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Notes

An associated policy is defined as meeting one or more of the following criteria:
1. It Is referred to by this policy

2. It refers to this policy

3. It covers a specific topic referred to by this policy

4. It covers a topic/procedural area that may be relevant to aspects of this policy
5. It has aspects that overlap and/or should be considered in conjunction with a
topic/procedural area covered by this policy

Each criterion that this policy satisfies is shown in the table above.
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1 - Introduction

HARE CIC is committed to safeguarding children and follows safe recruitment practices to
ensure that all people working with children are safe and qualified for their role. When
recruiting paid staff or volunteers we follow the procedures set out below, which is in line
with the 12 steps to safer recruitment.
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2 — Recruitment Panel

Once the need to recruit for a role has been established, the Manager will convene a
recruitment panel for the role, in consultation with the relevant team. The recruitment
panel will agree to an appropriate recruitment timetable.

3 - Recruitment Pack

The Manager will update the recruitment pack, including the job description and person
specification for the specific role, liaising with the relevant team. The person specification
will include a table of essential and desirable skills, abilities, experience, knowledge and
special requirements for the post. It will also indicate how the different requirements may
be assessed during the selection process: Application Form, Interview, Exercise.

e Job Description

e Person Specification

e Information about HARE CIC

e Application form

e Equal Opportunities Monitoring Form

4 - Advertising the Vacancy

The existing job advert will be updated to ensure it includes all necessary information. The
recruitment timetable will be included in the advert. We will advertise all vacancies, and any
job advertisements will include a statement about our commitment to safeguarding
children.

5 - Initial Enquiry

Upon enquiring about a vacancy, we will send potential candidates the recruitment pack as
above. The application form includes:

e adeclaration that all information is correct.

e asection under the Rehabilitation of Offenders Act that asks if the applicant has
been awaiting a verdict, convicted, or cautioned or received a court order or final
warning for any offence that may affect their suitability for working with children.

e arequest for the contact details of two referees one of which should be the most
recent employer. If this is the candidate’s first job, their course tutor is a suitable
alternative.
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6 - Application

All applicants must submit their completed application pack by the closing date. We will only
accept CVs if they are accompanied by our standard application form completed as required.

7 — Selection for Interview

After the closing date, the recruitment panel for the role will meet to shortlist candidates for
interview. The form in the person specification will be used to determine which candidates
possess the required skills and attributes.

8 — Invitation to Interview

Candidates will be invited to interview by email, using standardised invitation wording which includes
all relevant details including date, time and anything they should prepare and bring with them. The
email will also include links to further information about HARE CIC. All candidates will be asked to
bring to the following items to the interview:

proof of identity, e.g. passport, driving licence or birth certificate.
proof of address, eg recent utility bill (not mobile phone) or bank statement.

[ J
[ J
e proof of qualifications, ie the relevant certificates.
[ J

for non-British nationals, proof of the right to work in the UK (as required by the Asylum and
Immigration Act).

9 - Interview Procedure

The recruitment panel for the role will choose at least two people to conduct the interviews.
All candidates will be asked the same set of questions and given the same exercise to
complete (if relevant). We will then ask additional questions about any other issues that
arise from their application form. For example, the interviewers will rigorously follow up on
any gaps in the candidate’s employment history and ensure that they are satisfied with the
explanation given, undertaking additional checks if necessary.

All candidates will also be asked to participate in a session with the children for an hour so
that they can be observed interacting with the staff and children. Depending on the role, this
may include an activity prepared by the candidate to deliver during a session with the
children. When all candidates have been interviewed and observed, the recruitment panel
for the role will choose their preferred candidate. The Recruitment Panel may select a
reserve candidate who they consider capable of undertaking the vacant post should the
preferred candidate decline the offer of employment or the pre-employment checks prove
to be unsatisfactory.
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10 - Appointing a New Member of Staff

When the recruitment panel have selected the successful candidate, the Manager or other
selected person from the panel will:

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

e contact referees for a reference, including asking them if they have any child
protection concerns about the candidate.

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

e ask the candidate to complete a health questionnaire
notify any unsuccessful interviewees.

We will also take copies of the new member of staff’s qualification certificates and take
details of the proof of identity documentation that has been reviewed and keep these on
file.

11 - Onboarding a New Member of Staff
When a new member of staff starts work at HARE CIC we will give them:

e their employment contract; a copy of their contract will also be kept in their
personnel file.

e all HARE CIC policies and procedures, and ensure that they sign a policy confirmation
form to confirm that they have read and understood them; the signed form will be
kept on file.

e Onboarding information to read, including information about HARE CIC, Forest
School, well-being and relevant mandatory training.

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

12 - Disqualification

The Club cannot employ staff or volunteers who have been convicted of an offence or have
been subject to an order that disqualifies them from registration under section 75 of the
Childcare Act 2006. All new staff must sign a declaration that they are not disqualified when
they commence employment. All existing staff hold live enhanced DBSs which will be
checked annually to confirm that their status has not changed. If a member of staff becomes
disqualified during their employment with us, we will terminate their employment.
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13 - DBS Disclosures

We will obtain enhanced DBS disclosures for all staff, students and volunteers who will work
with children on a regular basis, or who have access to children’s information, including
members of the board of Directors and volunteers. If candidates have subscribed to the DBS
Update Service, we will carefully review their current DBS certificate and then check their
status online. If there has been a change in their status since their last DBS certificate was
issued, we will obtain a new DBS disclosure for them. Additional criminal records checks will
be made for anyone who has lived abroad.

Staff will not routinely need to have unsupervised contact with children. There will normally
be a minimum of 2 members of staff who hold an enhanced DBS. New staff will only be
allowed to have unsupervised contact with children when we have had full sight of a
satisfactory DBS certificate for them.

If we decide to allow a new member of staff to begin work pending the completion of their
DBS check, we will complete a written risk assessment first and they will not be allowed
unsupervised access to the children until we have seen and reviewed their DBS certificate.

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

14 - DBS Disclosures with any Recorded Information

If the DBS check returns showing criminal records information relating to harm to children or
young people, violence, sexual assault, child sexual abuse images, terrorism offences, or
anything else that might indicate they are unsuitable to work with children, the Manager will
firstly check the list of offences that automatically disqualify a person from working with
children under the terms of the Childcare Act 2006. The list is available here: Disqualification
under the Childcare Act 2006 - GOV.UK

The Manager may seek further advice from social care or the LADO (Local Authority
Designated Officer) if they are unsure whether the disclosed offence is on the list of
disqualifiable offences. If the candidate’s offences disqualify them from working with
children then the offer of employment will be withdrawn.

If the offence shown on the disclosure is not on the list of disqualifying offences but still
gives cause for concern, for example offences relating to theft or fraud or anything else that
might pose a risk to the integrity of HARE CIC, the Manager will seek advice from the board
of Directors. The Manager may choose to seek further advice (e.g. from UNLOCK or NACRO)
to help inform their decision.
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Where the offences are more minor and where children are unlikely to be at risk of harm,
HARE CIC will decide on a case by case basis whether to confirm the appointment. This
decision will be subject to undertaking a risk assessment of the applicant's criminal record.
This will include giving the applicant the opportunity to provide an explanation for the
offences, as well as the circumstances at the time. We will assess the applicant's attitude to
their offences, and whether they would likely act differently now.

In all cases we will discuss any matter revealed on a DBS certificate with the applicant before
withdrawing the conditional offer of employment.

15 - Immigration Status

HARE CIC is aware of Asylum and Immigration Act requirements and will check the eligibility
of all new starters to work in the UK. Candidates are expected to provide documents
confirming their status, usually a driving licence, passport, and NI number.

16 - Equality Act 2010

At all points during the recruitment process, HARE CIC will comply with the Equality Act 2010
to ensure the fair and equal treatment of practitioners of different age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or
belief, sex and sexual orientation.

17 — Retention of Staff

Once recruited, HARE CIC aims to retain staff members by creating a supportive and
collaborative work environment. All staff members are treated with courtesy, dignity and
respect. HARE CIC’s main purpose is to improve well-being and this is just as important for
our staff as for the children and families who use our services. We aim to create job roles
where our staff feel a sense of purpose and belonging. We encourage work/life balance and
offer well-being practices for our team. Our services are conducted outdoors in nature,
which is beneficial for the well-being of all. We offer staff discounts and enable staff
children to attend our services with their parent where practicable.
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18 - Contact Information

-Social Care: MASH — Urgent concerns 9am-5pm: 01452 426565, select option 3
childrenshelpdesk@gloucestershire.gov.uk or Non-urgent: mashearlyhelp@gloucestershire.gov.uk

-Social Care Emergency Duty Team (EDT) out of hours contact: 01452 61 4194
-LADO (Local Authority Designated Officer): Nigel Hatten 01452 42 6994

-NACRO: https://www.nacro.org.uk/

-UNLOCK: http://recruit.unlock.org.uk/

This policy was adopted by: HARE CIC Date:12/02/2023

To be reviewed: 12/02/2024 Signed: C. Berrow, Director

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021):
Safeguarding and Welfare Requirements: Suitable people [3.9-3.14]; Staff qualifications, training,
support and skills [3.20-3.26].
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