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Chapter 1 

Introduction 

Safe recruitment is central to the safeguarding of children and young people. 
Organisations employing staff or volunteers to work with children and young people 
have a duty to safeguard and promote their welfare. This includes ensuring that the 
organisation adopts safe recruitment and selection procedures, which prevent 
unsuitable people from gaining access to children  
 
The following guidance is based on current legislation, guidance and best practice and 
aims to promote consistent practice across the Borough of Ealing. 

 
‘Safeguarding children must be everybody’s responsibility. Good safeguarding practice 
therefore has to be built into routine procedures and practice. Nowhere is this more 
important than in the recruitment and vetting of people who have contact with children’ 
(Safeguarding Children and Safer Recruitment in Education, 2007 – Chapter 4, 4.3). 

 
Scope of the Policy  

This guidance applies to all organisations/groups within the Private and Third 
sector (non statutory, voluntary, community) who work with children and young people. 
This includes faith groups such as Churches, Mosques, Synagogues, Gurdwaras etc.  
 
The following types of organisations are likely to be classed as working with children 
and young people: 

• youth groups, such as scout or guide troops (such as Girl Guiding units) 

• those running facilities/activities for children and young people (e.g. sports, arts, 
supplementary schools) 

• those offering counselling to children and young people 

 
This guidance applies to all adults who have contact with children and young people 
through their work whether in a paid or voluntary capacity (including those on work 
placements).  It applies to: 

• Permanent staff 

• Temporary and agency staff  

• Staff recruited from overseas  

• Staff who do not have direct responsibility for children, but who will have contact 
with children within the organisation and will be seen as safe and trustworthy  

• Staff who have access to confidential and sensitive information e.g. administrative 
staff, management committee members, caretakers, maintenance workers’ 

L 
The principles of safe recruitment should also be included in the terms of any contract 
or service level agreements drawn up between the organisation and contractors or 
agencies that provide services to children and young people. Any service level 
agreement or contract should contain a safeguarding statement, which makes explicit 
the standards expected. The agreement should be regularly reviewed. 

This guidance will be updated in late 2009 when the Independent Safeguarding 
Authority Scheme (briefly explained on page 16 & 19) is in operation. 
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 RECRUITMENT & SELECTION CHECKLIST 
 

Go through this checklist when a new vacancy arises to ensure that your 

organisation has safe recruitment practices in place. 

 

Pre interview – planning 

• Job description & Person specification prepared.  

• Safeguarding elements incorporated including organisation’s Safeguarding policy/ 
Code of Conduct  

• Position on CRB checks/references & how & when these will be requested is clear. 

• Interview panel agreed. 

• Assessment methods & timetable agreed. 

� 

� 

 

� 

� 

� 

Advertising 

• Makes clear reference to safeguarding children. 

• Recruitment pack (containing full details of job role, Safeguarding Policy, Equal 
Opportunity’s Process, referencing process & CRB checks) sent to all applicants 

� 

� 

Applications & short listing 

• Job description & person specification used as short listing criteria. Notes made & 
held to support decisions 

• Any discrepancies, anomalies or gaps in employment to be explored & accounted 
for at interview and within references. 

• Short listed applicants informed about documentation required at interview 

� 

 

� 

 

� 

References 

• Should be sought using suggested template, prior to interview if possible.  

• On receipt, references should be checked for discrepancies & explored at interview 
as necessary. 

• Questions left blank should be followed up with referee verbally. 

� 

� 

 

� 

Interviews – assessing and selecting 

• At least 2 interviewers on panel. Ideally, at least one will be trained in Safer 
Recruitment. 

• Use of more than one assessment method. Suitability to work with children must be 
measured alongside other job criteria. 

• Documentation & identity details checked and copied as appropriate 

� 

 

� 

 

� 

Decision making 

• Data from interview/assessment & referencing used to determine whether 
appropriate standard for appointment has been met, and from this, the best 
candidate for the job. Notes taken to support selection decision. 

� 
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Conditional Job offer (may be the verbal offer) 

• Must be made subject to satisfactory completion of pre-employment checks and 
any outstanding references. Ideally, job offers be subject to a standard probationary 
period. 

� 

Pre-employment checks 

• A minimum of 2 references, one of which will be from existing or most recent 
employer. Recommend that where possible references cover last 5 years’ work 
history.  

• Enhanced CRB check where necessary & satisfactory disclosure received 
BEFORE start date. 

• Identity & qualifications confirmed. Health screens as appropriate.  

� 

 

 

� 

Confirmation of offer & start 

• Induction arrangements in place 

• All new entrants made aware of safeguarding standards & code of conduct. 
Receives child protection training & updates. Probation/statutory induction period 
managed where appropriate 

� 

� 
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Chapter 2 

Pre Interview Stage 

Planning is vital to safe recruitment. It is important to be clear about the qualities, 
qualifications and experience a successful candidate will need to demonstrate, and 
whether there are any particular matters that need to be stated in the advertisement for 
the post, e.g. the successful candidate must undergo a CRB Check.  The recruitment 
process needs to be planned, including who will be involved, responsibilities and 
timescales.  
 
Typically, the minimum time needed to appoint someone when the recruitment process 
starts is 10 –12 weeks. Consequently there will often be a gap between someone leaving 
and a new person taking up a post. If temporary staff are to be used, it is important they are 
recruited using a recruitment and selection process that includes the safeguards set out in 
this guidance. 

 
Advertising 

The advertisement should include a statement about the employer’s commitment to 
safeguarding and promoting the welfare of children and young people, and reference to 
the need for the successful applicant to undertake an enhanced criminal record 
check (if necessary to post). It should also state that references will be requested and 
followed up. You may also want to mention that you are an equal opportunities 
employer and welcome applications from people with disabilities or from ethnic 
minorities etc 

 

Job Description and Person Specification 

Once a post becomes vacant or a new post is created the job description and person 
specification need to be reviewed and agreed to ensure compliance with safe 
recruitment guidance. 

 

The Job Description should clearly state: 

• The main duties of the post  

• The extent of contact/responsibility for children and young people  

• The individual’s responsibility for promoting and safeguarding the welfare of the 
children/ young people s/he is responsible for, or comes into contact with.  

 

The Person Specification is a statement of the attributes and characteristics 
necessary to do the role. It should include: 

• The essential and desirable qualifications and experience  

• Other requirements needed to perform the role in relation to working with 
children and young people  

• The competencies and qualities that the successful candidate should be able to 
demonstrate  

 

SEE APPENDIX 2 FOR A SAMPLE JOB DESCRIPTION & PERSON SPECIFICATION 
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The Job Description, Person Specification and Advertisement are key documents for 
your recruitment campaign and need to be accurate in their description of the job 
content and skills, abilities and personal qualities necessary to do the job.  

 

The process is the same for volunteers who need clear role descriptions outlining 
responsibilities of the voluntary work.  

 

Application Form 

Applicants need to complete a standard application form which should provide you with 
enough information to make a choice about whether you want to consider the applicant 
for the position you hold vacant.  You should not accept CV’s (Curriculum Vitae) 
drawn up by the applicant because these will only contain the information the applicant 
wishes to present and may leave out relevant details.  

It is important that applicants complete the whole form. Gaps in the application form, 
including gaps in their education and employment history, should be investigated at the 
interview. It may mean that they are covering up incidents in their history that have an 
impact on their suitability for the position. Volunteers also need to complete a standard 
application form. The same format can be used with shorter sections on previous 
employment and training.   

It may be necessary to take up references prior to interview if the candidate has 
disclosed allegations on the application form.  Please beware that candidates should 
not be dismissed at the short listing stage as the allegations may be unfounded. 

If the post is not covered by the Rehabilitation of Offenders Act 1974 (all convictions, 
cautions and bind-over’s, including those regarded as ‘spent’ must be declared – see 
page 18, 31-32) this must be made clear. 

Additional information gathered with the application form such as diversity data must be 
used only for monitoring purposes and checking identity, it must not form part of the 
selection process. 

 

SEE APPENDIX 3 FOR AN APPLICATION FORM TEMPLATE 

SEE APPENDIX 4 FOR A VOLUNTEERS APPLICATION FORM TEMPLATE  

 

Information Pack to Candidates 

All information given to interested applicants should highlight the importance of the 
rigorous selection processes and the duty to safeguard and promote the welfare of 
children and young people.  It should be clear that proof of identity will be required, as 
well as a CRB check where appropriate. 

The pack should include a copy of: 

• The application form, and explanatory notes about completing the form  

• The job description and person specification  

• Relevant policies and documents including the organisations Safeguarding Children 
Policy Statement and Equal Opportunities policy (SEE APPENDIX 5 FOR A 
MODEL EQUAL OPPORTUNITY POLICY) 

• A statement offering candidates more information with regards to access to the 
pack e.g. availability in different languages or Braille 

• Additional information / publicity about the organisation may be inserted 
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Chapter 3 

Short-listing Stage 

The same selection panel should short list and interview the candidate. At least one 
member of the panel should have undertaken safe recruitment and selection training. 

All application forms should be scrutinised to ensure: 

• They are fully and properly completed  

• The information is consistent and does not contain any discrepancies 

• Gaps in employment/training or a history of repeated changes of employment are 
noted. 

All candidates should be assessed equally against the criteria contained in the person 
specification. Incomplete and/or illegible applications should not be accepted.  

 

SEE APPENDIX 6 FOR THE SHORTLISTING TEMPLATE 

 
References 

The purpose of seeking references is to scrutinise and test the information given by the 
applicant.  References should be obtained directly from the referees (, i.e. To Whom It 
May Concern should not be accepted) and any anomalies, ambiguities or conflicting 
information between the reference and the application should be followed up by a 
panel member directly with the referee. 

Also: 

• Dated and signed notes should be taken if any follow up action is taken regarding 
references. 

• It is considered best practice to obtain references prior to the interview so that 
any issues of concern they raise can be explored further with the referee and taken 
up with the candidate at interview.   

• Where references are not taken prior to interview, any decision to offer the post 
must be conditional upon suitable references and checks being received. 

• It is a legal requirement to ask previous employers about the suitability of the 
candidate and whether there have been any concerns, allegations or disciplinary 
investigations raised regarding the individual’s conduct, performance or behaviour 
towards children which might cause their suitability for the post applied for into 
question (whether founded or unfounded). 

 

SEE APPENDIX 7 FOR A MODEL REFERENCE REQUEST LETTER & FORM 

 

Chapter 4 

Interview Stage 

The interview process allows the panel to test the requirements of the person 
specification and this should include exploring issues relating to safeguarding and 
promoting the welfare of children.  
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It is also important to explore not just someone’s previous experience of working with 
children (if any) or their relevant qualifications or skills, but also their attitudes and motives 
to work with children. There is no point having a highly qualified teacher, youth worker or 
nursery nurse if they dislike children or do not have the right motives for working with them. 

 

Invitation to interview 

• Should include details of any expected presentations, role play or other activity 
intended to enable the candidate to demonstrate their suitability for the post 

• Should be clear that, prior to appointment, there will be a requirement to complete 
an application for a CRB disclosure (if needed for the post) 

• Should stress that the identity of the successful candidate will be checked 
thoroughly and that they must bring documentary evidence of their identity, e.g. 
current passport and a utility bill/financial statement showing the candidate’s current 
name and address.  

• Candidates should bring documents confirming any educational and professional 
qualification(s).  

• Should ensure that candidates special needs are met e.g is there disability access?  

 

Interview panel should: 

• Meet before the interview to agree their assessment criteria in accordance with the 
person specification and to prepare a list of questions they will ask all candidates. 

• Be trained in interviewing and recruitment procedures 

• Authorised to make appointments 

• Able to recognise responses which may question suitability  

 

Interview questions/activities: 

• Should be agreed before hand 

• Explore suitability issues 

• Enable the candidate to demonstrate necessary or transferable skills and previous 
experience required to undertake the role 

• Interview tasks or activities (such as tests e.g. on IT skills) ) should be reasonable 
and linked specifically to aspects of the job description and or person specification  

• Explore any gaps in the candidate’s employment history  

• Discuss any concerns or discrepancies arising from the information provided by the 
candidate and/or referee 

  
The interview should also explore issues relating to safeguarding, including: 

• Motivation to work with children/ young people  

• Ability to form and maintain appropriate relationships and personal boundaries  

• Emotional resilience in working with challenging behaviours  

• Attitudes to use of authority over children / young people 

 

SEE APPENDIX 8 FOR A LIST OF SAFEGUARDING QUESTIONS 
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Chapter 5 

Selection 

The selection process by the panel members must be an objective assessment of each 
candidate and measured against the essential criteria in the person specification. 

Interviews are the most commonly used selection tool, but it is important not to rely on an 
unstructured or unplanned interview as it will only provide limited information, and often 
what a candidate wants to tell you or how s/he wants to be seen. You need to plan each 
interview and ask probing questions to get relevant information. The selection process 
should always include a face-to-face interview (this also applies to volunteers though the 
interview may be less formal). However, in addition to interviews there is a range of 
selection tools that can be used to allow you the best opportunity to assess how suitable a 
candidate is for the role and also allow the candidate a number of opportunities to 
demonstrate their suitability. 
 
Examples of different selection tools that could be used alongside interviews are: 
 

• role-plays 

• presentations 

• group exercises 

• written exercises 

• aptitude/ability tests 
• personality questionnaires 

• job trials 
 
Involving children and young people in the recruitment and selection process in some 
way, or observing candidates’ interaction with them is common, and recognised as 
good practice. This could be done by allowing the potential candidates to engage with 
children (supervised at all time), and assessing their ability to interact with them.  
 
There needs to be a degree of formality in the whole recruitment process from the time 
the role becomes vacant, through the placing of the advertisement and to the stage 
when the position is filled. The use of written notes will enable accurate records to be 
maintained of short listing and selection decisions.  

 

Without a proper structure in place and objective criteria being applied there is a 
far greater risk of an inappropriate decision being taken and a risk of unsuitable 

persons being appointed to work with children. 

 

Convictions and Recruitment 

It is important to note that an applicant having a criminal record will not necessarily be 
barred from working with vulnerable groups. 

Organisations should not discriminate unfairly against any subject of a Disclosure on 
the basis of conviction or other information revealed.   

Employers must make a judgement about suitability, taking into account only those 
offences which may be relevant to the post in question.  In deciding the relevance the 
following should be considered: 

• Whether the conviction or other matter revealed is relevant to the position in 
question 

• The seriousness of any offence or other matter revealed 

• The length of time since the offence or other matter occurred 
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• Whether the applicant has a pattern of offending behaviour or other relevant 
matters  

• Whether the applicants circumstances have changed since the offending behaviour 
or the other relevant matters, and  

• The circumstances surrounding the offence and the explanation(s) offered of the 
offending person. 

 
There are, however, particular offences that automatically prevent an offer of 
employment in an environment with vulnerable groups. These include: 

• Rape 

• Incest 

• Unlawful sexual intercourse 

• Indecent assault 

• Gross indecency 

• Taking or distributing indecent photographs 

 

If appropriate, applicants can be invited to discuss disclosure information before a final 
recruitment decision is made.  

  

SEE APPENDIX 9 FOR GUIDANCE AROUND RECRUITMENT OF EX OFFENDERS 

 

Chapter 6 

Pre-appointment checks 

Any offer must be subject to satisfactory evidence of: 

 

• Receipt of at least two satisfactory written references, where possible 
confirmed by telephone.  

• Criminal Record Bureau (CRB) clearance  (see page 13) 

Further information about CRB and its service can be found at www.crb.gov.uk 

• Identity – This should include; name, date of birth, address and photographic 
identity 

• Qualifications – Candidates should be asked to bring original copies of all relevant 
qualifications and these should be inspected and copied on the day 

• Confirmation of appropriate level of health and fitness for the post – where 
appropriate to the duties required of the post 

 

All checks should be: 

• Confirmed in writing  

• Documented and retained on the personnel file (subject to restrictions on the 
retention of information imposed by CRB regulations)  
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• Followed up where they are unsatisfactory or where there are discrepancies in the 
information provided  

 
Anyone who is barred from working with children in a regulated position, as set 
out in Section 36 of Criminal Justice and Court Services Act 2000, is committing 
an offence if they apply for, offer to do, accept or do work in any of the regulated 
positions set out in the Act.  It is also an offence for an employer knowingly to 
offer work in a regulated position, or to procure work in a regulated position for 
an individual who is disqualified from working with children, or fail to remove 
such an individual from such work.  
 
Visit http://www.opsi.gov.uk/Acts/acts2000/ukpga_20000043_en_3#pt2-pb2-l1g36 
for more information  
 
 

Identity and Immigration 

In accordance with the Asylum and Immigration Act 1996, employers have a duty to 
check whether candidates are entitled to live and work in the UK. When applicants are 
invited to interview they should be asked to bring with them evidence of their right to 
work in the UK. It is important to be sure that the person is who s/he claims to be. The 
employer must ask to see documentary evidence of identity and British or European 
Economic Area citizenship, e.g. a British birth certificate, documentary proof of National 
Insurance number or valid British or EEA passport. Documents should be checked to 
see that they are a likeness of the person in terms of age/gender etc.  

 

It is a criminal offence to employ a person who does not have permission to live and 
work within the UK. The employer or other person(s) making the appointment would be 
liable to prosecution in such cases. 

 

Criminal Records Bureau (CRB) Checks 

All those appointed to work directly with children need to have an enhanced CRB 
check (this includes volunteers, agency staff, consultants and contractors). CRB 
checks should be received and confirmed as satisfactory prior to the person taking up 
the position. 

It is considered good practice for workers whose role does not generally involve direct 
contact with children, but where through the course of their duties they may be alone 
unsupervised with children or have access to relevant confidential information (i.e. 
domestic assistants, clerical staff etc), should have an Enhanced CRB check. 

Employers of workers employed by an agency or a contractor and who work regularly 
will be required to confirm the suitability of the worker to be with children prior to the 
work starting. This will include confirmation of a satisfactory CRB check at a level 
appropriate to the work and evidence of sound child protection, CRB and recruitment 
procedures. Failure to provide the required information should result in that person not 
being allowed to work in the organisation until such time as the requirement can be 
met.  

In cases where the CRB disclosure contains convictions, cautions or similar information 
it is the responsibility of the organisation to carry out a risk assessment to determine 
whether the person is suitable to work with children.  

 
SEE APPENDIX 10 FOR MORE INFORMATION ABOUT THE CRB PROCESS 
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Checks for Volunteers  

Volunteers who undertake unpaid duties for an organisation which bring them into 
unsupervised or regular contract with children and young people should be subject to 
the same recruitment processes as paid staff. Regular contact is defined as 3 or more 
times in a 30 day period or any overnight contact. Where volunteering activity is 
unplanned and does not include unsupervised contact e.g. non-residential one-off 
school day trip, a CRB check is not required, unless the volunteering will become a 
regular activity. For more information read the ‘Criminal Records Bureau checks – 
Guidance for Volunteers’ available at  
http://www.crb.gov.uk/pdf/OTS_CRB%20Volunteer%20Guidance.pdf.  

 
 

SEE APPENDIX 11 FOR SOME EXAMPLES OF WHEN IT MAY OR MAY NOT BE 
NECESSARY TO CARRY OUT CRB CHECKS ON VOLUNTEERS 

 
 

Checks on Overseas Staff 

The same checks should be made on overseas staff as for all other staff, including 
CRB checks. 

Where an applicant has worked or been resident overseas in the previous 5 years, the 
employer should obtain a check of the applicant’s criminal record from the relevant 
authority in that country and seek additional information about an applicant’s conduct.  
Not all countries provide this service and advice can be sought from the CRB Overseas 
Information Service – www.crb.gov.uk/overseas. 

Also for applicants from non EEA countries, evidence of permission to work in UK/work 
permit should be obtained 
 

 
Staff Records 

In relation to each member of staff appointed a record should be kept to show: 

• Written references obtained and confirmed by telephone  

• Gaps in employment history checked  

• A satisfactory CRB/Enhanced CRB certificate obtained, with unique reference 
number and date.  

• Reasons/decision to appoint despite criminal convictions  

• Evidence of proof of identity  

• Evidence of qualifications  

• Details of registration with appropriate professional body  

• Confirmation of right to work in UK  

• Record of interview questions and answers  

• Details of any disabilities or additional needs to ensure the organisation meets 
these needs.  

 

Records should be signed and dated by appointing manager/chair of the 
interview panel 
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Chapter 7 

Induction 

Staff and volunteers working with children and young people should have a formal 
induction which includes consideration of safeguarding and safe practice, and should 
be provided as soon as possible with relevant levels of safeguarding/child protection 
training appropriate to their role. 

 
Induction should be planned and timetabled prior to the individual starting with the 
organisation. This should involve identifying who will undertake which aspect of the 
induction process and when. 

 
The induction should also provide the new employee with the opportunity to discuss 
any issues or concerns they might have.  

 

Probationary period 

Each employee should also undergo a probationary period. The amount of time this 
lasts for is dependent on the organisation but 6 months is standard practise. 
 
The probationary period is designed to ensure that new employees can demonstrate 
the skills necessary to carry out the job for which they have been recruited, to the 
standard required. 
 
It is essential that managers take responsibility to ensure that their employees are 
aware of the standards required, from the beginning of their employment and identify 
any learning and development needs. Objectives must be agreed at the beginning of 
the probationary period. 
 
Throughout the probationary period managers should review their employee’s 
performance, attendance, time keeping and conduct on a regular basis. 
 
By the end of the probationary period the employee must be meeting the agreed 
standards before their employment with the organisation is confirmed. 
 
 

Training 

All staff working with children and young people should have basic child protection 
training that equips them to recognise and respond to child welfare concerns. Ideally 
staff should receive training when they are first appointed. Those who do not have 
designated lead responsibility for child protection should undertake suitable refresher 
courses at least every three years to keep their knowledge and skills up to date. 
 
 

Supervision 

Organisations working with children and young people should have a commitment to 
providing supervision for staff appropriate to their function and role. Supervision is part 
of a continuum which starts with induction and continues as part of the performance 
management and staff development process. 

 
SEE APPENDIX 12 FOR A MODEL SUPERVISION FORM 
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Code of Conduct  

All organisations working with children should have in place up to date child protection 
procedures, which are compliant with the London Child Protection Procedures. 
Agencies can produce their own or can adopt the ‘Yellow Book’ (Ealing’s Child 
Protection Policies and Procedures). A formalised 'Code of Conduct' will serve to 
support and protect both service users and staff. It will set out the boundaries and 
guidelines as to what is good and appropriate behaviour.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Details:  

For further information or any questions about the Safe Recruitment Guidance please 
contact Halima Abouannaoual on 020 8280 2235 or email Halima@ealingcvs.org.uk 

  

 

 

 

 

 

 

 

 

 

 

 

Appendix 1 

From July 2010 
 

Individuals will be able to register with the Independent Safeguarding Authority 
(ISA) if they intend to work/volunteer or currently work/volunteer with children 

and/or vulnerable adults.  
 

The cost for an individual to apply to register with the ISA will be a one-off, 
lifetime fee of £64 (free for volunteers).  

 
Please note that from November 2010 it will be ILLEGAL for an organisation to 
employ anyone who is not on the register to work/volunteer with children, young 

people and vulnerable adults 

For the latest information about the ISA and its new service please visit the ISA’s website 
http://www.isa-gov.org.uk/ where you can register to receive regular updates. 
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Appendix 1 

RECRUITMENT LEGISLATION 
The legislation listed below is the most relevant for you in employing staff. Your 
standards and associated guidelines must be consistent with: 

 

Data Protection Act (1998) 

The Data Protection Act applies to personal data held in a structured way in any 
medium (paper, computer, microfiche, tape etc). To comply with the Act, information 
must be collected and used fairly, stored safely and not disclosed to anyone unlawfully. 

 

Disability Discrimination Act (1995) 

This Act makes it unlawful to discriminate against a person on the grounds of disability 
in the areas of employment, provision of goods, facilities and services and buying or 
renting land or property. Disability is defined in the Act as ‘a physical or mental 
impairment which has a substantial and long term adverse effect on a person’s ability 
to carry out normal day to day duties’. ‘Long term’ is currently defined as 12 months or 
more, unless the person’s life expectancy is less than 12 months (for example, in some 
cases of cancer). 

 

Employment Equality (Sex Discrimination) Regulations (2005) 

This Act makes it unlawful to discriminate on the grounds of sex or marital status. It 
Prohibits harassment and sexual harassment and makes less favourable treatment of 
women on grounds of pregnancy or maternity leave unlawful. Protection is extended to 
those undergoing gender reassignment and those within vocational training and unpaid 
practical work experience.  

 

Employment Equality (Age) Regulations (2006) 

These came into force on 1 October 2006 and make it unlawful to discriminate on the 
basis of age in all aspects of employment, including recruitment and training. The 
regulations do incorporate some situations where discrimination can be lawful if there is 
‘objective justification’ but these are subject to strict guidelines. A default retirement 
age of 65 has been introduced and employers are only able to set a retirement age 
below 65 if it can be shown to be appropriate and necessary. 

 

Employment Equality (Religion or Belief) Regulations (2003) 

This act makes it unlawful to discriminate on grounds of religion or belief held – or lack 
of religion or belief – in employment. The regulations include protection against direct 
discrimination, indirect discrimination, victimisation and harassment. 

 

Employment Equality (Sexual Orientation) Regulations (2003) 

These came into force on 1 December 2003 making it unlawful to discriminate on 
grounds of sexual orientation in employment. The regulations include protection 
against direct discrimination, indirect discrimination, victimisation and harassment. 
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Employment Rights Act (1996) and Employment Act (2002) 

The Employment Rights Act 1996 requires that certain terms and conditions must be 
set out in a single document – this can be a written "contract of employment" or a 
"statement of the main terms and conditions of employment". The written terms and 
conditions contain both contractual and statutory rights, that is, both those protected by 
law and those negotiated directly between the employer and the employee or 
representative.  

The Act is important from an equality point of view for establishing maternity rights. 
However, it should be noted that some categories of worker are not covered by this 
legislation. 

 

Equality Act (2006) 

This Act has replaced the Equal Opportunities Commission (EOC), the Commission for 
Racial Equality (CRE) and the Disability Rights Commission (DRC). They aim to 
eliminate discrimination, reduce inequality, protect human rights and build good 
relations, ensuring that everyone has a fair chance to participate in society.  

 
Equal Pay Act 1970 

This Act was amended in 1983 and complements the Sex Discrimination Act. It 
establishes the rights of men and women to be paid the same for doing the same or 
broadly similar work. It also applies when work is different, but has been given the 
same value, either by the employer or an external evaluation scheme. The Act applies 
to full and part-time employment. The Act does not only apply to basic wages and 
salaries, but also to all matters covered by the contract of employment, i.e. overtime 
pay, shift allowances, luncheon vouchers, sick pay schemes, holidays and terms of 
notice. 

 

Heath & Safety at Work Act 1974 

The Health & Safety at Work Act etc. 1974 protects the health and safety of people - 
employed or self-employed - at work. Every employer must ensure, so far as is 
reasonably practical, the health, safety and welfare of all their employees, customers 
and visitors. 

 

Race Relations Act (1976) and Race Relations Amendment Act (2000) 

This Act makes it unlawful to discriminate (both direct and indirect) against a person on 
the grounds of race, colour, nationality, ethnic or national origins in employment, 
training and related matters, education and the provision of goods, facilities and 
services.  
 

Rehabilitation of Offenders Act (1974) 

Its principal effect is to allow, in certain circumstances, the convictions of offenders to 
become ‘spent’. This means that they do not have to be disclosed when applying for a 
job or for training, or when disclosing other previous convictions to a court. The type of 
conviction which may become spent and the time limits do vary both in terms of the 
offence and the sentence which was given to the offender. This legislation seeks to 
remove ‘previous offence discrimination’. Refer to page 31-32 for more information. 
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Safeguarding Vulnerable Groups Act 2006 

The Safeguarding Vulnerable Groups Act 2006 provides the legislative framework for 
the new Vetting and Barring scheme known as the Independent Safeguarding Authority 
(ISA).  

 
The ISA is an independent barring board which will take responsibility for making 
decisions regarding the barring of individuals deemed unsuitable to work (as paid staff 
or volunteers) with children or vulnerable adults. 

 

What does the act say?  

In summary, the Act explains the following:  

• The new (ISA) scheme will comprise of a registration system, whereby those 
deemed as suitable to work with children (in a paid or unpaid capacity) will be 
registered and where those deemed unsuitable will be denied registration and listed 
as barred from working with children. This scheme will not replace the existing CRB 
checking system but will work alongside it. 

• The ISA scheme will aim to help organisations increase protection of children and 
vulnerable adults, by allowing them to check the status of potential employees or 
volunteers (There will be online access to the checking system). 

• It will be against the law for any individual to apply to work with children (either in a 
paid or unpaid capacity) if they are barred from doing so and it will also be against 
the law for anyone to employ someone who has been barred. 

• The scheme will integrate all of the current barring lists, including the Protection of 
Children Act list, the Protection of Vulnerable Adults list and what was known as 
List 99 (education staff barred from working with children under Section 142 of the 
Education Act 2002)  

• An important change is that many more organisations will be under a legal 
obligation to carry out checks than is currently the case. At the moment there is 
much more discretion on the part of small organisations or those using volunteers.  

• Your organisation will also be under an increased duty to disclose any information 
received about an employee/volunteer to the scheme, even if the person has left. 

• Further detailed guidance will be issued by Ealing Councils Safeguarding Children 
Board (ESCB) on how the scheme will operate once further clarity has been made 
available from the ISA 

 

Further information can be obtained from: 
http://www.isa-gov.org.uk/ 
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Appendix 2 

SAMPLE JOB DESCRIPTION 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix Two 

 

 

 

General Information: 
 

1. The above principal accountabilities are not exhaustive and may vary without changing 
the character of the job or level of responsibility.  

 
2. The Health and Safety at Work etc. Act, 1974 and other associated legislation places 

responsibilities for Health and Safety on all employees. Therefore it is the post holders’ 
responsibility to take reasonable care for Health and Safety of him/herself and other 
employees in accordance with legislation.  

 
3. The other duties may involve having access to information of a confidential nature 

which may be covered by the Data Protection Act, and by Part 1 of Schedule 12A to 
the Local Government Act, 1972. Confidentiality must be maintained at all times.  

 
4. [Organisation name] is committed to safeguarding and promoting the welfare of 

children and young people and expects all employees and volunteers to share this 
commitment. Therefore the successful candidate will be required to undergo an 
Enhance CRB Check before starting. 

 

Principal Accountabilities: 
 

1. Assist in the delivery of a pro-active youth work programme in the allocated 
neighbourhood that reflects a balanced curriculum whilst being responsive to the needs 
of young people.  

 
2. Develop and maintain personal awareness of current developments in Youth Work 

activities so progressing and maintaining expertise to ensure the delivery of a service 
that will meet externally and internally set quality standards.  

 
3. Provide an appropriate environment to enhance the personal and social development 

of young people.  
 
4. Maintain records and comply with administrative and financial procedures as required 

by the Youth Service Management Team. 
 

Job Title:    Assistant Youth Worker  Post Number: 
Responsible:   Youth Worker   Scale:  JNC 1-6 
 
Overall Purpose of the Job: 
 
To assist in the development and delivery of a programme of Youth Work activities to meet the 
needs of young people in a designated neighbourhood as per the requirements of the service 
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SAMPLE PERSON SPECIFICATION 

CATEGORY ESSENTIAL DESIRABLE EVIDENCE 

Education/ 
Training/ 
Qualifications 

Minimum of NVQ Levels 2 to be 
achieved within agreed timescale 
(Full training provided on job) 

 
Application 
Form & 
Interview 

Experience Face to face youth work, in formal 
and informal settings; during 
weekdays, evenings and 
weekends. 
 

Delivery of youth work. 
Work with teenagers on fringes of mainstream education. 
Centre based and Detached. 
Working with young people with learning difficulties. 
 

Application 
Form & 
Interview 

Knowledge Issues facing young people. 
 
Health, Safety & Welfare issues 
Child Protection issues 
Equal Opportunities 

 Application 
Form & 
Interview 

Skills/Abilities Flexibility in use of your time and 
in organisation of your work. 
 

Creativity in use of resources 

Provision of advice to other agencies 

Application 
Form & 
Interview 
 

Communications Excellent interpersonal skills 
Listening/reflective skills 

Experience of working closely with other agencies in a formal and 
professional manner. 

Interview 
 

Management/ 
Supervisory Skills 

N/A N/A N/A 

Personality/Aptitude Discretion/confidentiality 

Commitment to ongoing training 
and development 

 Interview 

Other Requirements Ability to travel according to the 
needs of the job, with reasonable 
adjustments, if required, according 
to the Disability Discrimination Act. 
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Appendix 3 

MODEL JOB APPLICATION FORM 
 
[Organisation name] is committed to the safeguarding and promotion of the welfare of 
all children, young people and vulnerable adults.  
 
Please complete all this form in type or black ink and use only the same size paper (A4) as 
continuation sheets. Guidance notes are included at the end of this form 

 

Position applied for: 

 

Personal details 

Title: Surname: 

Forenames: Previous name(s): 
 

Telephone (home): Telephone (mobile): 

Email: National Insurance number: 
 

Address: Correspondence Address (if different 
from above):  
 
 
 
 
 

 

Present or most recent employment 

Job title: 

Name and address of employer:  
 
 
 
 

Date started post: Date left if no longer employed: 

Salary / wage / benefits:  Notice required: 

Reason for leaving: 
 
 

Briefly describe your present job; its main purpose and your responsibilities: 
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Previous employment 

Please complete, starting with current or most recent employer. Continue on a 
separate sheet if necessary (include voluntary work or time out of work where 

appropriate. Please note that gaps in employment history must be justified. 

Name of Employer 
 

From / To 
(exact 
dates) 

Role and 
responsibilities 

Reason for 
leaving 

 
 
 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 

 

Education and Qualifications 

From age 11 onwards, and please state whether full (F) or part (P) time 

Name of School, College, 
University etc 

From / To F/P 
Subjects studied 
(with grades and year taken) 
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Training 

Course title or area of training relevant to this post 

Course Title Organisation From / To 

 
 
 

  

     
 
 

   
 
 

   
 
 

 
 

Work Permit 

Do you require a work permit? Yes �    No � 

  
 

Driving Licence 

Only complete this section if driving is required as part of the role 

Do you hold a full valid Driving Licence?  Yes �    No � 

If YES, please state the type of licence you hold 
 

 

Do you have any current driving convictions?  Yes �    No � 

If YES, please specify: 
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Supporting Statement and Evidence (Refer to 'Guidance Notes') 

Please mention any specific skills or experience that meets the requirements of the job 
description and person specification. These skills may have been gained in relation to 
your current or previous employment, education, training, domestic activities, voluntary 
work or leisure interests. (Please continue on a separate sheet if necessary). 
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References 
 

Please provide two references. One must be your present or last employer (where 
applicable) and the other, a second employer. If you have not been employed previously, 
please provide an academic and character reference.   
 

A job offer will not be made without 2 references. 
 
Please note that we will contact the above referees if you are short listed for this post. Also, 
in relation to work with children we will seek information about any past disciplinary issues 
relating to children and/or child protection concerns you may have been subject to. If you 
have any concerns about this please contact (name) on (tel.) to discuss these issues. 
 
If you do not wish us to contact your referees prior to interview, please indicate as shown 
(Note: We reserve the right to seek references at any point in the recruitment process) 
 

 

Name: Name: 

Position: Position: 

In what capacity do you know the 
referee? 

 

 

In what capacity do you know the referee? 

Address Address 

 

 

 

Tel No: Tel No: 

Email Address: Email Address: 

May we contact this referee prior to 
interview? 

Yes �     No � 

 

May we contact this referee prior to 
interview? 

Yes �     No � 

 

Attendance 

Please give the number of days and reason for any sickness/absence days taken during the 
last 12 months. 

Number of days: Reason(s): 
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Rehabilitation of Offenders Act 1974 

You are required to declare any criminal convictions (including bind over and cautions) which are not 
“spent” in accordance with the Rehabilitation of Offenders Act 1974. However, if this post is exempt 
from this Act then you are required to declare all convictions regardless of whether or not the time limit 
has elapsed. Also please be aware that if this post is exempt, the successful candidate will then 
undergo an Enhanced Criminal Records Bureau (CRB) check. 
 
Having a criminal record will not necessarily bar you from working with us. This will depend on the 
nature of the position and the circumstances and background of your offences. 
 

Please read the guidance notes before completing this section. 
 

For posts that are exempt under the Rehabilitation of Offenders Act 1974: 

Have you ever been convicted of a criminal offence?  Yes �    No � 

If yes, please give details 
 
 
 
 
 

Have you had a police caution, formal warning or reprimand? Yes �    No � 

If yes, please give details 
 
 
 
 
 

Do you have any police/court matters pending? Yes �    No � 

If yes, please give details 
 
 
 
 

 

Allegations  

Have you ever had any allegations made against you whether founded or 
unfounded? 

Yes �    No � 

Please list allegations and outcomes (continue on a separate sheet if necessary) 
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For all other posts: 

Do you have any criminal convictions which are not yet “spent”? Yes �    No � 

If YES to any of the above, please give details below or, if you prefer, attach details in a sealed 
envelope marked 'strictly confidential'. Failure to disclose, in accordance with the guidance, any 
information relating to criminal convictions may disqualify your application or result in dismissal 
without notice.  

 
 
 
 

 
 

 

Declaration 

I declare that the information given both on this application form and the attached equal 
opportunities monitoring form is true and correct. I understand that any false or misleading 
information, or omissions of information relevant to this post, may disqualify my application or may 
render my Contract of Employment, if I am appointed, liable to termination. 

Signed:  

Date:  

Print name:  

If form has been completed electronically  
please place an ‘x’ in this box to indicate your consent  � 

� 

         
        Data Protection Act 1998 
 
[Organisation name] will only process the information you have provided in this form for the 
purpose of recruitment and selection and, if you are successful in securing this position, for 
purposes relating to your employment.  
 
Your details will be kept both electronically and in hard copy. We will not disclose this information 
about you to outside organisations or third parties unless there is a legal requirement to do so, or 
for the prevention and detection of fraud. 
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MODEL EQUAL OPPORTUNITIES MONITORING FORM 
 

[Organisation name] recognises that many people in our community are discriminated against.  We 

are committed to working to stop discrimination through the implementation of Equal Opportunities 

throughout our work.   

 

In order to monitor the effectiveness of our policies and procedures and how well we meet our legal 

requirements all applicants are requested to complete this form.  The information you provide will be 

treated as STRICTLY CONFIDENTIAL and will be used only for EQUAL OPPORTUNITIES purposes.  

It WILL NOT be taken into consideration for short listing or interviewing purposes. 

 

Post applied for   

Where did you see the post advertised?  

 

Gender Male  � Female  � 

 

Age                Under 18 �   18-25  � 26-35  � 36-45  � 46-55  � 

                       56-64      �  over 65 � 

 

Sexual orientation Heterosexual � Gay or Lesbian � Bisexual  � 

 

Disability? Yes  � No  � 

 

What do you consider your ethnic origins to be? 

 

Indian � Black African � White British  � 

Pakistani � Black British � White Irish � 

Chinese � Black Caribbean � White European   � 

Other Asian � Other Black � Other � 

 

Area you live in? 

 Acton  �           Greenford           �           Southall �             Ealing/Hanwell  �  

 Northolt/Perivale �           Outside Borough � (please specify)  

 

Do you have any comments on this form?    
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GUIDANCE ON YOUR APPLICATION 

 
Please read these guidelines before completing the enclosed application form. If you require any 
additional information at any stage of the application process please do not hesitate to contact … 
 

• You must fully complete an application form so that information from all candidates can be 
treated on an equal basis. 

• As this form will be photocopied, please ensure you complete it in BLACK INK. 

• Additional information may be enclosed to support your application. However we must advise 
that CV’s will not be accepted as a suitable substitute for a properly completed application form 
and supporting statement. 

• Original documentary evidence of academic qualifications will be required of successful 
applicants. 

 
The closing date for receipt of completed applications will be detailed in the accompanying applicant 
pack. 
 
Please note that any personal data on the application form will be held on computer. 
 
 
Completion of the Application Form 
 
Post Details – Please enter the job title that you are applying for (as indicated in the advert). 
 
Personal Details – Enter all personal details.  
 
Present Employment – Please complete in full; job title, date of appointment, how much notice you 
are required to give, the name of the organisation you work for and the address and telephone 
number. Your current salary for the year whether your position was/is full time or part time. For 
applicants in a teaching post please give hours per week and weeks per year. Please also provide a 
reason for leaving your current post. 
 
Please also provide brief details of responsibilities. 
 
Previous Employment – Please complete this section in full starting with the most recent job first and 
provide brief details of responsibilities. You can include unpaid or voluntary work. Include any gaps in 
employment i.e. childcare, illness, overseas, etc; as these will be enquired about. 
 
Education, Qualifications and Training – Please provide details of the schools, colleges and 
university etc that you have attended and the qualifications that you have achieved. If you are 
appointed, you will be requested to bring your original certificates in order that the [organisation name] 
may keep a copy on file. 
 
Please also provide any details of courses attended with dates. 
 
Supporting Statement – This section is very important as it gives you the opportunity to explain why 
you are applying for the position and why you feel you are suitable for the job.  
 
Please use the job description and particularly the person specification to justify your suitability for the 
post by providing details and examples of your skills, ability and experience. Please attach a 
continuation sheet if required. 
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References 
 
Please provide details of two referees (one of whom should be your present employer – if applicable).  
 
You are advised to confirm with your referees that they are prepared to provide references and that 
we may be contacting them for these. If you would prefer we contact you prior to seeking a reference, 
please indicate on the application form. 
 
References will be taken up as soon as an offer of employment is made without further notification to 
you. In some circumstances references may be taken up prior to interview. In such instances we will 
contact you. 

 
Rehabilitation of Offenders Act 1974  
 
This enables criminal convictions to become 'spent' or ignored after a 'rehabilitation period'. A 
rehabilitation period is a set length of time from the date of conviction. After this period, with certain 
exceptions, an ex-offender is not normally obliged to mention the conviction when applying for a job or 
obtaining insurance, or when involved in criminal or civil proceedings. Cautions, reprimands and final 
warnings are considered 'spent' immediately they are given. However positions that involve contact 
with children and/or young people are exempt from this Act. If this post requires an Enhanced or 
Standard Disclosure (refer to advert and job description) then the candidate must provide details of 
All convictions, cautions, reprimands and final warnings. Where the post is subject to an Enhanced 
Disclosure, other relevant non-conviction information, such as police enquiries and pending 
prosecutions should also be declared. If this post does not require an Enhanced or Standard 
Disclosure then only details of 'unspent' convictions are required. Relevant criminal convictions and 
other associated information will be discussed at the interview to assess job related risk.  
 
The length of the rehabilitation period depends on the sentence given - not the offence committed. For 
a custodial sentence, the length of time actually served is irrelevant; the rehabilitation period is 
decided by the original sentence. Custodial sentences of more than two and a half years can 
never become spent.  
 

The key rehabilitation periods under the Rehabilitation of Offenders Act 1974 are as follows: 

Sentence  Age 18 + when convicted  Under 18 when convicted  

Prison and Young Offender Institution 
– sentence of more than 6 months - 
2½ years  

 

10 years  

 

5 years  

Prison and Young Offender Institution 
– sentence of 6 months or less  

 

7 years  

 

3½ years  

Fines, compensation order, probation 
(for people convicted on or after 3 
February 1995), community service, 
combination order, action plan, 
curfew order, drug treatment, 
reparation order  

 

 

5 years  

 

 

2½ years or until the order 
expires (whichever is longer)  

Borstal (abolished 1983)  7 years  7 years  

Detention centres (abolished 1988)  3 years  3 years  

Absolute discharge  6 months  6 months  
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1) Including suspended sentences, youth custody (abolished in 1988) and detention in a young 
offender institute 

2) Even if subsequently imprisoned for fine default. With some sentences the period varies: 
 

 

3) For people convicted on or after 3 February 1995 (from which date the rehabilitation period for a 
probation order was changed under the terms of the Criminal Justice and Public Order Act 1994). 
 

 

Equal Opportunities 
 
[Organisation name] is an equal opportunities employer and welcomes applications from all members 
of the Community. Successful appointments will be based on merit. 
 
The equal opportunities form is used for monitoring and review purposes only and will remain 
confidential. It will not be made available for the purpose of short-listing and will not be disclosed to the 
interview panel. 
 
Please assist us with our diversity monitoring obligations by completing this form. 
 
If you have a disability you should not be discouraged from applying since [Organisation name] is 
committed to providing appropriate support where possible.  
  

 

 

 

 

 

 

 

 

 

 

Sentences for which the 
rehabilitation period varies:  

Rehabilitation Periods  

Probation order (for people 
convicted prior to 3 February 1995), 
conditional discharge, bind over, 
supervision order, care order  

 

 

1 year or until the order expires (whichever is longer)  

Attendance centre orders  1 year after the order expires  

 

Hospital order  

 

2 years after the order expires (with a minimum of 5 years 
from the date of the conviction)  

Referral order  Once the order expires  
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Appendix 4 

MODEL VOLUNTEER APPLICATION FORM 
 

Personal details 

Title: Surname: 

Forenames: Previous name(s): 
 

Telephone (home): Telephone (mobile): 

Email: National Insurance number: 
 

Address: Correspondence Address (if different):  
 
 
 

 

Medical conditions we would need to be aware of to ensure the safety of yourself and 
others e.g. epilepsy, asthma etc:  
 
 
 
 

 

Do you need any support, aids or adjustments due to a disability to assist you in being 
able to volunteer?            Yes �     No � 
 
If yes, please give details: 
 
 
 
 

Why are you interested in volunteering? 
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Please tell us about any experience, skills, qualifications or interests you have that you 
could use as a volunteer: 
 
 
 
 
 
 
 
 
 
 
 

 

Availability – Please tick the times you are available to volunteer: 

 Mon Tues Wed Thurs Fri Sat Sun 

Morning         

Afternoon        

Evening        

 

Please state which geographical areas you are able to volunteer in: 

Preferred locations: 

Do you hold a full valid Driving Licence?              Yes �     No � 

Do you have your own transport?                          Yes �     No � 

 

Are you willing to undertake training                     Yes �     No � 

 

Referees - Please give the names of two people who we can contact to confirm you are 
suitable to work as a volunteer  

Name: 

Position: 

Address: 

 

 

Telephone number: 

Name: 

Position: 

Address: 

 

 

Telephone number: 
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If this post is exempt from the Rehabilitation of Offenders Act 1974 then you are required to 
declare all convictions regardless of whether or not the time limit has elapsed (see Guidance 
notes).  
 
Also please be aware that as part of the checking procedure, if you are successful in your 
application you will be required to undergo an Enhanced Criminal Records Bureau (CRB) 
check. 
 
Having a criminal record will not necessarily bar you from working with us. This will depend on 
the nature of the position and the circumstances and background of your offences. 

 

For posts that are exempt under the Rehabilitation of Offenders Act 1974: 

Have you ever been convicted of a criminal offence?  Yes �    No � 

If yes, please give details 
 
 
 
 
 
 
 
 

Have you had a police caution, formal warning or reprimand? Yes �    No � 

If yes, please give details 
 
 
 
 
 
 
 
 

Do you have any police/court matters pending? Yes �    No � 

If yes, please give details 
 
 
 

 
 

 
 
 

Allegations  

Have you ever had any allegations made against you whether 
founded or unfounded? 

Yes �    No � 

Please list allegations and outcomes (continue on a separate sheet if necessary) 
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For all other posts: 

Do you have any criminal convictions which are not yet “spent”? Yes �    No � 

If YES to any of the above, please give details below or, if you prefer, attach details in a 
sealed envelope marked 'strictly confidential'.  
 
Failure to disclose any information relating to criminal convictions may disqualify your 
application or result in dismissal without notice.  

 
 
 
 

 
 

 

 
 

General Application 

This application will be treated in the strictest confidence. [Organisation name] reserves the 
right to verify claims made in this application.  

Any false statement or withholding of relevant information may result in this application being 
rejected  or the withdrawal of approval to volunteer 

Applicant Declaration 

I agree to comply with [Organisation name] code of conduct.  

I certify that the contents of this application are, to the best of my knowledge and belief, a true 
statement. 

If form has been completed electronically  
please place an ‘x’ in this box to indicate your consent  � 

       � 

Signature:                                                          Date: 

 

Insert Guidance notes for the Volunteers’ application pack. Use the Guidance Notes 

on page 30 – 32, but place less emphasis on employment and education. 
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Appendix 5 

MODEL EQUAL OPPORTUNITIES POLICY  
 
1. Statement of policy 
 
The aim of this policy is to communicate the commitment of the chief executive, Board of Directors 
and senior management team [delete or amend titles as necessary] to the promotion of equality of 
opportunity in [Organisation name]. 
 
It is our policy to provide employment equality to all, regardless of: 
 

• Race, colour, nationality, linguistic group, ethnic or national origin 

• Gender, including gender reassignment 

• Marital status or familial status or caring responsibility 

• Sexuality 

• Age 

• Physical or mental disability or mental health 

• Political belief or religion 

• Social status 

• HIV status 

• Employment status 

• Religious belief or political opinion 

• Unrelated criminal conviction 

 
We are opposed to all forms of unlawful and unfair discrimination. All job applicants, employees and 
others who work for us will be treated fairly and will not be discriminated against on any of the above 
grounds. Decisions about recruitment and selection, promotion, training or any other benefit will be 
made objectively and without unlawful discrimination.  
 
 
2. To whom does the policy apply? 
 
Our Equal Opportunities policy applies to all those who work for (or apply to work for) for this 
organisation. This includes: 
 

• Job applicants and potential applicants 

• Employees 

• Contract workers 

• Agency workers 

• Trainee workers and students on work experience or placements 

• Volunteer workers 

• Former employees. 
 
 
3. Equality commitments 
 
We are committed to: 
 

• Promoting equality of opportunity for all persons 
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• Promoting a good and harmonious working environment in which all persons are treated with 
respect 

• Preventing occurrences of unlawful direct discrimination, indirect discrimination, harassment 
and victimisation 

• Fulfilling all our legal obligations under the equality legislation and associated codes of practice 

• Complying with our own equal opportunities policy and associated policies 

• Taking lawful affirmative or positive action, where appropriate 

• Regarding all breaches of equal opportunities policy as misconduct which could lead to 
disciplinary proceedings. 

 
 
4. Implementation 
 
The chief executive/managing director [specify job title] has specific responsibility for the effective 
implementation of this policy. Each director, manager and supervisor [delete if not relevant] also has 
responsibilities and we expect all our employees to abide by the policy and help create the equality 
environment which is its objective. 
 
In order to implement this policy we shall: 
 

• Communicate the policy to employees, job applicants and relevant others (such as contract or 
agency workers)  

• Incorporate specific and appropriate duties in respect of implementing the equal opportunities 
policy into job descriptions and work objectives of all staff 

• Provide equality training and guidance as appropriate, including training on induction and 
management courses. 

• Ensure that those who are involved in assessing candidates for recruitment or promotion will 
be trained in non-discriminatory selection techniques 

• Incorporate equal opportunities notices into general communications practices (e.g. staff 
newsletters, intranet)  

• Obtain commitments from other persons or organisations such as subcontractors or agencies 
that they too will comply with the policy in their dealings with our organisation and our 
workforce 

• Ensure that adequate resources are made available to fulfil the objectives of the policy. 
 
 
5. Monitoring and review 
 
We will establish appropriate information and monitoring systems to assist the effective 
implementation of our equal opportunities policy. The effectiveness of our equal opportunities policy 
will be reviewed regularly [at least annually] [in consultation with the recognised trade union(s) if 
appropriate] and action taken as necessary. For example, where monitoring identifies an under-
representation of a particular group or groups, we shall develop an action plan to address the 
imbalance. 
 
 
6. Complaints 
 
Employees who believe that they have suffered any form of discrimination, harassment or victimisation 
are entitled to raise the matter through the agreed procedures [specify]. A copy of these procedures is 
available from [specify job title]. All complaints of discrimination will be dealt with seriously, promptly 
and confidentially. 
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In addition to our internal procedures, employees have the right to pursue complaints of discrimination 
to an industrial tribunal or the Fair Employment Tribunal under the following anti-discrimination 
legislation: 
 

• Sex Discrimination (Northern Ireland) Order 1976, as amended 

• Disability Discrimination Act 1995, as amended 1 Insert here, for example, Grievance 
Procedures 

• Race Relations (Northern Ireland) Order 1997, as amended 

• Employment Equality (Sexual Orientation) Regulations (Northern Ireland) 2003 

• Fair Employment and Treatment (Northern Ireland) Order 1998, as amended 

• Employment Equality (Age) Regulations (Northern Ireland) 2006 

• Equal Pay Act (Northern Ireland) 1970, as amended. 
 
 
However, employees wishing to make a complaint to a tribunal will normally be required to raise their 
complaint under our internal grievance procedures first. 
 
Every effort will be made to ensure that employees who make complaints will not be victimised. Any 
complaint of victimisation will be dealt with seriously, promptly and confidentially. Victimisation will 
result in disciplinary action and may warrant dismissal. 
 
 
Date: …………………….. 
 
Signature: …………………………… Chief executive 
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Appendix 6 

SHORTLISTING TEMPLATE 
 

CANDIDATE NAME: 

 

Met Partially 
met 

Not met Unable to tell 
as 
information 
is missing/ 
Incomplete 

Qualifications 

•  

•  

    

Previous Experience 

•  

•  

    

Professional Knowledge skills 
& Experience 

•  

•  

    

People Management Skills 

•  

•  

    

Other personal qualities 

•  

•  

    

Overall comments / Further areas to explore from application 
 
 
 
 

Proceed to Interview                       Yes    �                           No     � 
 
 
Signed: 
 
 
Date: 
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Appendix 7 

MODEL REFERENCE REQUEST LETTER  
 
 
                   Your Address 
                                                                                                                             Your Tel Number 
 

PRIVATE AND CONFIDENTIAL 

 
[Date] 
 
Dear [Name]   
 
Re: Reference for the post of [job title] 
 
[Name of candidate] has applied for the above position within [name of organisation] and has 
given us permission to seek a reference from you. 
 
We would be grateful if you could confirm details of [name of candidates] employment dates, 
and supply a reference as to [his/her] suitability to carry out the post. To assist you, I have 
enclosed a job description and person specification for this post.  
 

This information is required to assist in reaching a decision on this application and will be 
treated in strict confidence. Interviews are due to be held on [date] and a speedy reply would 
therefore be appreciated.  
 
Please be aware that this post is exempt under the provisions of the Rehabilitation of Offenders 
Act 1974 (Exemptions). It is not therefore in any way contrary to the Act to reveal information 
you may have concerning convictions relevant to the applicant’s suitability for this post.   
 
If you aware that this person has been disqualified from working with children, you are required 
to disclose this within your reference. 
 
We would appreciate your honesty in the evaluation of this person. 
 
 
Yours sincerely 
 
[Name] 
[Position / Job Title] 
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MODEL REFERENCE REQUEST FORM 

 

Name of Applicant: 

Address: 

Post applied for: 

 

Length of time you have known the applicant? 

In what capacity have you known the applicant? 

The applicant’s period of employment with you.       From:                 To: 

The applicants current or last job title within your organisation, their main duties and level 
of responsibility  

 

 

 

 

Reason for leaving e.g. voluntary resignation, dismissal etc 

 

Having read the job description and person specification, please explain below why you 
feel this candidate is suitable for the post. Please describe any strengths or weaknesses 
you consider the applicant has demonstrated during their employment especially in 
relation to the person specification (please continue on a separate sheet if necessary) 

 

 

 

 

 

 

Are you completely satisfied that the applicant is suitable to work with children and young 
people? If not, please provide specific details of concerns and reasons why you believe 
the applicant may be unsuitable: 

 

 

 

 

 



 43 

Has the applicant ever had an allegation made against them (founded or unfounded), or 
been under investigation, or the subject of a disciplinary enquiry or warning? If so, please 
provide details including how the issue was resolved. 

 

 

 

 

 

Do you have any other comments on the applicant’s performance history and conduct? 

 

 

 

 

Is there anything not already covered that you feel should be mentioned? 

 

 

 

In similar circumstances and with your present knowledge, would you re-employ the 
applicant? If not, please say why: 

 

 

Attendance/Health Record: Number of days absent due to sickness in last full year or, if 
employed for less than one year, during the period of employment. 

 

 

Declaration  

I confirm that all the information supplied is a true and correct record of the above names 
individuals’ performance with our organisation.  

 

I do not wish this information to be disclosed to the candidate 

I have no objections to this information being disclosed to the candidate 

 
Signature: _____________________              Name: ____________________ 
 

Position:  ______________________              Date: _____________________ 
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Appendix 8 

SAMPLE SAFEGUARDING QUESTIONS  

Personal Attributes Positive indicators Negative indicators 

1. MOTIVATIONS FOR WORKING WITH CHILDREN  
Self awareness/knowledge & understanding of self, 
interconnection between self & professional role  

• What do you feel are the main drivers which led you 
to want to work with children and young people?  

 

• How do you motivate children and young people?  
 

• What has working with children and young people 
to date, taught you about yourself? 

• Convincing responses based on 
balanced understanding of self & 
circumstance.  

• Has a realistic knowledge of personal 
strengths & weaknesses.  

• Examples of having considered/tried 
other options & alternatives.  

• A realistic appreciation of the challenges 
involved in working with children and 
young people.  

• Evidence of others having supported 
and encouraged based on observation 
of personal talent. 

• Unconvincing responses based on 
whimsical examples  

• Not self aware, do not see themselves 
as others see them  

• Not realistic about personal strengths & 
weaknesses  

• Unrealistic impression of what working 
with children/vulnerable adults is really 
like  

• Pushed by others, or forced by 
circumstance to do something they 
don’t appear to have thought through 
for themselves 

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

• Tell me about a role where you were in control of 
others but where the circumstances slipped out of 
control. How did you react? What strategies did 
you employ to bring things back on course? How 
comfortable were you in this situation?  

 

• Tell me about a person you have had particular 
difficulty dealing with. What made it difficult? How 
did you manage the situation?  

 
 
 
 
 

• Behaves consistently & appropriately 
under pressure or in a position of 
authority.  

• Has control over emotions with adults & 
with vulnerable groups  

• Understands position power & how to 
manage boundaries.  

• Knows when & how to seek help in 
difficult circumstances  

 
 

• Inappropriate responses when under 
pressure or when in a position of power  

• Inconsistent responses  

• Handles conflict badly  

• Fails to control temper/emotions with 
vulnerable groups & or adults  

• Doesn’t seek help when needed  

• Fails to go to others for advice  
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Personal Attributes Positive indicators Negative indicators 

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

• What are your attitudes to child protection? How 
have these developed over time?  

• How have your own personal values evolved over 
time? How have they been shaped and influenced? 
What particular experiences have you drawn on?  

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

• Demonstrates a balanced 
understanding of rights and wrongs  

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

• Builds values & judgments’ based on 
new information  

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

• Shows respect for others feelings, views 
& circumstances 

• Extreme opinions which do not account 
for the views/feelings of others  

• Does not build on new information or 
understanding  

• Opinions harden/become dogged  

• Does not show a full or rounded 
appreciation of Safeguarding issues  

• Underplays the risks  

• Consistently puts the blame & 
responsibility for child protection 
elsewhere 

4. KNOWLEDGE & UNDERSTANDING OF 
SAFEGUARDING ISSUES (could be used as the basis 
for a presentation or written exercise)  

• Tell us about what you have done in the last 12 
months to actually improve child protection in the 
workplace. How did this action arise? Who did you 
talk to? What were the results?  

• In your previous post, how did your organisation’s 
Safeguarding policy influence your work? 

• Has an allegation about acting inappropriately with 
a vulnerable group ever been made about you? 
What was the situation? What was the outcome? 
What did you learn from this?  

• Give an example of when you have had 
safeguarding concerns about a child or young 
person. What did you do? Who did you involve? 
What was the outcome?  

• Tell us about a situation which you felt fell short of 
safeguarding standards. How did it arise? Who did 
you speak to? What actions did you take? 

• Proactive & has personally taken 
actions to improve safeguarding culture  

• Has personal experience of having 
appropriately dealt with a challenging 
safeguarding issue  

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

• Prepared to challenge others in the 
workplace to make tangible 
improvements to safeguarding  

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

• Shows a good understanding of the 
issues. Up to date with events & 
legislation. Knows about test cases  

 

• No evidence of having taken steps in 
own right to make improvements  

• Passive approach to safeguarding 
issues  

• Reluctance to challenge 
people/systems/processes to make 
things better  

• No real experience of handling 
safeguarding issues. Naïve approach.  

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

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

• Intolerant of the bureaucracy around 
safeguarding  

• Shows a tendency to take inappropriate 
chances/risks in area of safeguarding  
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Appendix 9 

GUIDANCE ON EMPLOYING PEOPLE WITH CRIMINAL RECORDS 
 
This guide provides advice to those responsible for recruitment and selection. It advises 
what to do if an applicant has, or an employee gains, a criminal or police record. 
 
The advice provided is based on the requirements of employment legislation and best 
practice recommendations. However no guide can cover every possible eventuality and 
the organisation will continue to provide specific advice and guidance to suit the particular 
circumstances of each case. 

 

Background 

The main purpose of these guidance notes is to eliminate unfair discrimination when 
recruiting or employing people with criminal or police records. In doing so, it is important to 
bear in mind our responsibility to prevent unsuitable people working with children and 
other vulnerable groups 

Your organisation should actively promote equality of opportunity. You should be looking 
for the right mix of talent, skills, and potential and welcome applicants from a wide range of 
candidates, including those with criminal records. Candidates must be selected at 
interview based on skills, qualifications, and experience. A conviction will not necessarily 
be a bar to the employment of individuals with a criminal or police record. Each person 
should be judged on his or her ability to do the job applied for; convictions will only be 
taken into account if they are relevant to the job. The provision of support and guidance to 
the applicant or member of staff concerned should be ensured at all times. 

 
Through the ’Disclosure’ process, the CRB complete checks which access police records 
and lists of people considered unsuitable to work with children and vulnerable e.g.  
Protection of Children Act list (POCA), the Protection of Vulnerable Adults list (POVA) and 
List 99.   
 
Disclosures are sent back to both the organisation requesting the CRB and the individual 
and will record conviction or caution information. Other sources of information e.g. local 
police information may also be included. 

 

Commencing employment ‘subject to CRB clearance’ 

If a manager decides for business reasons there is a need to commence someone’s 
employment before clearance has been received, s/he must undertake a risk assessment, 
completing the CRB Risk Assessment form and ensuring appropriate supervisory 
arrangements are in place before the employee starts. 

In completing the risk assessment, consider: 

• The nature of the work; 

• To what extent the individual would generally be supervised; 

• The level of disclosure required; 

• If the individual has declared any convictions 
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• If 2 satisfactory references and medical clearance have been received; 

• If the full employment history (including any gaps) has been explored; 

• In the case of teaching staff, has list 99 been checked; 

• Supervisory arrangements to be put in place until clearance is received. 

 
See Page 49 for the Risk Assessment Form 

 
An individual may have already revealed conviction information on the application form, if 
this is the case consider those points raised at Handling a Positive Disclosure (below) in 
addition to the above. 

Upon satisfactory completion of the risk assessment, and supervision arrangements made, 
details should be recorded under ‘Decision’ on the Risk Assessment Form, which should 
then be sent to the Manager for approval. 

Any offer of employment will still be conditional until full CRB clearance is received. On 
receipt of a CRB clearance, the manager will be notified and this notification should be 
placed on the personal file (for audit purposes), along with the Risk Assessment Form. 

 

Handling a Positive Disclosure (CRB Return) 

An individual may or may not have already have revealed conviction information on the 
application form. If a CRB return reveals conviction information, the candidate can be 
invited to a meeting to discuss the information. 

At this meeting the risk assessment form will be completed in full, or in the case of an 
employee who has commenced before clearance, revisited 

At the meeting the identity of the individual will be confirmed by asking their name, date of 
birth, address and any other information that will help to confirm identity. 

The manager will then explain that information has been revealed and ask if the individual 
can confirm that it is relevant to them. If the person confirms that they do have a conviction 
the details of the conviction will be discussed in an open and supportive manner. The 
manager will explore the offence in more detail by asking the individual questions relating 
to the conviction. 

The manager will identify the risks of the individual to its clients, customers, business, and 
employees. They will do this by exploring: 

• The nature and background to the offence; 

• Whether the individual has a pattern of convictions; 

• The length of time since the offence took place; 

• The nature of the work in which the individual will be involved in, e.g. access to 
children and vulnerable groups, money, and property; 

• Whether the individual’s circumstances have changed since the offence was 
committed; 

• The extent to which the individual will be supervised. 
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If the person denies they have convictions the manager will adjourn the meeting and 
contact the CRB for further advice if necessary.  

It is only after these matters have been clarified that a decision will be made as to whether 
the offer of employment is either confirmed or withdrawn. The applicant will be informed of 
the outcome verbally, as quickly as possible and if the decision is to withdraw employment, 
this must be confirmed in writing to the applicant stating reasons why. 

The Risk Assessment Form should be completed and a record made whether the 
individual is appointed or not. A copy should be retained, the original being kept on the 
employee record held by the Manager for audit purposes. 

 

Procedure for dealing with a Person who withholds information 

Police records do not normally have to be declared but a person with a criminal record 
must declare a caution if applying for a job (unless the post is exempt from the 
Rehabilitation of Offenders Act, 1974 and the conviction is ‘spent’ – see page 18, 31-
32 for more information about the Act). If an applicant fails to reveal information directly 
relevant to the position, a meeting should be held and the individual should be given the 
opportunity to discuss the issue and provide an explanation. If no satisfactory explanation 
is given as to why this information has been withheld, consideration should be given as to 
whether the offer of employment will be withdrawn. 

 

Prosecution during the course of employment 

If an employee is prosecuted during the course of their employment and convicted of a 
criminal offence or cautioned, this must be declared to their manager. 

A meeting will be arranged to discuss the information and its relevance to the post the 
employee holds. If it is considered relevant, a disciplinary investigation will result. 

 

Appeals 

An applicant or employee has the right of appeal if they disagree with the decision. 

Reasons for appeal should be given in writing to the appropriate designated officer whose 
decision will be final. 
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MODEL RISK ASSESSMENT FORM 
 
This form should be completed by the appointing officer/manager where an individual 
commences employment/duties subject to CRB clearance and/or where information has been 
received on their CRB return. A copy of the completed form must be kept on the personal file. 
CRB regulations require that we do not record the specific details of any offences declared or 
returned on the disclosure form. If you require any guidance please contact ______________ 
 

Name:       Post: 

Date of Offer:      Date of Appointment: 

What is the nature of the work (including amount of contact with children & young people, 
supervised or unsupervised)? 
 
 

To what extent will the individual be supervised? 

 

Level of Disclosure Needed              STANDARD  �         ENHANCED � 

Has the individual declared any convictions/cautions? If not, were they honest when 
challenged? 
 

Are the offences relevant? Is there a pattern of convictions? 

 

How long ago did this happen? 

 

Have the individual's circumstances changed? In what way? 

 

 

Have 2 satisfactory references been received (including present or most recent employer 
and similar employment)?                          Yes �      No � 

Has full employment history including any gaps been explored with the individual?  
 
 

DECISION: including what additional arrangements will be put in place (if any) to supervise 
the individual until the CRB clearance is received 
 
 
 

 

 

Signed Appointing Officer:      Date: 
 
If something is subsequently returned on the CRB disclosure then this form must be 
revisited and additional consideration given to the decision to appoint.  
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Appendix 10  
 
THE CRIMINAL RECORDS BUREAU PROCESS 
 

What is it?  
 
The Criminal Records Bureau (CRB) is an executive agency of the Home Office. A CRB 
check is a process for gathering information about someone’s criminal convictions and 
other cautions, reprimands and final warnings given by the Police. The results of a CRB 
check are printed on a document officially known as a ‘Disclosure’ and copies are posted 
to the individual and to the organisation which they have applied to.  
 

 
Different levels of the check 
 
Two levels of the CRB check were introduced, to recognise that organisations need to 
have access to different levels of information, depending on the activities that their staff/ 
volunteers will be carrying out. They are STANDARD and ENHANCED - the most 
thorough of which is the Enhanced. An Enhanced Disclosure reveals information on police 
records even if a person has not been convicted, for example when they have been 
accused of harming a child but no charges have been brought.  
 
It is strongly recommended that an Enhanced CRB Check is used to check those 
individuals who will be working with children and/or young people or having access to their 
personal information.  
 
 

Who should be checked?  
 
Checks should only be made if the post is exempt from the Rehabilitation of Offenders Act 
1974 (see pages 18, 32-33). You should always apply for Enhanced Disclosure on paid 
and non paid workers if the criteria apply.  
 
 

What do I have to do?  
 
Only organisations that are registered with the CRB can apply for checks. Organisations 
that are not registered will need to use the services of an ‘umbrella organisation’. The 
umbrella organisation will need to countersign the application form and any information 
disclosed will go to them.  
 
 

What Does It Cost?  
 
The CRB charges £31 for a standard disclosure and £36 for an enhanced disclosure. 
Checks on unpaid workers (volunteers) are free.  
 
The umbrella organisation may add an administrative charge on top of this.  
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Remember that just because a disclosure comes back clear does not 
mean the person is suitable to work with children. Use this guidance to 

help you assess this. 
 

For further information visit the CRB website www.crb.gov.uk 

How Can I Find An Umbrella Organisation?  
 
If you are affiliated to any national organisation they may be registered and be able to 
process your checks. For example a youth football club affiliated to FA can have checks 
processed by them. Similarly many faith groups have national bodies that can process 
checks. If you are not affiliated you will need to find an umbrella organisation. Please find 
below a list of organisations that offer this service in Ealing: 
 

EASE 

The Base, 187 Copley Close, Hanwell, W7 1AZ 

Contact: Jackie Sear 

Tel: 020 8575 6139 

Email: easejs@tiscali.co.uk 

 

Ealing Community Transport 

Greenford Depot, Greenford Rd, UB6 9AP 

Contact: Anna Whitty or Indy Purewall 

Tel: 020 8813 3210 

Email: transport@ectgroup.co.uk 

 

 (To use ECT you must be a member of the organisation for which there is an annual 
membership fee)                                          

 

Ealing Council 

Perceval House, 14-16 Uxbridge Road, Ealing, W5 2HL 

Contact: Mark Nelson or Deverall Ward 

Tel: 020 8825 8880 

Email: crbunit@ealing.gov.uk 

 

Havelock Family Centre 

Aleka House, Havelock Rd, Southall, UB2 4PB 

Contact: Neelam Rahi 

Tel: 020 8574 2443 

Email: nrahi@havelockfamilycentre.org.uk 
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APPROPRIATE LEVEL OF CRB DISCLOSURE 
 

Nature of Work Description Level of CRB 
Disclosure required 

Work involves direct 
access to, and 
substantial contact with, 
children the childcare 
establishment  

Employees whose normal duties 
include regularly caring for, training, 
supervising and being in sole charge of 
children under 18 years of age. Includes 
‘regular’ volunteers who have 
unsupervised contact with children. 

Enhanced  

Work does not involve 
direct access to children 
but is carried out within 
the childcare 
establishment. It will 
involve some level of 
contact with children. 

Employees working within a childcare 
setting who may not have direct access 
to children but carry out their duties 
within such settings unsupervised. 
Includes ‘regular’ volunteers working 
within a childcare setting. Regular is 
defined by the DfES a three or more 
times in a 30 day period, or once a 
month or more, or overnight.  

Enhanced 

Work involves access to 
information held about 
children 

Employees with access to sensitive 
records about children 

Standard though it is 
considered good 
practice to undertake 
an enhanced as this 
shows more 
information about the 
individual. 

Work may involve 
occasional visit to 
childcare setting but no 
direct access or contact 
with children 

Examples of employees within this level 
include:  

• Employees who have business with 
head teacher, manager or other 
staff or have brief contact with 
children with an appropriately vetted 
employee present unsupervised 

• Volunteers/parents accompanying 
children on one-off outings not 
involving overnight stays and not left 
unsupervised (see page 53 for 
some case studies) 

• Employees on site before or after 
opening hours and when children 
are not present at any point during 
that time 

None required 

Work does not involve 
access to children, 
information or childcare 
setting 

Employees who do not come into 
contact with children or do not visit 
schools or childcare settings as part of 
their work. 

None required 
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Appendix 11 
 

CRB CHECKS ON VOLUNTEERS – CASE STUDIES 
 

These examples do not make up definitive guidance, but show how recruiters in 
organisations working with children and young people, could consider risk in deciding 
whether a CRB Disclosure is appropriate.  
 
For more guidance read the ‘Criminal Records Bureau checks – Guidance for Volunteers’ 
available at http://www.crb.gov.uk/pdf/OTS_CRB%20Volunteer%20Guidance.pdf 
 
 
CASE STUDY 1: Mrs Smith offers to accompany a group of children from her Church’s 
youth club on an outing to the seaside. Several adults including a youth worker and the 
Vicar will be present at all times. Mrs Smith has lived in the area for several years and she, 
her husband and children are well known to the church; there has never been anything 
that suggests that Mrs Smith might present a risk to children. 
 
Decision: It is decided that, as Mrs Smith is aware that she will not have unsupervised 
access to children and what the church knows of Mrs Smith is positive, no CRB Disclosure 
is necessary. 
 
CASE STUDY 2: The mother of a child who attends the local youth club, Miss Akbar, 
offers to take small groups of children to a screened off area of the venue to do basic 
cooking one afternoon a week for 8 weeks. Miss Akbar and the children can only be seen 
from a far corner of the venue. The sessions last for 20 minutes. The staff know Miss 
Akbar as she helps out on the cake stall once a month. There is no evidence that she is 
unsuitable to work with children.  
 
Decision: It is decided that Miss Akbar will need to apply for an enhanced CRB 
Disclosure. This is due to the fact that she will effectively be unsupervised; her normal 
duties will include caring for, training, supervising, or being in sole charge of children.  
 
CASE STUDY 3: Ms Callaghan has a child in the local after school club and has offered to 
come in for 2 hours per week to read in class with a small group of children who do not 
speak English at home. She previously volunteered at her daughter’s playgroup. 
 
Decision: It is decided that Ms Callaghan should be asked for an enhanced CRB 
Disclosure as her normal duties involve work with children, although she would not be 
alone with them at any time. 
 
CASE STUDY 4: Mr Sinclair is a recently retired grandfather of one of the children in a 
private school. He offers to come in one afternoon a week and help the school with their 
admin which includes updating the children’s’ details. Mr Sinclair is not known to the 
school although his grandson’s mother thinks that Mr Sinclair would be an asset to the 
school. 
 
Decision: The head teacher decides that although Mr Sinclair will not have direct 
responsibility over children he will have access to the children’s personal details including 
where they live. The head teacher asks him to obtain an enhanced CRB Disclosure. 
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Appendix 12 
MODEL SUPERVISION FORM 
 

Name: Post: Date Started: 

 

Areas of discussion Points discussed Action to be taken – including when and by whom 

Approach to working with children   

Behaviour with children   

Attitudes wit children   

Quality of Work   

Quantity of Work   

Relationships with colleagues   

Initiative   

Reliability   

Timekeeping and Attendance   

Areas of concern   

Strategies in place for addressing areas 
of concern 

  

Training recommended   

Training undertaken   

 
 

Date:     Signature of Supervisor:     Signature of Supervisee:
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Recruitment Process for posts involving contact 
with Children and Young people 

 

 
 
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 
 
 
 
 
 

Vacancy arises 

Candidate discloses criminal record 

If yes, cannot appoint 

Information pack sent to candidates  

Advert must state that candidates must undergo a CRB check 

Candidate does not disclose criminal record 

Ascertain suitability of candidate. Chance to discuss issues raised by references and/or CRB check   

CRB check carried out by organisation. Does the check confirm information already provided? 

If yes, confirm appointment 

Applicant disputes 
information on the CRB 

Check 

 

If new information is revealed, discuss with applicant 

Carry out a risk 
assessment and confirm 

appointment, if appropriate 

Withdraw offer of 
employment 

Confirm appointment Place appointment on 
hold to allow information 

to be rechecked 

The information, which is of a serious 
nature, is confirmed as correct – 
Withdraw offer of employment 

 

The information is incorrect; the 
applicant gave correct information 

– Confirm appointment 

 

Candidates short listed for interview 

 

No Is there an automatic bar on employment? 

 

Applicant confirms 
information is correct 

but record is too 
serious 

Applicant confirms information 
is correct but discrepancies are 
not serious or applicant is able 

to provide reassurance 

Invite to interview 

Applicant disputes 
information but the 

new information does 
not cause concern 

Offer post to successful subject to CRB, references etc 
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Contacts 
Name Description Address Contact details 

 

Advisory, 
Conciliation 

and 
Arbitration 

Service 
(ACAS) 

 

Aims to improve people’s 
working lives through better 
employment relationships.  
Provides advice and 
information which is 
independent and impartial. 

 

Local Area 
Office,  

Cygnus 
House, 
Ground Floor, 
Waterfront 
Business Park, 
Fleet, 
Hampshire 
GU51 3QT 

Tel: 01252 816 650 

Helpline: 08457 47 47 47 (available 
to answer employment questions). 

Website: www.acas.org.uk 

 

 

 

Chartered 
Institute of 
Personnel 

and 
Development 

(CIPD) 

The professional body for 
those involved in the 
management and 
development of people 

151 The 
Broadway 
London  

SW19 1JQ  

UK 

 

Website: www.cipd.co.uk  

 

The web site contains useful 
information relating to good practice 
in recruitment and selection 
including advice on the recruitment 
of those working with children and 
vulnerable adults 

 

 

 

 

Criminal 
Records 

Bureau (CRB) 

An executive agency of the 
Home Office, set up to help 
organisations make safer 
recruitment decisions by 
providing access to criminal 
record information through its 
disclosure service.   

 

PO Box 110 
Liverpool L69 
3EF 

 

Tel:        0870 90 90 811  

Website: www.crb.gov.uk  

 

The web site contains information 
about the disclosure service and 
how to access criminal record 
checks directly or through Umbrella 
Bodies 

 

 

Department 
for Business, 

Enterprise 
and 

Regulatory 
Reform 

 

The “employment matters” 
page on the website contains 
useful guidance on 
employment legislation and 
good practice. 

 

Department for 
Business, 
Enterprise 
& Regulatory 
Reform 
1 Victoria 
Street 
London SW1H 
0ET 

Tel: 020 7215 5000 

Email: enquiries@berr.gsi.gov.uk 

Website: www.berr.gov.uk 

 

 

Equality & 
Human 
Rights 

Commission 

 

Works to eliminate 
discrimination, reduce 
inequality, protect human 
rights and to build good 
relations, ensuring that 
everyone has a fair chance to 
participate in society. 

 

3 More 
London, 
Riverside  
Tooley Street  
London 
SE1 2RG 

Tel: 0845 601 5901 

Email: 
info@equalityhumanrights.com 
Website: 
http://www.equalityhumanrights.com 
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Every Child 
Matters 

 

Cross-government working 
with local partners to achieve 
better outcomes for children 
and young people. 

 

Department 
for Children, 
Schools and 
Families, 
Sanctuary 
Buildings, 
Great Smith 
Street, 
London, 
SW1P 3BT 

Tel: 0870 000 2288. 

Email: info@dfes.gsi.gov.uk 

Website: 
www.everychildmatters.gov.uk 

 

 

 

National 
Association 
for the Care 

and 
Resettlement 
of Offenders 

 

This organisation provides 
helpful information and advice 
to employers and others about 
carrying out CRB disclosures; 
on interpreting information 
presented on disclosure 
certificates and on assessing 
risk. They can also advise 
Disclosure applicants about 
their rights under employment, 
data protection and Disclosure 
law 

Nacro 
Disclosure 
Service 
169 Clapham 
Road 
London 

Tel: 020 7840 6464. 

Email: helpline@nacro.org.uk 

Website: 
http://www.nacrodisclosures.org.uk/ 

 

National 
Society for 

the 
Prevention of 

Cruelty to 
Children 
(NSPCC) 

Provides support to children 
and families, policy 
development and public 
awareness in relation to child 
protection.   

 

 Website: www.nspcc.org.uk 

 

Website contains useful online 
resources including guidance on 
child protection policies. 

 

 

Public 
Concern At 

Work 

 

The independent authority on 
public interest whistle blowing.  
Offers advice and support. 

Public Concern at Work 

Suite 301 
16 Baldwins 
Gardens 
London EC1N 
7RJ 

Tel: 020 7404 6609 

Email: whistle@pcaw.co.uk 

UK helpline: helpline@pcaw.co.uk 

 

 

 

Volunteering 
England 

 

Aims to support and increase 
the quality, quantity and 
impact of volunteering.  
Website contains useful good 
practice guidance  

 

Volunteering 
England 
Regents Wharf 
8 All Saints 
Street 
London N1 
9RL 
United 
Kingdom 

 

Tel: 0845 305 6979 

Email: 
volunteering@volunteeringengland.
org 

Website: 
www.volunteeringengland.org.uk 

 

 

 


