be subject to a satisfactory Criminal Records Bureau check.”
 (f)        Application forms
It is good practice to use an application form rather than a CV.  In this way all candidates will be providing a common set of core data including details of all their previous employments – full time, part time and any voluntary positions that they may have held. See Appendix 4 for an example
 The application form should include an explanation that the post is exempt from the Rehabilitation of Offenders Act 1974 and therefore that all convictions, cautions and bind-overs, including those regarded as ‘spent’ or ‘pending’, must be declared.  It should require a signed statement that the person is (i) not on List 99 or PoCA, (ii) is not disqualified from working with children or subject to any sanctions imposed by a regulatory body, such as the General Teaching Council (GTC) or the General Social Care Council (GSCC), and (iii) either has no convictions, cautions, or bind-overs, or has attached details of their record in a sealed envelope marked ‘Confidential’.


The application form should make clear to all prospective applicants that:

· where appropriate the successful applicant will be required to provide a satisfactory Disclosure from the CRB at the appropriate level for the post.  This must be at the Enhanced Level for all posts involving contact with children and young people;

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

· if the applicant is currently working with children, either on a paid or voluntary basis, his/her previous employer will be asked about disciplinary offences relating to suitability to work with children, including any in which the penalty is ‘time-expired’ (for example, where a warning could no longer be taken into account in any new disciplinary hearing) and 
· the applicants should also be asked to declare whether they have been subject to any child protection investigations, including allegations relating to abuse, bullying, intimidation, professional malpractice or professional misconduct.  If they have, then details must be provided. 
(g)
Shortlisting

The people who undertake the shortlisting should, unless there are exceptional circumstances, also carry out the interviews. Ideally these panel members should be decided upon in advance of the advertisement so that a timetable can be agreed.  The panel should also have received suitable training in “recruiting and selecting safely”. Further information on training should be sought from the Safeguarding Training sub-group. 

Application forms should be scrutinized to ensure that (i)  they are fully and properly completed; (ii) that the information is consistent and does not contain any discrepancies; and (iii) to identify any gaps in employment history and to ensure that the employment history is complete; this should be followed up at interview. 

Other checks include:

· that the applicant has permission to work in the UK
· references ( at least 2 and relevant for the post. One must be the current or previous employer or school/college if appropriate.)
· criminal convictions/cautions/disciplinary history.

Depending upon the nature of the discrepancy or missing information, you may need to follow up either before or after the interview. At this stage, you may also decide that you need to take up more than 2 references; in these circumstances, it is good practice to inform the applicant. 

All candidates should be assessed equally against the selection criteria in the person specification.  Keep a record of your decision and reasons for not shortlisting candidates in case feedback is requested, or a complaint of discrimination is made to an Employment Tribunal.

             The shortlisting meeting is a good opportunity to agree the format of the interview and the areas of questioning that each panel member will cover.


Tests – work related tests can be used to ensure candidates have the necessary knowledge and/or aptitudes and/or skills;  but,  they can also be used to reduce a long list of candidates to a more manageable number for interviewing purposes.  However, you must ensure that any tests you use or devise are fair to all candidates.  For example, you may need to adapt a “telephone” test if one of your short listed applicants has a hearing impairment.


Once you have chosen your short listed candidates, telephone or send an email/letter inviting them for interview with starting time, panel membership, details of any tests and directions to the venue.


You can also ask them to bring:

· proof of qualifications (original certificates or letters from the Awarding Body)
· pre-employment health/medical form (if your organisation has one)

· a completed CRB application with the supporting documentation to verify identity.  



Asking candidates to bring these documents to the interview may help to speed up the selection process. At this point, you may also request references for all short listed candidates.  An example of a reference proforma for posts with unsupervised access to children and young people can be seen at Appendix 9.  Taking up references before the interview will enable you to follow up any questions or concerns with the candidate during the course of the interview.

(h)
Interviews

It is generally considered to be good practice to avoid one to one interviews. An interview panel of at least two people is recommended; but preferably, it should be composed of between three and five people, ideally balanced in terms of race and gender.  The panel need to be appropriately trained and have the authority to make a decision.  Good communications are vital for a successful interview:


-
ask open questions (how, what, why, when, tell me about) which test the candidate’s specific skills and abilities to carry out the job applied for; probe for related supplementary information and ask follow-up questions if clarification is needed;


-
cover the same areas of questioning with all candidates;

         -    explore gaps in employment and ensure that candidates have listed all their previous     employments – full-time,  part-time and/or voluntary positions;  


-
explore safeguarding (as appropriate): 


*
their attitude towards children and young people;



*
motivation and reasons for working with children and young people;



*
their ability to support your organisation’s agenda for safeguarding and     



promoting the welfare of children and young people;



*
attitudes and behaviour about control and punishment;



*
their views on undertaking child protection training;



*
ask the candidate if they wish to declare anything in light of the requirement




for a CRB check.

             Please note, questions marked *  are for example only; there may be others more appropriate to the position being interviewed for.

You should record any answers you find questionable or potentially  worrying and discuss them after the interview with your co-panellists. Listen actively to the answers you are given and take constructive notes. Each panel member should write up their own notes.


Involving children and young people, parents, service users or members of management committees in the recruitment and selection process in some way or, observing short listed candidates’ interaction with them is now very common and recognised as “good practice”.


If any of your candidates have a disability then you may have to consider a “reasonable adjustment” to the interview process or the job, if s/he is the successful candidate.  Talk to your candidate about what they need at the appropriate stage. 
             Close the interview by explaining what further processes remain - and inform the candidate when s/he will be notified of the outcome. After all interviews have been concluded, the panel should make their decision comparing the notes they have made on each person against the person specification.  The Chair of the panel should complete a summary sheet with reasons for appointment and non-appointment.


At this point, you may contact your first choice candidate to let them know the outcome and inform them that you will be taking up pre-employment checks before you can negotiate a start date with them.  An example of a model letter of interest is included at Appendix 7.  You should also contact the unsuccessful candidates.

(i)
Pre-employment checks

Please be aware that ALL these checks must be completed before your preferred candidate commences work with you. However, you can ask your candidates to provide information or evidence earlier in the process i.e. at the interview.


(i)
References


References are used to confirm a panel’s decision that the candidate is suitable but, they must be pursued vigorously. Before confirming an appointment, you should request and receive, at least,  two satisfactory references.  If written references are unsatisfactory you may follow them up with a phone call to gain further information.  


Normally two references should be sufficient, but for a range of reasons you may need to take up more references so the candidate should be alerted to this fact. One referee must be from the applicant’s current or most recent employer.  References from relatives or people writing in the capacity of “friend” are of limited use and should not  be acceptable.


All requests for references should seek objective verifiable information and not subjective opinion.  The use of a reference proforma can help achieve this aim.  See Appendices 8 and 9. 

If you are in any doubt about the authenticity of a reference then you should contact them. This should be done via a main switchboard rather than a direct number given to you.


(ii)
 Health/Medical check

Anyone appointed to a post involving regular contact with children or young people must be medically fit (Health Standards – England – Regulations 2003).  It is the statutory responsibility of employers to satisfy themselves that individuals have the appropriate level of physical and mental fitness before appointment is confirmed.

(iii)  Qualifications.

For qualifications legally required to do a job, it is a Safeguarding requirement that originals or a letter of confirmation from the awarding institution are seen. Similarly, original certificates of registration, e.g. with GSCC and/or the GTC, must be supplied and verified as up to date, either by checking with the relevant registration body or on their website, prior to an appointment being confirmed. 
(iv)  Immigration, Asylum and Nationality Act 2006.

This Act came into force on the 29th February 2008 and replaced the Asylum and Immigration Act 1996. Employers are required to ensure that successful candidates possess documentary evidence of their eligibility to live and work in the U.K.  It is an offence to employ someone who does not have the right to work in the UK; it is punishable by a fine of, up to, £10,000 and 2 years imprisonment if you are deemed to have “knowingly employed an individual who does not have the right to live and work in the UK. As an employer you can establish an “excuse” by checking and copying certain ORIGINAL documents before the applicant commences work with you. A list of the relevant documents can be found in Appendix 11.  Please note that you could include this appendix as part of your candidate information pack.


List A documents will establish an “excuse” for the duration of their employment. A document or documents from List B indicate that the applicant has “limited leave to remain in the UK”. And in this instance, the checks should be repeated at least once every 12 months OR until they can provide documentary evidence from List A OR they leave your employment. All documents should be photocopied and kept on file. Please see Appendix 14: “Prevention of Illegal Working in the UK – summary guidance for employers” produced by the Border and Immigration Agency. 


Work Permits – all successful candidates who are not EU or EEA nationals and do not have leave to remain and work in the EU must have a work permit.  Employers must make the necessary application to the Border and Immigration Agency (formerly known as the Home Office). Guidance is available on their website www.workingintheuk.gov.uk.  Please note that work permits are not transferable between employers.


(v) Criminal Records Bureau Check (CRB)

For posts with access to and contact with children and young people, you must check for past criminal records for all paid staff and volunteers.  Checks can either be of a “standard” or “enhanced” nature. 
             N.B.  Posts with substantial unsupervised access to children will require an enhanced check, and as these posts are exempt from the provision of the Rehabilitation of Offenders Act 1974, applicants/successful candidates are obliged to declare any criminal convictions either on the application form or a separate form.  The panel should examine the nature and relevance of any criminal conviction before making a decision to offer an individual a position.  Information must be treated with the strictest confidence and those deemed unsuitable for employment must be prevented from working in the organisation.


An enhanced disclosure will show details of all ‘spent’ and ‘unspent’ convictions, cautions, formal reprimands and final warnings held on the police computer.  Additionally, it may also reveal police intelligence or “soft”/non-conviction information that may suggest cause for concern.  It should also reveal whether the applicant is on List 99, POCA or POVA.


The CRB process – what you need to do:


-
identify an individual to be accountable for requesting disclosures and managing the process;


-
monitor to ensure that relevant people have a suitable CRB clearance check;


-
nominate and train staff who will verify documents and make decisions based on the information received;


-
ensure there is a procedure for assessing potential causes for concern and associated risks e.g. create a CRB panel;


-
ensure paper copies of disclosures are not retained but that the relevant information is documented i.e. date of check, CRB disclosure number clear/unclear;


-
ensure systems are only accessed by designated people; and


repeat the checks every 3 years.

Checks on overseas applicants: currently there is no comprehensive and complete check that can be undertaken.  Contact the CRB enquiry line on 0870 9090811 or for more detailed information visit the website www.crb.gov.uk (services – existing customers- overseas).

(vi) Independent Safeguarding Authority Check (ISA) 

The launch of the new Vetting and Barring Scheme by the Independent Safeguarding Authority (ISA) has been deferred for one year until 12 October 2009.   

It will be unlawful to employ a member of staff, who has been barred, to work closely with children and young people i.e. in activities termed regulated which will consist of teaching, training, care, supervision, advice and transport either frequently, intensively or overnight. 

 From the 26 July 2010 all new entrants to roles working regularly with vulnerable groups and those switching jobs will be able to register with the ISA and be checked. However, from November 2010, it will be a legal requirement to check ISA status for all new and existing staff working in these activities.  In addition certain support activities e.g. cleaners, caretakers and activities with access to sensitive records of children and young people will be known as controlled and it will be mandatory to check the ISA status for staff working in these areas although, it will not be unlawful to appoint barred staff to these positions provided appropriate safeguards have been put in place.   

For an ISA check, which will only ascertain whether a person has been barred from working within the specified occupational groups, the fee will be £28.  The second part of the fee will cover a CRB check and will be £36, making a total of £64. Please note that no fees are incurred when checking the status of volunteers. Checking ISA status will be a one off exercise which will be carried out at the recruitment stage for new staff and which will be required for existing staff over a phasing-in period. which, is yet to be announced but, is likely to be 5 years.  Thereafter CRB checks will continue to be carried out every 3 years for staff working in regulated and controlled activities throughout employment. 

(j)
Confirming the Appointment

Once all checks and references have been received and reviewed as satisfactory, you may then telephone  the successful candidate with a formal offer of appointment and confirm it in writing. You should also inform the unsuccessful candidates and provide feedback if requested.
4.
Induction

In order to help new members of staff and volunteers to settle into their new environment, a clear and structured induction process and,  ongoing advice during the probationary period is important.  Induction training could cover:

· information about the immediate environment and new colleagues;

· information about the organisation – structure, main policies and procedures;

· roles and responsibility;

· terms and conditions of employment (if not already circulated);

· introduction to safeguarding and child protection policies and procedures;

· information about ongoing and appropriate training – safeguarding and child protection, diversity and equality and recruiting and selecting safely;

· familiarisation with local policies, procedures and resources.

5. Probation
It is recommended practice that all new employees undergo a probationary period. The length will vary from organisation to organisation – from 3 to 12 months. During this period there is a responsibility for the new employee to demonstrate suitability for the position and a responsibility for the employer to guide and train. By the end of the period, following continuous assessment and regular meetings – where you record any concerns you or the new employee may have about the work – the new employee must demonstrate the ability to work to an acceptable standard without undue supervision. .
6. Monitoring

If your organisation is interested in monitoring responses to advertising campaigns; then you should keep a record of where the positions were advertised, the costs and  the numbers applying, being short listed and appointed by race, gender, disability and age. You can then use this information to assist decision making when further positions become vacant.
 7.   Further Information:
In the event of any questions or concerns about the information contained in this booklet please contact either Caroline Dempsey, Recruitment and Training Manager with Wandsworth Borough Council, on 020 8871 6197 or Pete Gaskin Head of Contracts and Personnel in the  Children’s Services department of Wandsworth Borough Council on 020 8871 7974.
8. Appendices:
The following appendices contain examples of documents that you may use or amend to suit your organisational requirements
APPENDIX 1
Recruitment and Selection Checklist
CHECKLIST: Appointment of New Employees (paid and unpaid)

	
	Signature
	Date

	Preparation
	
	

	Job Description reviewed plus statement relating to safeguarding included
	
	

	Selection Criteria/Person Specification reviewed – criteria relating to safeguarding/child protection and motivation, behaviour, attitudes and temperament included
	
	

	Application form seeks all relevant information and includes relevant statements about references, requests disclosure of information, alerts to liability relating to falsification of information and dismissal
	
	

	Other information provided to candidates on:

· the organisation’s commitment to safeguarding;

· the selection assessment process and how it is designed to assess their personal suitability as it relates to safeguarding;

· CRB checks

· A & I checks
	
	

	Vacancy advertised (where appropriate)
	
	

	Advertisement includes reference to safeguarding policy i.e. statement of commitment to safeguarding and promoting the welfare of children and need for successful applicant to be CRB checked
	
	

	Shortlisting
	
	

	All short listed applications scrutinised.  Any discrepancies, gaps, anomalies or concerns in employment history noted to explore further with the candidate
	
	

	Check for any disclosures made by the candidate relating to allegations, disciplinary investigations, child protection concerns, or criminal history
	
	

	When there are disclosures, arrangements must be made for a nominated manager to discuss these with the candidate in a face to face meeting to reach a decision as to the implications for the personal suitability and appointment of the candidate
	
	

	References
	
	

	References should be sought directly from referees on all short-listed candidates.  Relevant questions asked relating to safeguarding and suitability to work in positions affording access to children
	
	

	Additional references may be required where employment gaps are present in the application form or where applicants have multiple employments. (Applicants should be notified where an additional reference is sought.)
	
	

	Records kept of date requested and date received
	
	

	References on all short listed candidates should be available before the interview/assessment if possible
	
	

	Chair of panel may need to phone referee. Record in writing any telephone conversation with referee seeking further information, chasing or clarifying points in reference.
	
	

	References on receipt – checked against information on application; scrutinised; any discrepancy/issue of concern noted to take up with applicant at interview/or with referee prior to interview
	
	

	Invitation to Interview/Assessment
	
	

	Includes full instructions relating to the interview/ assessment process.  Provides guidance so that people know how they are to be tested against the selection criteria, including the criteria relating to the safeguarding of children.
	
	

	Interview/Selection Assessment
	
	

	Explores and assesses candidate’s suitability for work with children as well as overall competence in relation to the post;

Assessment methods may include:
Skills interview by a panel or a series of 1:1 interviews, safeguarding interview- see section (h) for areas to be explored; interview by young people; occupational tests; etc.
	
	

	Check made of candidate’s original academic and training qualifications.  Copies made for the file
	
	

	Proof of Identity: Check made of candidate’s driving licence and birth certificate and any other proof of identity. Change of name supported by legal documentation
	
	

	Copies taken for file, including a photograph
	
	

	CRB Check
	
	

	Taken up on preferred candidate
	
	

	Record date satisfactory CRB received
	
	

	A CRB disclosure may be kept confidentially for 6 months but must then be destroyed.
	
	

	Where relevant and permissible, disclosure information discussed with candidate and assessment made as to implications for appointment
	
	

	Nominated senior manager accountable for decision making when information is disclosed, makes the decision in relation to the appointment of the candidate and, records the rationale for the decision.
	
	

	Health
	
	

	Fitness to work verified
	
	

	Decision to Appoint
	
	

	Manager responsible for actual decision to appoint confirms satisfaction with the outcome of the :

· selection assessment, including assessment of personal suitability and qualifications;

· references; proof of identity; disclosure of information; and CRB checks
	
	

	Induction
	
	

	New employee is inducted into the organisation including familiarisation with contract of employment, code of conduct, disciplinary rules and code of practice, child protection policy and protocols 
	
	


SIGNATURE:                                                                      Date:

APPENDIX 2
JOB DESCRIPTION TEMPLATE

JOB TITLE:







POST NO:  If appropriate

GRADE: If appropriate




SECTION:

RESPONSIBLE TO:

PRIMARY JOB FUNCTION

DUTIES AND RESPONSIBILITIES:
Include an appropriate Safeguarding paragraph.  A suggested model as set out below:

To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to your role within the Council. 

To ensure that your line manager is made aware and kept fully informed of any concerns which you may have in relation to safeguarding and/or child protection.

APPENDIX 3
PERSON SPECIFICATION TEMPLATE

The person specification is a picture of skills, knowledge and experience required to carry out the job.  It is used to (a) draw up the advert and is also be used in (b) the shortlisting and (c) interview process of this post.

You should demonstrate on your application form how you meet the following criteria.

	Section:
	Section:

	Designation:
	Grade:

	REQUIREMENTS

	EDUCATION/EXPERIENCE/KNOWLEDGE, SKILLS & ABILITY
	A/I/T

	1.


	

	2.


	

	3.


	

	4.


	

	5.


	

	6.


	

	7.


	

	8.


	

	9.


	

	10.


	

	11.


	

	12.


	

	13.


	

	14.


	

	15.


	

	Assessed by: A = Application  1 = Interview  T = Test
	


APPENDIX 4
APPLICATION FORM TEMPLATE

Please refer to the Guidance Notes on completing the application form

	Job Title:                                                                           Deadline for receipt of form:



	PERSONAL DETAILS

Surname /Family Name:                                                    Forenames:

Address:

Postcode: 

Telephone: Day                              Evening                              Mobile

(Please specify times or dates when it is convenient to call)

Email address:

Do you require a work permit work in the UK?                     
      Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 

If yes please provide a copy with this application

If you are disabled, would you require any assistance at the interview?  Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 

If yes, please specify:

Please tell us where you heard about this job vacancy or where you saw it advertised:




	APPLICATION TO BE RETURNED TO:
Name of Organisation




Address




Telephone




Fax



Please use this space to tell us about your current or most recent relevant work (paid or otherwise).

	Name of Employer:

Address:

Postcode:

Telephone No.:

Date started:

Date left (where applicable):
	Post Held:

Salary/Grade:

What is your notice period?

Reason for leaving/wishing to leave:



	Summary of current duties:




	PREVIOUS EMPLOYMENT  Please give details of your full employment history. Also, please detail any periods of unemployment and unpaid/voluntary work (most recent first).

Continue on a separate sheet if necessary

	Dates

From              To
	Name and address of organisation
	Telephone and

contact
	Job/Role and brief description of main duties
	Reason for leaving

	
	
	
	
	


Please tell us about any courses or training that you have been on

	Dates

From              To
	Name and address of Institute/ Training body
	Name of course
	Areas covered


	Results/

certificates/

qualifications gained

	
	
	
	
	


	REFEREES (Important! Please refer to Application Form Guidance before completing)



	Referee No. 1

Your current/most recent line

manager/employer


	Referee No. 2

A previous employer/other relevant referee (someone who knows you in a professional or training/education context)

	Name:

Job title:

Address:

Telephone No.:

Fax No:

Email Address:

Relationship to you:
	Name:

Job title:

Address:

Telephone No:

Fax No:

Email Address:

Relationship to you:



	May we approach this referee prior to interview?  Yes  FORMCHECKBOX 
         No   FORMCHECKBOX 

	May we approach this referee prior to interview?  Yes  FORMCHECKBOX 
         No   FORMCHECKBOX 



RELEVANT EXPERIENCE/FURTHER INFORMATION

	The person specification indicates the types of knowledge, skills and experiences that are needed to carry out this position.  Please use the space below to demonstrate your knowledge, skills and experience in the areas outlined in the person specification.  You may include details of other paid/unpaid work, voluntary work and work at home, committee and club experience/activities and any relevant hobbies etc.  Please give examples for every item on the Person Specification.

PLEASE CONTINUE ON A SEPARATE SHEET 


CRIMINAL CONVICTIONS

The post for which you have applied is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974, by virtue of the Rehabilitation of Offenders Act (ROA) 1974 (Exemptions) Order 1975.  Therefore, you are required to provide full details of all convictions, cautions and bind-overs including those regarded as spent under the ROA, and any pending prosecutions.  In the event of employment any failure to disclose such sentences or convictions could result in dismissal or other disciplinary action.

Under arrangements for the protection of children, we will check with the police about the existence and content of any criminal record.  This is a Criminal Records Bureau (CRB) Disclosure.  Police checks will only be made on the successful applicant.  Failure to declare a conviction, caution, bind-over or a pending prosecution, may disqualify you from appointment or result in summary dismissal.

Please answer the following:

	Have you previously used, or do you currently use, any other surname(s)?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If YES, state the other surname(s) you use(d):

Do you have any criminal records to declare?                                     Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

This includes: Prison sentence, bind-over, caution, discharge, probation, conviction, fines, community service, punishment orders, curfew, drug treatment/testing, reparation orders, compensation.

If YES, when did this take place?                      What was the charge?

Are there any current criminal proceedings against you?

Do you have anything else to declare?                                                            Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

i.e. have you been the subject of any child protection investigations, including any allegations relating to abuse, bullying, intimidation, professional malpractice or misconduct?
IF YOU HAVE ANSWERED YES TO EITHER OF THE QUESTIONS ABOVE, PLEASE GIVE DETAILS ON A SEPARATE SHEET

	


	DECLARATION

I have completed this application form accurately and truthfully.  I have not withheld any information that could reasonably be considered relevant to my application.  I understand that the appointment, if offered, will be subject to information given on this application form being correct.  Providing false information with regard to this application shall disqualify me from such an appointment, or if discovered after employment, may lead to dismissal.

Signed:                                   Full name:                                          Date:


CONFIDENTIAL – EQUAL OPPORTUNITIES MONITORING FORM
	Monitoring Information

In order that we can effectively monitor recruitment detailed monitoring of applications is carried out.  This necessitates collecting information regarding your gender, ethnic group and any disability you may have.  Your co-operation would be appreciated.  This information is used solely for monitoring purposes.  It will be treated as confidential and this sheet will be detached from your application form on its receipt and before shortlisting of candidates takes 

place.  It will not be used as part of the selection process.


Job Title 
...................................................................

Your Name .................................................................

Female   FORMCHECKBOX 
         Male  FORMCHECKBOX 
                          Date of Birth: .......................................................

	White
	Mixed
	Black

Black British
	Asian

Asian British
	Other

	British            FORMCHECKBOX 

	White & Black

Caribbean   FORMCHECKBOX 

	                       FORMCHECKBOX 

	Indian          FORMCHECKBOX 

	Chinese       FORMCHECKBOX 


	Irish                FORMCHECKBOX 

	White & Black  

African        FORMCHECKBOX 

	African           FORMCHECKBOX 

Please specify

Caribbean       FORMCHECKBOX 

	Pakistani      FORMCHECKBOX 


	Filipino        FORMCHECKBOX 


	Other             FORMCHECKBOX 

	White & Asian

                     FORMCHECKBOX 

	Other              FORMCHECKBOX 

	Bangladeshi   FORMCHECKBOX 

	Vietnamese  FORMCHECKBOX 


	European        FORMCHECKBOX 

	Any other mixed

                     FORMCHECKBOX 

	
	Other              FORMCHECKBOX 

	Other              FORMCHECKBOX 



If you selected any of the ‘other’ categories, please could you specify how you would further describe yourself?
...................................................................................................................................................

Disability
Do you consider yourself to have a disability?              Yes   FORMCHECKBOX 
               No   FORMCHECKBOX 

Is there anything we need to know about your disability in order to ensure that you have a fair selection interview? Please ensure that you have told us in the Personal Details section.
	GUIDANCE NOTES ON COMPLETING YOUR APPLICATION FORM

IMPORTANT! PLEASE READ THESE NOTES CAREFULLY

These notes have been written to help you make the best of your application.  The decision to shortlist you for interview will be based on the information you provide on this application form.

	1.  Read through each section of the application form carefully.  You may find it helpful to do a rough draft in pencil first.  Please keep photocopy of your completed application form, for your own reference.

2.  This form should be completed in black ink or type for photocopying purposes.

3.  The person specification describes the essential skills, knowledge, experience/professional qualifications which you will need in order to do the job as described in the job description.  Your completed application form should demonstrate that you have these skills and that you understand and are committed to equal opportunities.

4.  The first referee quoted on the form should be your present or most recent line manager/employer. The second referee should be another line manger from your most previous employment.  If you have not been employed, or have been out of employment for a period of time, you may wish to give the name of anyone who knows you sufficiently well in a professional or training/education capacity to confirm the information you have given, and to comment on your ability to do the job.

5.  The “Relevant Experience/Further Information” section of this application form is very important.  THIS IS WHERE YOU MAKE YOUR CASE FOR THE JOB.  Examine the skills and experience being asked for and provide evidence by giving specific examples that you possess those RELEVANT to do the job.  Give thought to previous work experience or other
	responsibilities that may assist you to uncover skills that you may have taken for granted.  Do not forget the skills and experience that you may have gained outside full time work.  If you have been out of paid employment for a long term, or have never been employed before, your job history may be less important than some of the responsibilities and experience that you have had more recently.  For example, you may have considerable domestic responsibilities or may organise social or community activities in your spare time.

6.  When completed, please read through your application form carefully, checking for errors or omissions.  Make certain your application form is sent in plenty of time, to reach us prior to the closing date.

7.  For reasons of economy, we do not usually acknowledge receipt of application forms, but if you wish us to do so, please send a stamped-addressed envelope with your application.

8.  If you have a disability and require assistance when attending an interview please give brief details on the application form (see Personal Details).

9.  To help us decide where to advertise our posts in the future, please state clearly where you saw the post advertised (see Personal Details).

10.  To help us monitor our recruitment all candidates are requested to complete the section on monitoring.  This will be treated as confidential and will be detached from the application form before shortlisting.


APPENDIX 5
SHORTLISTING FORM TEMPLATE

	Job Title: 
	Interview date:
	Test date:
	Available times for 

interviews:
	Available times for tests:

	Position:
	Interview location:
	Test location:
	
	


	Candidates Details
	Education/Knowledge, skills and abilities
	Shortlist y/n
	Comments

	Surname
	First Name
	1*
	2
	3
	4
	5
	6
	7
	8
	9
	10
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	* These numbers relate to the criteria on the person specification  Y = Meets criteria  N = Does not meet criteria

? = Unclear
	
	


	Panel members: 
	Signature of panel chair:

	
	

	
	

	
	

	
	


APPENDIX 6
PANEL INTERVIEW ASSESSMENT TEMPLATE

	Job title: 
	Panel members:




Interview and test analysis

	Candidates Details
	Education
	Knowledge, skills and abilities
	Total
	Tests
	Outcome

	Surname
	First Name
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	E= No knowledge

D = Some of the required qualifications/basic knowledge

C = Has the required qualifications/satisfactory knowledge

B = Has an additional qualification/above average knowledge

A = Has additional qualifications/exceptional knowledge
	O = Offer

R = Reserve

U = Unsuitable


Offer Details

	Proposed salary:
	Location:
	Full time/part time/job share:
	Benefits and allowances:

	Grade:
	Fixed term or permanent:

(please indicate length of contract)
	Hours per week:
	


	Signature of panel chair:




APPENDIX 7
	PRIVATE AND CONFIDENTIAL


	NAME OF ORGANISATION
Address
Address
Address  Postcode
Please ask for/reply to: 

Telephone 020 xxxxxxxx

Fax:  020 xxxxxxx

Email: 

Web: www.
Our ref:  

Your ref:  

Date:  




MODEL PROVISIONAL LETTER OF INTEREST
Dear

Following your recent interview, I am pleased to tell you that we are very interested in your application for the position of   _______________________________ , and should like to proceed to the next stage in the process. This involves information being sought  

· from your referees, 
· about your health, 
· your qualifications (if necessary)

· a Criminal Records Bureau disclosure and 
· evidence of your right to work in the UK and work permit where necessary.

I have written to your referees and would be grateful if you could contact them to ensure they promptly respond to our requests. 
May I stress that this is not an offer of employment at this stage and you should not resign from your present employment.  A final decision will not be made until all the information listed above has been received.  I shall, of course, contact you again as soon as possible to let you know the outcome. In the meantime if you have any queries please do not hesitate to contact me on the number above.
Yours sincerely,

Name

Panel Chair          

APPENDIX 8
	PRIVATE AND CONFIDENTIAL


	NAME OF ORGANISATION
Address

Address

Address  Postcode

Please ask for/reply to: 

Telephone 020 xxxxxxxx

Fax:  020 xxxxxxx

Email: 

Web: www.

Our ref:  

Your ref:  

Date:  


MODEL REFERENCE REQUEST LETTER
Dear (Referee’s name, Address)

Reference Request
Name:

Post Applied for:

Job Title:

The above-named person has applied for a post with (name of organisation) and has given your name as a referee.  
A job description and person specification for the post is enclosed and I would be grateful if you would complete the enclosed form and return it to us as soon as possible.  

Please note that in order to protect the public, this post is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974 by the virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, amended by the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 1986.  Therefore, it is not in any way contrary to the Act to reveal any information that you have concerning convictions that would otherwise be considered as “spent”.  Any such information will be kept in strict confidence, and used only in the consideration of the suitability of the applicant for this position.  This information will not be disclosed to the applicant.  The applicant is able to view the remainder of the reference.

Yours sincerely,

Name (Panel Chair)

APPENDIX 9
MODEL REFERENCE FORM

PRIVATE AND CONFIDENTIAL

REFERENCE REQUEST

This is a standard reference request form for use by all referees. Please complete all relevant sections using additional sheets if required for the person named below. 
REFERENCE FOR:
Name:

Job Title:

1.
In what capacity have you known the applicant?
____________________________________

2.
In your opinion do you consider this person to be suitable to work with children and       young people?


YES/NO
3.
Are you aware if the applicant has been 

             cautioned or convicted of a criminal offence?

   YES/NO

If yes – please provide details:………………………………………………………….

4.      Please give details of the position held, ages of children the above named worker was employed to care for and general job specification:

…………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………    

5.      Please comment on any other relevant additional abilities the applicant has:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

6.           Dates of Employment:   From……………………….To…………………………

If the applicant was an employee, please comment on the following:

	Excellent
	Good
	Average
	Fair
	Poor

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Quality of Work

Time keeping

Ability to work in a team

Using own initiative

Trustworthiness                 

Working without supervision

Ability to cope

Honesty/integrity

Interaction with children

Creativity

Communication with parents

Planning activities

Hygiene awareness

7.         Please state sickness absence over the last one year:

            Number of days:……………………Number of occasions……………………

Are you aware of any problems relating to sickness in previous employment?

(If yes, please give details)

8.       Was the applicant subject to any disciplinary action during the course of their

           employment?  If yes, please give details………………………………………………

………………………………………………………………………………………….

Reason for leaving:……………………………………………………………………

Would you re-employ this person?



YES/NO

If No, please state reasons why……………………………………………………….

………………………………………………………………………………………..

This form was completed by………………………………..(Please print your name)

Signature………………………………………………Date………………………….

Job Title………………………………………………………………………………..

This form should either be stamped with a company stamp or be returned with the company’s headed notepaper

Thank you for your co-operation and the time you have taken to provide this information.    

APPENDIX 10
	PRIVATE AND CONFIDENTIAL


	NAME OF ORGANISATION
Address

Address

Address  Postcode

Please ask for/reply to: 

Telephone 020 xxxxxxxx

Fax:  020 xxxxxxx

Email: 

Web: www.

Our ref:  

Your ref:  

Date:  

 


MODEL FORMAL OFFER OF EMPLOYMENT LETTER
Dear

I am pleased to formally offer you the position of .............................. commencing on .....................................  Before your start date, please contact your supervisor/line manager to finalise arrangements for your first day.

This post is subject to the completion of a ………(number of months)…  probationary period.  At the start of your employment your supervisor will give you details of the scheme.

Your main Terms and Conditions of employment are as laid down in your contract.
Please find enclosed a sheet giving details of your induction to the organisation.

To accept this position, please sign and returned the enclosed copy of this letter.  If you have any queries regarding your appointment please do not hesitate to contact me on the above telephone number.

Yours sincerely,

Name

Panel Chair
Encl:
Contract


Job description


Induction programme

I accept the above position.

Signature .............................................................................
Date ................................

APPENDIX 11
IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006
The Immigration, Asylum and Nationality Act 2006 requires all employers to satisfy themselves  that prospective employees possess documentary evidence of their eligibility to live and work in the U.K.  The documents you can provide are listed below.  

	List A
	List B

	1 A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom.


	1 A passport or other travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, provided that it does not require the issue of a work permit.

	2 A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland.


	2 A Biometric Immigration Document, issued by the Border and Immigration Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question.



	3 A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland.


	3 A work permit or other approval to take employment issued by the Home Office or the Border and Immigration Agency, when produced in combination with either a passport or another travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office or the Border and Immigration Agency to the holder, or the employer or prospective employer confirming the same.



	4 A permanent residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland.


	4 A certificate of application issued by the Home Office or the Border and immigration Agency to or for a family member of a national of a European Economic Area country or Switzerland, stating that the holder is permitted to take employment, which is less than 6 months old, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service.



	5 A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom.


	5 A residence card or document issued by the Home Office or the Border and Immigration Agency to a family member of a national of a European Economic Area country or Switzerland.

6 An Application Registration Card (ARC) issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service.



	6 A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom.


	7 An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and is allowed to do the type of work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).



	7 An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


	8 A letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card)


	8 A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


	

	9 A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


	

	10 A birth certificate issued in the Channel Islands, the Isle of Man, or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


	

	11 An adoption certificate issued in the Channel Islands, the Isle of Man, or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).

12 A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


	

	13 A letter issued by the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer (e.g. P45, P60, National Insurance Card).


	


APPENDIX 12
GUIDANCE FOR APPLICANTS ON COMPLETING A CRB FORM

Use Black Ink!
You only need to complete the following Sections:


Section A, B, C, D, H

In Section H, you need to sign 68.

If your title is “Mrs, M/S or Dr” then you are required to enter your family name at birth in Section C20, even if it is the same family name.

Your address history must be full and continuous for the last 5 years with months.  There must not be any breaks.  If you have been travelling, write the dates “from” and “to”.

Identification
If you are bringing in any bills, statements or correspondence for identity you must make sure it is less than 3 months old and in your current name.  At least one document must show your current address.

The best forms of ID are Driving Licences and Passports.

If you bring in a driving licence make sure that any “middle names” on the licence match the names you put in Section A.

Other Information
Read the purple book – “An applicant’s guide to completing the Disclosure application form”.  (Does your organisation have copies of these?)

The code of practice can be downloaded from www.crb.gov.uk/ or telephone 0870 90 90 844.

If you have any questions about completing the form, please contact (organisational contact no.).

	Have you?
	

	Used Black Ink?
	

	Sections A, B, C, D, H complete? Do not complete Sections E or F
	

	Three forms of ID?
	

	One of the above forms has your current address on it.

If a Bill, it should be less than three months old
	

	Section X completed?
	

	If Ms/Mrs/Dr is Section C completed?
	

	C28 + C32 complete?
	

	Full 5 years address history?
	

	If driving licence used, do you have a middle name? Did you put this in A2?
	


APPENDIX 13
CRB DISCLOSURE CHECKLIST
Please tick which original documents have been seen and give a date of the document.  You must see one document from Group 1 and two documents from Group 2.

	Documents
	Tick if original seen
	Date of 

Document

	Group 1
	
	

	Valid Passport
	
	

	UK Driving Licence (either photocard or paper)
	
	

	Original Birth Certificate (issued within 12 months of birth, full or short form acceptable)
	
	

	Valid photo identity card (EU countries only)
	
	

	Group 2
	
	

	Marriage Certificate
	
	

	Non-original Birth Certificate (issued after 12 months of date of birth)
	
	

	P45/P60 Statement**
	
	

	Bank or building society statement*
	
	

	Utility bill* (electricity, gas, water, telephone, mobile, sky etc.)
	
	

	Valid TV Licence
	
	

	Credit card statement*
	
	

	Store card statement*
	
	

	Mortgage statement* 
	
	

	Valid insurance certificate
	
	

	Correspondence or document from Benefits Agency; Employment Service; Inland Revenue; or Local Authority*
	
	

	Mail order catalogue statement*
	
	

	Court summons*
	
	

	Valid NHS card
	
	

	Addressed Payslip*
	
	

	National Insurance Number Card
	
	

	Exam certificate (e.g. GCSE, NVQ)
	
	

	Child Benefit book**
	
	

	Connexions card
	
	

	Certificate of British Nationality
	
	

	Valid work/permit/visa
	
	

	Other document (confirmed as acceptable)

Please state:
	
	


*
Document needs to be less than 3 months old

**
Documents needs to have been issued in the past 12 months

Signature of checker: __________________________  Carried out: ___________________
Review/Draft


person


specification





(Section 5c)





Timetable:  agree dates/train panel 





Review/Draft


a JD





(Section 5b)





Employee Resigns OR


New Post/ volunteer needed





Write the advert; decide on media


Prepare pack of  information .





(Section 5d)








Interview/tests





(Section 5g)





Shortlist





(Section 5f)





Advertise





(Section 5e)





Pre-Employment checks


References (hi) **


Health (hii)


Qualifications (hiii)


Immigration, Asylum & Nationality (hiv)


CRB (hv)


Independent Safeguarding Authority check (ISA) (hvi)





(Section 5h)		





Induction





And





Probation








Confirm


appointment
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