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Safer Recruiting – 16 Steps
Safer Recruitment and People Management Code of Practice | The Church of England

🟣 Step 1: Appoint a Responsible Person
Someone who oversees and is accountable for the recruitment process. Section 4.1: Volunteers - Responsibilities | The Church of England
🟡 Step 2: Create a Role Description & Person Specification
Clearly define the role, responsibilities, skills, and safeguarding expectations. The role description can be written by yourselves in the parish using either of the templates available from the national safeguarding team, here in Templates and Resources or here in the PSO Information & Welcome Pack. Alternatively, the (Parish Dashboard) and Hub will create a role description for each of the roles created on there. 
🟣 Step 3: Advertise the Role
Include the church's commitment to safeguarding and safer recruitment. Here is the link to the section in the  Safer Recruitment Code of Practice section about advertising.  It has plenty of helpful advice and information. 
🟡 Step 4: Receive Applications
Use a standard application form Application Form Template for Volunteers to gather relevant personal experience
🟣 Step 5: Review Confidential Declarations
Consider any safeguarding or suitability concerns disclosed. Consult with the DSO for guidance if any criminal convictions or blemishes are noted on the Confidential Declaration Form. 
🟡 Step 6: Shortlist Candidates
Assess applications against the agreed criteria on the role description.
🟣 Step 7: Interview & Assess
Explore experience, values, attitudes, and safeguarding awareness.
🟡 Step 8: Complete Pre-Appointment Checks
Verify identity, references, qualifications, and eligibility to work.
🟣 Step 9: Obtain DBS Clearance
Ensure the correct DBS check is completed where required, the DBS eligibility level should be clear from the role description. 
🟡 Step 10: Risk Assess Criminal Record Information
Consider any disclosures appropriately and proportionately.  Consult with DSO for guidance if necessary. Recruitment of ex-offenders
🟣 Step 11: Confirm Appointment
Make the appointment once all checks are satisfactory. Appointment Letter for Volunteers     Model Volunteer Agreement
🟡 Step 12: Provide Induction
Introduce policies, procedures, and safeguarding responsibilities in line with relevant role description. Induction Checklist   
🟣 Step 13: Probation / Settling-In Period
Monitor performance, conduct, and suitability. During this period, there should be regular catch ups between the responsible person and the volunteer.  
🟡 Step 14: Ongoing Support & Supervision
Provide regular support, guidance, and accountability. Model template/agenda for volunteer support meeting
🟣 Step 15: Learning & Development
Ensure safeguarding training and continuing development are completed. Safeguarding Learning and Development Framework. 
🟡 Step 16: Maintain Accurate Records
Keep secure records of recruitment, training, supervision, and safeguarding actions. 
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