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Policy Statement
Melbourne Community Care are committed to keeping all adults at risk, free from the risk of harm or abuse. We operate a Safer Recruitment Policy to ensure that all our staff and volunteers understand our commitment to safeguarding and the processes in place to support this.
Introduction
Creating safe environments for all is essential for keeping people safe and promoting their wellbeing. The purpose of safer recruitment policies being in place is to help deter, reject, and identify those who may cause harm to adults at risk, or are otherwise unsuitable to work with them.
	Deter
	Make references to safeguarding policies within job advertisements and throughout the application process to deter people from thinking they have found an easy target for abuse.

	Reject
	Identify and reject those who are unsuitable for the role from progressing any further in the recruitment process. They could be identified from their application form or interview.

	Prevent
	Allow no opportunities for abuse. Ensure robust risk management and establish appropriate standards of behaviour during the entire recruitment and induction process.

	Detect
	Encourage a safe working culture by identifying any unwanted behaviour or abuse. Identify this as quickly as possible and respond appropriately.


Policy aims
· The aims of Melbourne Community Care’s Safer Recruitment Policy are to ensure:
· Melbourne Community Care meets its commitment to the safeguarding and promotion of welfare of adults at risk by following all steps outlined within this policy.
· Compliance with all relevant legislation, recommendations and guidance including those published by the Disclosure and Barring Service (DBS).
· The highest standard of staff and/or volunteers are recruited based on their skills, abilities, experiences, values, and suitability for the position.
Recruitment and selection procedures
There are several stages involved in the recruitment and selection process. Each should be enforced and adhered to for the recruitment and selection of each new member of staff and/or volunteer.
Advertisement
All advertisements should make clear Melbourne Community Care’s commitment to safeguarding. Reference should also be made to the values, beliefs and the behaviours expected.
The advertisements should either state or direct potential candidates to details of the robust recruitment and selection process including a DBS check.
It should be made clear that documentation relating to applicants will be treated in accordance with the Data Protection Act and General Data Protection Regulations (2018).
Job description and person specification
The job description should make clear what is expected of the candidate and should include:
· The company name and location
· The job title
· The working hours and pay/salary or salary scale point
· The main duties of the job role
· Whether any training will be supplied
· If the role will involve regulated activity and to what extent
· The safeguarding responsibilities attached to the role
· A short description of the organisation and its commitment to safeguarding
· Which pre-employment checks will be carried out (e.g. Disclosure and Barring Service (DBS) check), and if the role is exempt from the Rehabilitation of Offenders Act 1974, and Exceptions Order 1975
· The closing date for applications
The person specification should describe the ideal candidate based on what is necessary for meeting the standards of the role. It should include:
· The necessary skills you expect the successful applicant to have
· What level of previous experience is required
· The attitudes and values you expect from the successful applicant
Application form
A standard application form should be used to ensure all information obtained is consistent for each potential candidate. The application form should include:
· Personal details, including both current and former names (if applicable)
· National Insurance number
· Education and training – including any qualifications and the awarding body
· Employment history
· Referees
· A personal statement
· A signed declaration
References
You must attain satisfactory references for anybody you hire to work with adults at risk. You should get them directly from the referee, and a copy of the job description should be included with all requests. They need to be thoroughly checked and any potential issues that arise must be resolved before you make a formal job offer.
References should always gather objective and verifiable information, rather than subjective opinion.
All references should be requested using a standard reference proforma, ensuring that:
· There is a specific, named referee whose identity can be verified
· At least two references are obtained – friends and family should not be accepted
· The referee’s relationship with the candidate is stated. For example, their working relationship and how long they have known each other
· The applicant meets the person specification that is outlined in the job description and examples are provided to show how they meet it
· Comments are requested on the candidate’s conduct, skills, and their suitability for the job, plus if the applicant has received any disciplinary sanctions or whether any allegations or concerns have been raised against them, particularly in relation to the safety and welfare of adults at risk
· If the candidate is not currently working with adults at risk but has in the past, a reference for that particular employment is sought
Shortlisting
During the shortlisting process, any anomalies or unexplained gaps in employment history should be considered and further clarification where necessary.
Melbourne Community Care recommends more than one person be involved in the shortlisting of applicants.
Interview
Interviews should not only focus on the candidate’s capability to perform the tasks related to the role, but also their suitability for working with adults at risk. For effective interviewing at Melbourne Community Care
· More than one interviewer should be in attendance
· Have previously agreed requirements for what to ask and what makes a good or poor answer
· Have all relevant paperwork to hand
· Treat everyone equally
· Ensure questions are clearly linked to the job or person specification and stick to the specific questions
· Make notes on the responses provided
· The process for pre-employment checks should be reiterated during the interview stage
Conditional offer
It should be made clear that any offer to the successful candidate will be conditional and dependent on the receipt of:
· Two (or more) satisfactory references
· Relevant DBS check
Pre-employment checks
It should be made clear to the potential candidate the pre-employment checks that are required, including how and when these will be carried out
· Identity checks, including the candidate’s date of birth. Ask to see a valid passport or driving licence
· Checking the candidate’s eligibility to work in the UK
· DBS checks
· Verifying qualifications
· Keep a copy of interview questions and answers within staff records
A final statement
Melbourne Community Care is fully committed to the safe recruitment of all staff and volunteers. If you have any queries regarding this policy or require further help and support, please contact Claire Barker or Alison Thornhill.
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