
Flowchart for Safer Recruitment       Beacon Hill URC  

 

 

 

 

  

 

            

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Elders identify person responsible 

for recruitment 
Person nominated must 

know the Safer 

Recruitment policy 

Role description & person 

specification written and agreed 
Formal job description 

for paid role; more 

informal for volunteer 

Check whether role requires DBS 

check 

Check which groups they 

will be working with:  if 

an ex-offender check 

policy & confirm with 

Safeguarding Co-

ordinator 

Advertise the role as appropriate 
Advertise in publications or 

locations appropriate to the 

role, e.g. church notices, 

noticeboards, church 

magazine, website. If a DBS 

check is necessary for the 

role, this must be made clear 

to applicants 

Provide an application form for 

applicants to complete, and a self 

disclosure form with role 

description & person spec. 
Application forms are compulsory 

for paid roles and best practice for 

voluntary roles. If anything is 

disclosed on the Self Disclosure, you 

must consult the Safeguarding Co-

ordinator 

Review applications for suitability & 

decide whether to interview. Invite for 

Interview/Discussion to assess 

person’s suitability for the role 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

  

Proof of identity 

should be requested 

for paid roles 

Ask for & take up 

references for all 

roles, whether paid 

or voluntary, before 

interview. Phone to 

thank & confirm 

made reference. 

When appointment is recommended, 

refer eligible roles for DBS checking Refusal by an applicant to 

undertake DBS checks 

disqualifies them from 

appointment. Any offer made 

must state that it is subject to 

the necessary checks being 

completed. 

On completion of reference and DBS 

checks, appointment can be made. 

Agree start date & arrange 

Safeguarding Training, if required. 

Provide copy of code of conduct or 

contract. 

 

agree 

DBS check completed & original 

document seen 

 

Must be in writing for a paid 

role and is best practice for 

volunteers. There is no 

obligation to appoint a person if 

you are not confident in their 

safety or suitability. 

Everyone should have an induction into the 

role 

Inductions should include 

familiarisation with policies 

and the safeguarding policy 

Supervision and regular reviews should be 

undertaken 
This should form part of the 

probationary period for a paid 

role. Annual reviews are best 

practice for all roles to 

support the person and 

ensure safe working practices 

continue to be employed 

Design questions around role 

description & person spec.  

Interview & decide whether 

to appoint 



Documents to be used in safer recruitment 

Role description 

Person specification 

Self - disclosure form   

Application form EITHER Volunteer (SR1) or Paid worker  

Reference request form  (SR2) 

Interview report form 

Code of conduct for those working with children (C1) OR adults at risk (C2) 

Safeguarding when employing an ex-offender (P4) 

Contract of employment  

 

 

 

 

 

 

 

For further information see Section 6 of Good Practice 5, Appendix K - Guidance on safer recruitment 

and criminal record checks. 

 

 

 

 

 

 

 

 

 

 

 

 

https://docs-eu.livesiteadmin.com/cfcb61ee-0017-4723-bb49-6ddcdb714355/gp5-safeguarding-pack-2020-web.pdf
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