
Help… 

I want to recruit 
workers safely



Help...
Most people working with 
children and young people 
are dedicated individuals who 
want the very best for those 
in their care. Many places of 
worship, faith groups and 
other organisations also now 
recognise the importance of 
criminal records checks for all 
workers.
 
Whilst this is encouraging, 
some mistakenly believe that 
carrying out a criminal records 
check is all that is needed when 
recruiting workers. It is also 
tempting for places of worship 
in particular to take short cuts 
when people are willing to 
help out. They may have been 
around a long time and are a 
familiar face at meetings and 
other activities.

Those who have responsibility 
in this area need to understand 
that a criminal records check 
is only part (albeit an essential 
one) of a safe recruitment 
process. This process is crucial 
in preventing unsuitable 
or dangerous individuals 
gaining access to children and 
young people. It includes the 
completion of a job application 

form, an interview, taking 
up references and a criminal 
records check as well as the 
applicant’s agreement to 
abide by the organisation’s 
safeguarding policy.

No-one has an automatic right 
to work with children and 
young people. Operating a 
safe recruitment policy sends a 
powerful message to parents, 
children, visitors, as well as 
those intent on harm, that 
safeguarding children and 
young people is taken seriously 
in the organisation.   

The same care needs to be taken 
for other vulnerable groups such 
as adults with disabilities and/or 
special needs. 

Before an organisation seeks to 
• ll a position, paid or voluntary, 
it is important to have decided 
on the following:

The role and responsibilities • 

Skills and qualities needed• 

Where and how the • 
position will be advertised 
(e.g. church notices/news 
bulletin, local paper etc.) 

I want to recruit workers safely

The Criminal 
Records 
Bureau 
(England 
& Wales), 
Disclosure 
Scotland 
(Scotland) 
and AccessNI 
(Northern 
Ireland) all 
emphasise 
that a 
criminal 
records 
check should 
be the last 
stage of the 
recruitment 
process. 



The job/role 
A clear and up to date job 
description (duties, role and 
responsibilities), a person 
speci• cation (experience and /or 
quali• cations required), as well 
as details of the support and 
training that will be provided, 
should be given to every 
applicant. This is because the 
role of a crèche worker is going 
to be di• erent from a youth 
worker or that of a trustee.   

Advertisement
The position should be 
advertised – see examples 
below. As well as a brief 
description of the role, it should 
also state the organisation’s 
commitment to criminal records 
checks.

Application form
An application form should 
always be used because it 
is easy to hide important 
information on a CV. It also 
ensures applicants are on an 
equal footing and no one can be 
selective about the information 
they divulge. 

The form should contain the 
following:

the applicant’s full name, • 
previous names or aliases

date of birth• 

current address• 

full employment history• 

contact details of two • 
referees

a statement containing the • 
reason for applying for the 
position, personal qualities 
and experience relevant to 
the post

In addition there should 
be a declaration that all the 
information provided by the 
applicant is true and they agree 
to a criminal records check 
should the organisation wish 
to appoint them. It should 
be signed and dated by the 
applicant.

The form is a good source of 
information about previous 
work experience and gaps 

St Morag’s News Sheet

Creche worker wanted – 
2 Sundays/month for 2 hours

Experience with under 5’s desirable
See Val Manoharan 

(Children’s Co-ordinator) for details
Successful applicant will 

need criminal records check

Borough Community Church  

Paid part-time youth worker required
For youth groups (11-17year olds)

15 hours/week
Relevant NVQ level 3 quali! cation essential
For further information contact church of! ce.

BCC operates a safeguarding policy. The successful 

applicant will need criminal records check.



organisation, one of whom will 
directly supervise the person 
who is appointed.  There may, 
however, be circumstances 
where a single interviewer 
might be appropriate.  

The application form is a 
good place to start at an 
interview. The applicant may 
well be feeling nervous and 
it will bene• t everyone if the 
interviewers can help them 
relax. In this environment the 
applicant is far more likely to 
give their best and share any 
concerns they may have. 

References
Obtaining references is an 
important part of gathering 
information about the applicant 
and can provide useful insights 
into their experience and 
character. 

If it is a paid position, ideally 
at least one reference should 
be from their current or 
previous employer if they are 
not currently working. The 
job description and person 
speci• cation should accompany 
the reference request. The 
referee should also be asked 
whether they are aware of 
anything that might give rise 
to concern. Any information 
given can be compared with 
information provided by the 
applicant. 

in employment that may be 
signi• cant.  

Self-declaration form
A self declaration form that 
includes agreement to a 
criminal records check should 
also be completed and signed 
by the applicant. It should 
request details of any cautions, 
convictions, or causes for 
concern such as investigations 
made by the Police or 
Children’s Social Services. 
This information is likely to be 
revealed in a check anyway, 
so the applicant’s willingness 
to declare it beforehand is an 
indication of their honesty (this 
may be particularly important 
if the decision to appoint is a 
borderline one). It also means 
the process can be halted 
at an early stage if they are 
unsuitable. 

In order to retain con• dentiality, 
the form should be returned in a 
separate envelope to the person 
in the organisation making the 
recruitment decision. 

The interview 
Once the application and self 
declaration forms have been 
completed, applicants can be 
selected for interview. The 
interview should generally 
be conducted by at least 
two people with leadership 
responsibilities within the 

Model 
application 
and self-
declaration 
forms can be 
downloaded 
from ‘Safe 
and Secure’- 
the CCPAS 
safeguarding 
manual. See 
back page.



For a crèche volunteer, it may be 
more relevant to ask questions 
about their a• itudes and 
behaviour as a parent or other 
caring role of which the referee 
is aware.

A telephone conversation 
with the referee can clarify 
any discrepancies or queries. 
This will also serve to con• rm 
their identity and provide an 
opportunity to thank them 
for their time. At least two 
references should be obtained.

Where a reference is sought 
from an employer, this should 
be completed by a manager or 
personnel o•  cer rather than a 
colleague, and sent on headed 
paper.

It is also important to reserve 
the right to make any character 
enquiries considered necessary; 
for example from a previous 
place of worship where details 
have not been supplied by the 
applicant. 

Deciding whether to appoint
A decision as to whether or not 
to appoint should be based on 
all the information gathered 
(i.e. their experiences, ability, 
suitability and their motives for 
wanting to work with children 
and young people). It should 
not be based on external factors 
such as the urgency of need or 
the immediate availability of the 

applicant.

If there are legitimate concerns 
about an applicant, it is best 
not to appoint. This minimises 
the risk of placing children 
and young people at risk of 
signi• cant harm. 

Some posts may require that 
an individual is registered 
with a professional body or 
hold certain quali• cations e.g. 
where appointing a teacher you 
would have to ensure that they 
are registered with the General 
teaching Council (or equivalent 
body in the UK). 

Criminal records checks
Once a decision has been made, 
a criminal records check* must 
be carried out on the successful 
applicant. The check will 
reveal any information held on 
central police databases such as 
cautions and convictions and 
their inclusion on government 
lists that bar an individual from 
working with children. A check 
at enhanced level includes 
non-conviction data that will be 
disclosed where it is relevant to 
the role for which the person has 
applied.

It is important the organisation 
has a procedure for dealing 
with concerns resulting from 
information revealed by the 
check (a blemished disclosure). 

CCPAS is an 
umbrella body 
appointed by 
the Criminal 
Records 
Bureau 
(CRB), and 
AccessNI  
to process 
criminal 
records 
checks. 
Where there 
is a blemished 
disclosure (ie. 
convictions, 
cautions etc.) 
it is important 
to seek advice 
on whether 
to appoint. 
CCPAS offers 
this service 
(including 
Scotland). 

*Also known as a 
‘disclosure’



Equal Opportunities policy 
To comply with CRB* 
regulations, any organisation 
applying for criminal records 
checks must have an equal 
opportunities policy (a model 
is available from CCPAS).  It is 
important not to discriminate 
unfairly against someone 
on the basis of what is on a 
disclosure. For example, a 
conviction for minor theft 
several years ago doesn’t mean 
they are unsuitable to work 
with children or young people 
now. However, if someone’s 
o• ending behaviour suggests 
they might be a risk to children, 
the organisation has the right to 
make an informed judgement on 
the applicant’s suitability for the 
position.   

* England and Wales – Criminal 
Records Bureau, Scotland - Sco• ish 
Criminal Records O•  ce, Northern 
Ireland - Access NI

ISA registration
In 2010 it will become a legal 
requirement for individuals 
applying to work or volunteer 
with children or vulnerable 
adults to register with the 
government’s Ve! ing and 
Barring Scheme. In addition 
any organisation allowing an 
individual to work without 
being registered will be 
commi! ing a criminal o• ence. 

The scheme will be administered 

by the Independent 
Safeguarding Authority (ISA) +. 
The ISA currently oversees 
the government lists of people 
banned from working with 
children and vulnerable adults.

Written Contract
It is important that paid workers 
have a formal employment 
contract that includes the 
support, supervision and 
resources they can expect from 
their employer. Volunteers 
should be given information 
about their role in writing and 
the tasks they are expected to 
undertake. 

Probationary period 
When a worker is appointed it 
is bene" cial for both worker and 
organisation to have a six month 
probationary period. During 
this time the organisation 
should provide relevant 
training (e.g. safeguarding) and 
arrange support for the worker, 
including regular meetings 
with a supervisor to discuss 
how the job is going and to 
make any adjustments. The 
probationary period also allows 
the organisation to assess the 
worker’s performance.

At the end of this period the 
organisation should con" rm 
the worker’s position in writing 
unless, of course, they have 
proved unsuitable.

In many cases 
organisations 
will still need 
to carry out 
a criminal 
records check 
in addition 
to checking 
a person’s 
status on the 
ISA scheme. 
Up to date 
information 
on this can 
be found on 
the CCPAS 
website: 
www.ccpas.
co.uk

+In England, 
Wales and 
Northern 
Ireland. A 
similar body 
operates in 
Scotland.



‘They are only volunteers’
Every parent or carer has 
the right to expect the same 
standards of recruitment and 
professionalism irrespective 
of whether an individual is 
paid or works voluntarily. A 
potential volunteer’s willingness 
to complete all the necessary 
forms, undertake interviews 
etc. shows they are valued both 
as a person and for the role for 
which they are volunteering. 
Generally people will not be 
put o•  by paperwork where its 
importance can be shown.

Catch up 
Some places of worship 
may already have workers 
in place before they have 
addressed safeguarding and 
safe recruitment issues.  It 
is important that the safe 
recruitment process is done 
retrospectively. The application 
form could be amended and 
re-titled ‘Information Form’. 
In any event a criminal records 
check should be carried out and, 
in the case of a paid worker, 
they should be provided with a 
wri! en contract.

Check list for safe recruitment

There is a wri! en job description / person • 
speci" cation for the post

The position is advertised • 

Those applying have completed an • 
application form and a self declaration form

Short-listed candidates have been interviewed• 

Safeguarding has been discussed at interview• 

Wri! en references have been obtained, and • 
followed up where appropriate

A criminal records application form has been • 
completed

Quali" cations have been veri" ed• 

A suitable training programme is provided • 
for the successful applicant

The applicant has completed a probationary • 
period

The applicant has been given a copy of the • 
organisation’s safeguarding policy and knows 
how to report concerns.

Applicants should not commence work until the 
recruitment process has been completed. This will 
save exposing children to potential risk as well as 
the embarrassment of having to remove someone 
from a position of work if they prove unsuitable. 
It also means no o• ence will have been commi! ed 
by employing someone whose name is on any of 
the banned lists.



Safe recruitment is one of the 10 Standards contained in CCPAS’ 
comprehensive safeguarding manual, ‘Safe and Secure’. The manual 
is web-based and covers every area of safeguarding and good 
working practice. It includes model policies and forms, including the 
job application and self declaration form referred to in this booklet 
and a great deal of other useful information concerning recruitment 
procedures.

Further information on the manual and all CCPAS’ resources and 
services, can be found on the CCPAS website: www.ccpas.co.uk

Child Protection
C H U R C H E S ’

A D V I S O R Y  S E R V I C E

© CCPAS 2009  The Churches’ Child Protection Advisory Service.  
Charity No: 1004490. Company No: 2646487

This is one of an expanding series of Help... lea! ets published by CCPAS.  
See CCPAS website for more details www.ccpas.co.uk

CCPAS

PO Box 133, Swanley, Kent, BR8 7UQ.

Tel: 0845 120 45 50

Fax: 0845 120 45 52 

Email: info@ccpas.co.uk

Web: www.ccpas.co.uk

Safe recruitment is one of the 10 Standards contained in CCPAS’ 

Safe and Securethe manual


