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Staff Selection and Recruitment Policy 
 

Recruitment 
Policy 

The safe recruitment of staff is the first step to safeguarding and promoting the welfare 
of children.  Holbeach Children’s Club is committed to safeguarding and promoting the 
welfare of children and expects all staff and volunteers to share this commitment.   
 
HCC is also committed to providing a supportive and flexible working environment for all 
its members of staff.  The club recognises that, in order to achieve these aims, it is of 
fundamental importance to attract, recruit and retain staff of the highest calibre who 
share this commitment. 
 
Holbeach Children’s Club recognises the value of, and seeks to achieve a diverse 
workforce.   
 
HCC is committed to ensuring that the recruitment and selection of all who work within 
it is conducted in a manner that is systematic, efficient, effective and promotes equality 
of opportunity.   

 

The Aims of the 
Policy 

 

● To ensure that the best possible staff are recruited on the basis of their merits, 
abilities and suitability of the person 

● To ensure that all job applicants are considered equally and consistently 
● To ensure that no job applicant is treated unfairly on any ground including age, 

disability, gender reassignment, race, religion or belief, sex or sexual orientation as 
outlined in the Equality Act 2010; 

● To ensure compliance with all relevant legislation, recommendations and guidance  
● To ensure that the club meets its commitment to safeguarding and promoting the 

welfare of children by carrying out all necessary pre-employment checks. 
● To ensure that all employment checks are recorded clearly on the club’s Single 

Central Record (SCR). 

 

Single Central 
Record of 
Recruitment 
Vetting Checks 
(SCR) 

 

Holbeach Children’s Club will keep and maintain an electronic SCR. The SCR will list all 
staff who are employed at the club, including casual staff, supply agency staff whether 
employed directly or through an agency, proprietors and any persons who work with 
direct access to the children, for example volunteers. Exemptions would be supply 
agency staff who present DBS on arrival at school. The SCR will indicate whether the 
required pre-employment checks have been completed, what documents have been 
checked, when and by whom. 
 
The SCR will be checked termly by the Manager and Trustee Responsible for 
Safeguarding. 

Staff members have a duty through their contract to immediately disclose during their 
employment if they are: 

● charged or convicted of any criminal offence; 
● in receipt of a police caution, reprimand or warning, or if they are subject to a formal 

child protection plan; 
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● disqualified under the Childcare (Disqualification) Regulations 2018 (when working in 
relevant childcare provision) 

● barred from working with children or vulnerable adults; 
● the subject of a referral to the Disclosure and Barring Service (DBS). 

Staff will also be asked at their yearly annual appraisal meetings whether they have any 
of the above to disclose. 

Pre-
Employment 
Checks  

The club will carry out a number of pre-employment checks in respect of all prospective 
employees. 

If it is decided to make an offer of employment following a formal interview, 
employment with HCC will be conditional on the following; 

● an identity check; 
● a barred list check; 
● an enhanced DBS check; 
● a check to establish the person's right to work in the United Kingdom;  
● receipt of at least two references which are satisfactory to the club, one of which will 

be from the applicant’s more recent employer; 
● a separate satisfactory barred list check will be undertaken in the event that an 

enhanced disclosure is not received in advance of starting employment in the 
regulated activity, or where a ‘portable’ disclosure is used; 

● the signed declaration to satisfy the Childcare (Disqualification) Regulation 2018 
where working in relevant Childcare Provision; 

● verification of the applicant’s medical fitness to ensure the duties of the post can be 
carried out satisfactorily, fully taking into account the Equality Act 2010 where 
reasonable adjustments may be made to fulfil the role effectively. 

  

Roles and 
Responsibilities 

 

● Employees involved in the recruitment and selection of staff are responsible 
for familiarising themselves with and complying with the provisions of this policy. 

● All Trustees and employees involved in the selection and recruitment of staff should 
undertake Safer Recruitment training. 

● It is the responsibility of all involved in the recruitment process to ensure that the 
club operates safe recruitment procedures and carries out all appropriate checks on 
all staff and volunteers who work at it. 

● It is the responsibility of all contractors and agencies who provide services to the 
club to comply with safer recruitment practices. 

● It is the responsibility of HCC to ensure that all pre-employment checks are complete 
before employment begins and that they are recorded on the Single Central Record. 

Verification of 
Identity and 
Address 

 

All applicants who are invited to an interview will be required to bring the following 
evidence of identity, right to work in the UK, current address and qualifications: 

● Passport or photo-card driving licence providing photographic identity; 
● Original documents confirming any educational and professional qualifications 

referred to in their application form. 
● Where an applicant claims to have changed their name by deed poll or any other 

means (eg marriage, adoption, statutory declaration) they will be required to 
bring documentary evidence of the change. 
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● Any existing DBS certificates. 

The club asks for the date of birth of all applicants (and proof of this).  Proof of date of 
birth is necessary so that HCC may verify the identity of, and check for any unexplained 
discrepancies in the employment and education history of all applicants.  HCC does not 
discriminate on the grounds of age. 

The Procedure Advertising 

To ensure equality of opportunity, Holbeach Children’s Club will advertise all vacant 
posts to encourage as wide a field of candidates as possible.  Normally this will entail an 
external advertisement.  However, where there is a reasonable expectation that there 
are sufficient qualified internal candidates or where staff are at risk of redundancy, an 
internal advertisement may be considered appropriate. 

Applications 

Applicants will receive a job description and person specification for the role applied 
for.  All applicants for employment will be required to complete a confidential 
application form containing questions about their academic and employment history 
and their suitability for the role.  Incomplete application forms will be returned to the 
applicant where the deadline for completed application forms has not passed.  The 
school does not accept a curriculum vitae in place of an application form. 

Application forms will have both the name and address removed for the purposes of 
shortlisting and to support blind-name recruitment. This data will be reintroduced after 
shortlisting. 

The applicant may then be invited to attend a formal interview at which his/her relevant 
skills and experiences will be discussed in more detail. 

Interviews 

The selection process will always include the following; 

● A tour of the club premises (should the applicant not be internal) 
● A face to face professional interview including questions relating to safeguarding 

children 
● Verification of qualifications and/or professional status 

 
Short-listed applicants will be required to provide proof of their qualifications and 
professional status by producing documentation on the day of interview.  They will be 
issued with a Rehabilitation of Offenders form, Self-Declaration form and guidance prior 
to interview. This must be returned within 24 hours of the interview time. 
HCC will verify that applicants have actually obtained any qualifications legally required 
or deemed essential for the job and claimed in their application by asking to see the 
relevant certificate, or a letter of confirmation from the awarding body / institution.  If 
the original documents are not available, the club will require sight of a properly 
certified copy.  Where applicants have obtained qualifications abroad, a certified 
comparability check by BARIC will be required.  Proof of identity and other 
documentation will be verified by the club.  
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Holbeach Children’s Club requires applicants to account for any gaps or discrepancies in 
employment history on the application form.  Where any applicant is shortlisted, any 
gaps will also be discussed at interview. 

Applicants should be aware that providing false information is an offence and could 
result in an application being rejected or summary dismissal if the applicant has been 
selected.  Where false information is provided in support of an application to work at the 
club, HCC is required to report the matter to the Disclosure and Barring Service, the 
Police and other relevant professional bodies. 

References 

References for shortlisted applicants will be requested immediately after short-
listing.  The only exception to this is where applicants have indicated on the application 
forms that they do not wish their current employer to be contacted.  In such cases, this 
reference will be taken up immediately after the interview and prior to any offer of 
employment being made.  One reference will be sought prior to interview wherever 
possible. 

All referees will be asked whether they believe the applicant is suitable for the job for 
which they have applied.  All referees will be sent a copy of the job description and 
person specification relevant to the role for which the applicant had applied.  If the 
referee is a current or previous employer, they will also be asked to confirm the 
following by use of the HCC Reference Form: 

● The applicant’s dates of employment, salary, job title/duties, reason for leaving, 
performance and disciplinary record 

● Their relationship to the applicant 
● Whether they have any reason to believe that the applicant is unsuitable to work 

with children 
● Whether the applicant has ever been the subject of disciplinary procedures 

involving issues related to the safety and welfare of children including any in 
which the disciplinary sanction has expired 

● Whether any allegations or concerns have been raised about the applicant that 
relate to the safety and welfare of children or young people 
or behaviour towards children or young people 
 

HCC will only accept references obtained directly from the referee and will not rely on 
references or testimonials provided by the applicant or open references of 
testimonials.  The club will not accept references only obtained from relatives of the 
applicant or people writing solely in the capacity as a friend.                  

References will be compared to the application form to ensure that the information 
provided is consistent.  Any discrepancies will be taken up with the applicant and/or the 
referee before any appointment can be confirmed.  Any information about past 
disciplinary action or allegations will be considered in the circumstances of the individual 
case. 
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Medical Fitness 

 

The club is required to verify the medical fitness of anyone to be appointed to a post, 
after an offer of employment has been made but before the appointment can be 
confirmed.  

It is the club’s practice that all applicants to whom an offer of employment is made must 
have completed the declaration of medical fitness with the club’s medical provider.  This 
information will be reviewed against the job description and the Person Specification for 
the particular role, together with details of any other physical or mental requirements of 
the role, ie. proposed timetable, activities, layout of the site etc.  If the club’s medical 
advisor has any doubts about an applicant’s fitness the club will consider reasonable 
adjustments in consultation with the applicant.  The club may also seek a further medical 
opinion from a specialist or request that the applicant undertakes a full medical 
assessment. 

HCC is aware of its duties under the Equality Act 2010.  No job offer will be withdrawn 
without first consulting with the applicant, obtaining medical evidence and considering 
reasonable adjustments and suitable alternative employment. 

 

Disclosure and 
Barring Service 
Check 

Due to the nature of the work, HCC applies for an enhanced disclosure check via the 
Disclosure and Barring Service (DBS) in respect of all members of staff, proprietors and 
volunteers on entry to the club's workforce. 

An enhanced disclosure check will contain details of all convictions on record (including 
those which are defined as “spent” under the Rehabilitation of Offenders Act 1974) 
together with details of any cautions, reprimands, bind overs or warnings other than 
youth cautions, reprimands and warnings, held on the Police National Computer.  An 
enhanced disclosure will also reveal whether an applicant is barred from working with 
children or vulnerable adults by virtue of his/her inclusion on the lists of those 
considered unsuitable to work with children or vulnerable adults maintained by the 
DBS.  An enhanced disclosure may also contain non-conviction information from local 
police records which a chief police officer thinks may be relevant in connection with the 
matter in question. 

DBS checks will be requested for applicants with recent periods of overseas residence 
and those with little or no previous UK residence.  These applicants may also be asked to 
provide further information, including the equivalent of an enhanced DBS disclosure, 
from the relevant jurisdiction(s). 

For any person who has applied to the DBS update service HCC will examine the original 
certificate, check it matches the individual's identity and run an online update check, 
which will provide information about any changes since the certificate was issued. If the 
check indicates that there has been a change then the individual must apply for a new 
certificate. 

If there is a delay in receiving an enhanced DBS disclosure before a person starts work in 
regulated activity, Trustees may allow the member of staff to commence work: 

● after a satisfactory check of the barred list if the person is working in regulated 
activity; 

● and all other relevant checks have been completed satisfactorily; 
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● provided that the DBS application has been made in advance; 
● with appropriate safeguards taken (for example, a risk assessment carried out 

and appropriate supervision put in place). 

The risk assessment will be reviewed every two weeks and a note added to the Single 
Central Record. The staff member will be informed of all safeguards put in place. 

Overseas checks, where appropriate, including checking for professional sanctions 
 
If, because a person 'living or having lived' outside of the UK for three months or more in 
the last five years, a DBS check is not considered sufficient to establish suitability to work 
in a school (because a UK check would not cover offences committed abroad, but only 
those on the UK Police National Computer), HCC would carry out such further checks as 
considered appropriate. Such checks will be completed before the person starts work. 
This applies where relevant both to foreign nationals and UK nationals returning from 
overseas. 
 

Disqualification   Disqualification under the Childcare Act 2006 

We will make sure that anyone who falls within the relevant categories of staff is made 
aware of the legislation. 

All present and new staff members who fall within the regulations of relevant childcare 
provision will be asked to sign a declaration form to confirm that they are not 
disqualified under the Childcare Act 2006 and Childcare (Disqualification) Regulations 
2009. 

An entry of staff working within relevant childcare provision will be made on the single 
central record, including the date disqualification checks were completed.  

The declaration will form part of a staff member’s contract and staff will be reminded 
annually when safeguarding guidance is issued. 

Contractors and 
Agency 

 

Contractors engaged by the club must complete the same checks for employees that the 
school is required to complete for its staff. HCC requires confirmation that these checks 
have been completed before employees of the contractor can commence work at the 
club. 

The club will independently verify the identity of staff supplied by contractors or an 
agency. 

Policy on 
Recruitment of 
Ex-Offenders 

Holbeach Children’s Club will not unfairly discriminate against any applicant for 
employment on the basis of conviction or other details revealed.  HCC makes 
appointment decisions on the basis of merit and ability.  If an applicant has a criminal 
record this will not automatically bar him/her from employment within the 
club.  Instead, each case will be decided on its merits in accordance with the objective 
assessment criteria set out below. 

All positions within the club are exempt from the provisions of the Rehabilitation of 
Offenders Act 1974.  The convictions they are required to disclose include any cautions, 
reprimands, bind-overs and warnings other than youth cautions, reprimands and 
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warnings. They candidate must tell us about all convictions whether “spent” or not and 
no matter how long ago the offence took place and whatever the nature of it.  Any 
information given will be treated in confidence and used only to assess their suitability 
for work. 
 
A failure to disclose a previous conviction may lead to any application being rejected or, 
if the failure to disclose is discovered after employment has started, may lead to 
summary dismissal on the grounds of gross misconduct. A failure to disclose a previous 
conviction may also amount to a criminal offence. 
It is unlawful for the club to employ anyone who is barred from working with children.  It 
is a criminal offence for any person who is barred from working with children to attempt 
to apply for a position within the club. Holbeach Children’s Club will make a report to the 
Police and/or the Disclosure and Barring Service if:- 

● It receives an application from a barred person 

● It is provided with false information in, or in support of an applicant’s 
application  or 

● It has serious concerns about an applicant’s suitability to work with children. 

Assessment 
Criteria 

In the event that relevant information (whether in relation to previous convictions or 
otherwise) is volunteered by an applicant during the recruitment process or obtained 
through a disclosure check, HCC will consider the following factors before reaching a 
recruitment decision: 

● Whether the conviction or other matter revealed is relevant to the position in 
question; 

● The seriousness of any offence of other matter revealed; 
● The length of time since the offence or other matter occurred; 
● Whether the applicant has a pattern of offending behaviour or other relevant 

matters; 
● Whether the applicant’s circumstances have changed since the 

offending behaviour or other relevant matters; 
● The circumstances surrounding the offence and the explanation(s) offered by 

the convicted person. 
 
If the post involves regular contact with children, it is the club’s normal policy to 
consider it a high risk to employ anyone who has been convicted at any time of any of 
the following offences: 
 

● Murder, manslaughter, rape, other serious sexual offences, grievous bodily 
harm, or other serious acts of violence 

● Serious Class A drug related offences, robbery, burglary, theft, deception or 
fraud. 

If the post requires access to money or budget responsibility, it is the club’s normal 
policy to consider it a high risk to employ anyone who has been convicted at any time of 
robbery, burglary, theft, deception or fraud.  
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Assessment 
Procedure 

In the event that relevant information (whether in relation to previous convictions or 
otherwise) is volunteered by an applicant during the recruitment process or obtained 
through a disclosure check, HCC will carry out a risk assessment by reference to the 
criteria set out above.  The assessment form must be signed by the Chair of Trustees 
before a position is offered.  Such convictions will also be discussed with the applicant at 
interview. 

If an applicant wishes to dispute any information contained in a disclosure, he/she can 
do so by contacting the DBS direct.  In cases where the applicant would otherwise be 
offered a position were it not for the disputed information, the club will, where 
practicable, defer a decision about the appointment until the applicant has had a 
reasonable opportunity to challenge the disclosure information. 

Employment 
Offer 

It may be possible to negotiate a provisional start date with the preferred applicant, 
however, the checks detailed above must all be completed before a person’s 
appointment is confirmed.  Once all pre-employment checks have been satisfactorily 
completed and received, an offer of employment will be made. 

Record 
Protection/Dat
a Protection 

Holbeach Children’s Club defers to the Data Protection Act 2018, the General Data 
Protection Regulation (GDPR) and the employment practices code. 

If an applicant is appointed, the club will retain any relevant information provided on 
his/her application form, together with any attachments and evidence of the pre-
employment checks completed on his/her personnel file.  

A list of data that MUST be stored on the HR file of the successful applicant is attached in 
Appendix C. 

If the application is unsuccessful, all documentation relating to the application will 
normally be confidentially destroyed after six months. 

Holbeach Children’s Club will store all confidential personnel files in locked, non-
portable storage containers, access to which will be restricted to members of the club’s 
senior management team;  

● Personnel files will be kept for six years after the person has left. 

● HCC will also ensure that any personnel information is destroyed by suitably 
secure means such as shredding. 
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Appendix A: RECRUITMENT PROCEDURE CHECKLIST 
 

Recruitment 
Event Action Personnel Form Completed 

The need for 
recruitment is identified 
 
  
 

Complete HR request Manager HCC HR 
Request Form 

 

The details of the 
vacancy are detailed 
 

Identify the following, 
subject to the Board of 
Trustees:  

● Hours 
● Grade 
● Role 
● Budget 

Manager HCC HR 
Request Form 

 

Seek Board of Trustees 
approval for 
appointment/variation  

Complete, submit and 
receive response 

Manager/HR Lead HCC HR 
Request Form 

 

Advertise Role To include: 
● Start/end date 
● Interview date 
● Job Description 
● Person Specification 
● Working days and 

hours 
Post advert as stipulated on 
the HR request. 
 
Raise PO for advertisement. 
 
Collate responses 

HR Lead HCC 
Application 
Form 
 
 

 

Shortlisting Forward redacted 
applications (without 
Recruitment Monitoring 
data) to Hiring Panel  
 
Confirm: 

● Interview duration 
● Shortlisted 

candidates  

HR Lead 
 
 
 
 
Hiring Panel 
 

Scored 
Shortlist Matrix 

 

Invite Candidate for 
Interview 

Request them to bring: 
● Qualifications 
● Passport/ID (also 

serves as Proof of 
right to work in UK) 

HR Lead   

Employment Check One  Check if work permit is 
required 
 

HR Lead  
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Self-Declaration Form and 
Rehabilitation of Offenders 
 
 

References Request two references (at 
least one prior to interview) 

HR Lead HCC Reference 
Request Form 
 
 

 

Pre Interview Confirm interview timetable 
 
Provide interview packs to 
include: 

● Application Form 
(non-redacted) + 
supporting 
statement  (where 
applicable) 

● Completed 
References (where 
available) 

● Confirm at least 1 
interviewer is 
trained in 
Safeguarding 
Recruitment 

Hiring Panel 
 
HR Lead 

  

Interview 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Post Interview 

To include: 
● Check identity and 

take copy of 
Passport/ID 

● Check employment 
dates 

● Query gaps 
● Confirm identity and 

check qualifications  
● Take interview notes 
● Score outcomes 
● Ensure that 

safeguarding 
questions are 
answered  

● Communicate with 
HR Lead BEFORE 
making appointment 
offer 

● Inform all 
candidates of 
interview outcome 

● Ensure successful 
candidate is made 
offer ONLY ‘subject 

 
HR Lead 
 
 
 
 
 
 
 
Hiring Panel 

Scored 
Interview 
Matrix 
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to satisfactory 
references and 
employment checks’  

Confirm Appointment Write to successful 
candidate to include: 

● Offer letter 
including: 

● Start date 
● Hours/week 
● Weeks/year 
● Start/end times of 

working day 
● JD  
● Childcare 

Disqualification 
Form 

● New Employee 
Details Form 

● Term dates 
 

Include link to: 
● HCC Staff Code of 

Conduct 
● HCC Safeguarding 

and Child Protection 
Policy 

● What to do if you’re 
worried a child is 
being abused 

● HCC Health and 
Safety Policy 

 
 
Agree a time and date for 
candidate to provide 
supporting documents for 
DBS application 
 
Obtain appointment 
approval from Chair of 
Trustees  

HR Lead 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Record Keeping Create Staff file including: 
1. Appointment Form 

HR Lead/Manager 
 

Staff HR 
Checklist 
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2. Signed Application 
Form 

3. Pension Form  
4. New Employees 

Detail Form 
5. All interview notes  
6. References 
7. Qualifications 
8. Childcare 

Disqualification 
Form 

9. Self-Declaration 
Form  

10. Rehabilitation of 
Offenders Form 

11. Signed JD/PS 
12. Signed Offer Letter 
13. Signed Policy 

Acknowledgement 
Form 
 

 

Employment Check Two Perform Checklist Checks to 
include: 

o Enhanced DBS Check 
(with children 
barred list check) 

o Health 
Questionnaire 

o Two references  
 

HR Lead 
 
 
 
 
 
 
 
 

Staff HR 
Checklist 
 
 

 

SCR Once all pre-employment 
checks have been completed 
inform Manager to update 
SCR  

HR Lead/Manager 
 
 

SCR  

Onboarding 
Arrangements  

Communicate with Manager 
confirming: 

● Start date 
● Appraisal 

arrangements  
● Any adjustments 

 
Begin induction process 

HR Lead/Manager HCC Induction 
and Appraisal 
Policy 

 

 
 
 
 
 
 
 
Appendix B: HCC Reference Request 
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  REFERENCE REQUEST FORM 

1. APPLICANT’S NAME AND POSITION APPLIED FOR 
Request for reference in respect 
of:  

Post applied for:  

 
2. APPLICANT DETAILS & POSITION WITH YOUR ORGANISATION 
a) In what capacity did you employ the applicant? 
b) Dates of the applicant’s employment with you:  From To 
                                                                                                                                  (MONTH/YEAR)   

c) How long have you known the applicant?  

d) In what capacity do you know the applicant?  

e) Main duties and responsibilities of applicant’s role with your organisation: 

 

f) How would you assess the applicant’s performance in their work 
with your organisation? 

 
Comments: 

□Outstanding    □Good    □Satisfactory 
□Requires improvement   □Very poor 

 

g) Please provide details of any areas needing improvement and any action taken or support provided: 

 

h) Why did/does the applicant leave/wish to leave your organisation? 

 

 
3. ABSENCE  
Has the applicant’s sickness absence given cause for concern in the last 12 months? 
 
 
 

 
4. SALARY & SERVICE 
Most recent salary scale   Additional payments type  
Most recent scale point   Additional payments value  
Most recent gross annual 
salary 

  Length of continuous service   

 
 

5. SUITABILITY FOR THE POST APPLIED FOR [PLEASE REFER TO ATTACHED JOB DESCRIPTION IF SUPPLIED] 
Do you believe the applicant has the ability and is suitable to undertake the position 
applied for? 

□Yes □No 

Would you re-employ the applicant? (If No, please give reason briefly) □Yes □No 
  

6. SAFEGUARDING, TRUST, CAPABILITY & DISCIPLINE [YOU HAVE A LEGAL DUTY TO ENSURE THAT ALL INFORMATION YOU PROVIDE IS COMPLETE 
& ACCURATE] 
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a) Has the applicant ever been the subject of any child protection, safeguarding or welfare 
allegations, concerns or investigations? If Yes please give full details including outcomes, 
even if concerns were fully resolved. 

□Yes □No 

  

b) Do you know of, or have reasonable grounds to suspect, any reason why the applicant may 
not be suitable to work with children? If Yes, please provide details. 

□Yes □No 

  

c) Did the applicant hold any position of special trust or responsibility? If Yes, please give 
details. 

□Yes □No 

  

d) Has the applicant ever been the subject of any disciplinary or capability actions (including 
any which are “expired”) or are they subject to any investigation or disciplinary process 
that is still current?  If Yes please give details.  

□Yes □No 

  

 

7. PERSONAL EVALUATION OUTSTANDING GOOD ADEQUATE INADEQUATE 
VERY 
POOR 

Plans, structures and prioritises own work      
Learns from situations and past experience      
Able to work on own initiative      
Attention to detail      
Works hard to achieve objectives and goals      
Resilience under pressure      
Interaction and relationships with children      
Interaction and working relationships with other 
adults   

 
  

Ability to work as a member of a team      
Actively seeks solutions to problems independently       
Refers problems upwards when appropriate      
Seeks ideas for improvement      
Focuses on benefits to both self and others      
Professional and personal values, integrity & honesty      
Punctuality       
Enthusiasm      

 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. MANAGER ROLE ONLY  
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e) How experienced is the candidate in planning and organisation? 

 
 

  

f) How committed is the candidate to the care, guidance and support of children 
and working with external agencies? 

 

 

 
 
 
 

 

g) How competent is the candidate in record keeping and reporting? 

 

 

  

h) What is the candidate’s leadership style? 

 
 

  

 
9. ADDITIONAL COMMENTS 

 
 
 
 
 
 
 
 

10. DETAILS OF THE PERSON COMPLETING THE FORM 

Name: ___________________________________________________  Position: 
____________________________ 

Organisation: ______________________________________________  Tel No: 
_____________________________ 

Signed: ___________________________________________________  Email: 
______________________________ 

Date: ___________________________  

 

Please use clearly marked continuation sheets if necessary. Thank you very much for your prompt 
help and cooperation. 
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Appendix C: Checklist of Items that MUST be stored on Staff HR files 
 

Check Notes 

Application form  
Interview notes (with safeguarding questions) 
 

 

Trust offer letter  
At least two references  
 

Document/checklist should be dated as seen by 
senior staff member with their names 

Copy of original, relevant, qualification/s  Copy to be kept on file, initialed and dated and/or 
added to checklist 

Signed contract on file  
Occupational Health Check  
Current Enhanced DBS check information Copy of confirmation email to be kept on file. Note 

made on checklist of date original seen and by 
whom. 
No copies of certificates to be kept on file 

Proof of ID Copy to be kept on file, initialed and dated and/or 
added to checklist 

Rehabilitation of Offenders form 
 (+ Self-Declaration form) 

 

Copy of documents relating to RTLW 
i.e. passport/ID card/birth certificate 

Copies to be kept on file, initialed and dated and 
added to checklist 

Signed Code of Conduct form Copy to be kept on file.  
 


