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Trinity Safe Space 
 

Policy and Procedure for Safer Recruitment 

1. Policy statement  
 
1.1 As part of its commitment to ensuring that children, young people and adults are kept safe from 

harm, Trinity Safe Space will apply robust selection and appointment processes to anybody who 
is applying to work or volunteer within the organisation in a role which gives them direct access 
to children or adults.  
 

1.2 Reliance on a practice of untested trust is insufficient and we aim to adhere to the highest 
standards of practice and public accountability, while continuing to foster a spirit of trust and 
openness that reflects the values of the organisation. 

 
2. Recruitment, selection and appointment procedure for employees and volunteers  
 
2.1 Pre-recruitment preparation  
 
2.1.1 The case for the new appointment, the position of the appointment within existing structures    
          and where appropriate, provision of supervision and management of the role should be  
          clarified.  
 
2.1.2 The Designated Safeguarding Coordinator should be consulted about recruitment to the post  
          to determine whether an Enhanced DBS Disclosure/Barred list check will be required, and to  
          ensure that other safeguarding considerations are taken into account at an early stage.  
 
2.1.3 Job/role description and person specification  
         A job or role description and person specification for the role must be developed and formal 
         and detailed job descriptions drawn up for paid appointments 
 
2.1.4 The job or role description should include:  



• A detailed description of the work/tasks that reflects the specific nature of the role and the 
specific aspect of the role that justifies the requirement for a DBS Disclosure (where 
appropriate) 

• A list of responsibilities, including the responsibility to become familiar with the 
Safeguarding Policies and Procedures 

• The duty to promote safe practice, minimise all risks of abuse and take action to report 
concerns and/or allegations.  

 
2.1.5 Application or ‘personal details form’  

An application or personal details form must be completed by all those seeking to work or 
volunteer with children and adults at risk. The standard form for volunteers and sample Job 
descriptions should be reviewed annually or at an agreed interval to ensure that they continue 
to reflect the work being undertaken However, to ensure that application forms are compliant 
with employment law and other relevant legislation, advice should be sought from HR 
specialists. 

 
 2.1.6 The application or personal details form should also:  

• State whether or not the role will require a DBS Disclosure and if so, when sending out the 
application form, include the Policy Statement on the Recruitment of Ex-Offenders  

• Request the names and contact details of a minimum of two referees (including the current 
employer for paid positions) and ask whether references can be taken up before interview. 
Permission must be sought from referees in advance of providing their contact information 
for the purpose of providing a reference 

• State that identity will be verified and whether this is to be done at interview, following an 
offer of appointment or, for eligible roles, as part of the DBS application process 

• State that where required for certain positions, there will be a requirement to disclose and 
discuss relevant convictions at interview or another agreed time after interview. The 
applicant should not be required to disclose relevant convictions in advance of being offered 
an interview or formal discussion to assess their suitability for the role 

• State that the National Database will be checked in respect of all applicants before any offer 
of appointment is confirmed.  

 
2.2 Advertising or making the vacancy or position known  
 
2.2.1 Advertise the post or make the position known, noting where required for certain roles, the  
          requirement for a DBS check  
 
2.2.2 If someone comes forward independently and offers unsolicited services, the requirement for  
         the following safeguarding checks must be made known as soon as possible  

• Verification of Identity 

• Safeguarding Self Declaration (SSD) where the role is eligible – see also Policy Statement on 
Recruitment of Ex-Offenders  

• DBS Disclosure, where the role is eligible 

• Uptake of satisfactory references 

• Eligibility to Work in UK 
(https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/286642/ 
summary-guidance.pdf)  

• Required health checks.  
 
 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/286642/


2.3 Shortlist and interview or formal discussion regarding role and suitability  
 
2.3.1 Select suitable applicants for interview or discussion and for those short-listed, send a  
          safeguarding self-declaration form for completion and advise that the completed form should  
          be brought to interview.  
 
2.3.2 For paid posts, a formal interview must be conducted and for unpaid posts, the prospective  
          volunteer must participate in a formal discussion.  
 
2.3.3 Both formal interviews and formal discussions should be used to assess the candidate's  
          suitability including experience and skills for the role as well as motivation and attitude.  
 
2.3.4 The interview or formal discussion should also be used to inform the applicant about the  
          requirements of the role, expectations, time-commitment, training and support provisions.  
 
2.3.5 For paid positions, the completed Safeguarding Self-Disclosure (SSD) form should be discussed  
          at the end of the formal interview process or at another agreed time after the interview. This  
        process ensures that the applicant has the opportunity to provide context and explanation in  
        respect of any relevant convictions.  
 
2.3.6 The discussion about relevant convictions is to be fully documented on the Safeguarding Self- 
          disclosure form (SSD) which is used by the applicant to disclose relevant offences.  
 
2.3.7 For volunteers, relevant convictions do not need to be disclosed in advance or during the  
          formal discussion about the role. The completed Safeguarding Self-Disclosure (SSD) is to be  
          given to the safeguarding officer for processing with the DBS application. Relevant convictions  
          will be discussed with the volunteer applicant before a decision about appointment is made.  
 
2.3.8 If identity verification is to take place at interview, applicants should be asked to bring original  
         documentary evidence of identity to the interview in addition to completing the Identity  
         Verification Form. Alternatively, arrangements can be made to verify identity after an offer of  
         appointment is made.  
 
2.4 Employment checks  
 
2.4.1 Uptake of satisfactory references  
 
2.4.2 For all posts, references from relatives or the staff of Trinity Safe Space are not allowed. All  
          references should be sought directly from the referee; generic references or those addressed  
          "To whom it may concern" are not acceptable. Those appointing are responsible for satisfying  
           themselves that references are authentic and should follow up with the referee by telephone  
           or face to face discussion where:  

• There are negative or ambiguous statements  

• There are gaps in information in the reference and further information is required 

• There is inconsistent information in the reference that you consider requires clarification 

• There are doubts about the authenticity of the reference.  
 
2.4.3 In the event that any safeguarding concerns arise on receipt of a reference, advice can be  
          sought from HR experts. 
 
2.4.4 DBS Disclosure For eligible roles, the DBS Disclosure process is only undertaken once a  



          provisional job/role offer has been made.  
 
2.4.5 When an existing office holder, employee or volunteer transfers into a position eligible for a 
          DBS Disclosure, or a position that requires a different level of check, they will then be asked to 
          undertake the Disclosure application process.  
 
2.4.6 If the individual indicates they have an existing DBS Disclosure Certificate and have subscribed  
          to the Online Update Service, any check made must be in accordance with the requirements of  
          the DBS 
 
 2.4.7 The National Database will be checked before any new application is made to the DBS to 
           determine whether an existing suitable check has already been made and whether relevant  
           risk information is available.  
 
2.4.8 If the individual needs a new DBS Disclosure advice will be sought on eligibility and the level of  
          check required. The Safeguarding Coordinator will initiate the application process, dependent  
          upon role of appointee. The application process will include ID verification and self-disclosure  
           of relevant offences.  
 
2.4.9 Identity verification - employees and volunteers are all required to evidence their identity as  
          part of the DBS Disclosure process.  
 
2.4.10 For roles that are not eligible for DBS Disclosure, the appointing person should verify the  
           identity of the applicant in line with the documents accepted by the DBS (see DBS Information  
           Sheet – Identity Verification).  
 
2.4.11 Safeguarding Self Declaration (SSD) Anyone who is seeking to work with children or adults  
            whether in a paid or unpaid capacity must be provided with the opportunity to self-disclose  
            relevant conviction information. This is a DBS Code of Practice requirement and applies to  
            anyone being asked to have an Enhanced Disclosure.  
 
 
2.4.12 For staff and volunteers and as part of the DBS application process, the completed  
            Safeguarding Self Declaration (SSD) should be handed to the Safeguarding Coordinator 


