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Safer Recruitment Policy

Path Hill Outdoors is committed to safeguarding and promoting the welfare of the young people who attend Path Hill and expects all employees and volunteers to share this commitment. Safeguarding of young people is central to every stage of the recruitment and selection process. 
Employing the wrong person could be very costly for a small company like Path Hill Outdoors. As such, a great deal of importance is placed on our recruitment process.
Path Hill Outdoors is committed to ensuring that the recruitment and selection of all employees will be fair, open and transparent and will comply with all relevant legislation. A robust and clear recruitment process will give all applicants a fair opportunity to be considered for the post, irrespective of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion and beliefs, sex or sexual orientation. These are known as ‘protected characteristics’. Applicants will not be excluded from being considered for a position based specifically on their need, background, culture, religion, gender or economic circumstances. (as pertaining to the Equality Act 2010).
Personal information received is dealt with in the strictest confidence. 
Positions will be offered based on:
· skills 
· knowledge 
· experience 
· suitability 
· safeguarding requirements

Safer Recruitment Process Flowchart 
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Pre-advert
Before Path Hill Outdoors decides to recruit, a recruitment panel will be convened – this will be the management team. 
· Path Hill will ensure that at least one member of every recruitment panel has completed appropriate safer recruitment training, reflecting current statutory wording.
· The recruitment panel will draw up a job description and job specification to identify exact requirements.
· Once this has been established, the recruitment panel will look at the possibility of re-training existing staff or looking at suitability for a student.  
· If the job cannot be filled internally, it will be advertised either by word of mouth, on our website or we will advertise in jobcentres, local newspaper or nationally if applicable. 

Advertising
The application form will be accompanied by a document showing the job description and the person specification. We will also specify that 
· We are an equal opportunities employer
· Where the role constitutes regulated activity with children, Path Hill Outdoors will obtain an Enhanced DBS check with Children's Barred List information, where legally permitted and appropriate to the role. The level of DBS check will be determined by the duties and eligibility requirements of the role. 
· We require two professional references 
· We will check on the successful applicants right to work in the UK 

An application form must be filled out, we do not accept C.V.’s alone. 

Shortlisting
When the deadline for applications is reached, the recruitment panel will process the application forms and make a shortlist. 

· Contact will be made to the unsuccessful applicants. 
· Short -listed applicants will be called for an interview. The interview panel will be made up of those involved in the recruitment panel. 
· References will be obtained for all those shortlisted before interview. In exceptional circumstances, where a reference cannot be obtained before interview, the reasons will be recorded and the reference will be obtained and satisfactorily checked before the individual commences employment.
· Checks will be made in anomalies in the applications and gaps in employment noted. 
· A rating system will be designed to rank candidates during the interviews
· Questions for the candidates will be decided 




Interviewing 
The interview panel will be made up of the recruitment panel. If appropriate the candidates called for interview may be asked to carry out an activity with students and/or members of staff observing/participating in the activities. In the interview the candidate will:
· Bring documentary evidence that they can work in the UK (passport, visas) 
· Be asked specific questions about safeguarding and be given a safeguarding scenario to discuss 
· Be asked about gaps in employment 

Post Interview 
The decision to appoint a candidate to post will be made once 
· The interview panel have agreed on the candidate making use of the rating system 
· The appointed candidate has demonstrated a good understanding of safeguarding issues 
· The appointed candidate has shown evidence of their right to work in the UK 
· The appointed candidate has signed a ‘self-declaration’ form requesting information on any past criminal record, barring from working with children, and relevant overseas information. 
· Where relevant observations from student and staff are considered in making the final decision.  

Notification 
Once the successful applicant has been identified 
· The successful applicant will be notified by phone and a conditional offer of employment made 
Conditional offer checks
Before an appointment is confirmed, Path Hill Outdoors will undertake and record the following checks, where applicable to the role:
· identity 
· right to work 
· qualifications 
· professional registration (where relevant) 
· prohibition orders 
· Section 128 
· childcare disqualification (where applicable) 
· overseas criminal checks 
· medical fitness (where required) 
· references


Notification of an offer
· When references and checks have been verified the successful candidate will receive an appointment letter and a contract of employment 
· Unsuccessful candidates will be informed by phone and all their records destroyed 
· Path Hill Outdoors will conduct an online search of all shortlisted candidates as part of its due diligence during the recruitment process. The purpose of the search is to identify any publicly available information that may be relevant to the safeguarding and suitability of the candidate. Shortlisted candidates will be informed that an online search will be undertaken. Any relevant information identified will be considered fairly and, where appropriate, explored with the candidate.

Induction 
On their first day, the new employee will undergo an induction programme to familiarise themselves with company policies which will include health and safety, equal opportunities and safeguarding young people. There will then follow several shadow days where the new employee will work alongside existing staff and their student. 

Safeguarding and suitability will remain an ongoing responsibility throughout employment. Staff are expected to disclose any relevant change in circumstances that may affect their suitability to work with children. Path Hill Outdoors will respond appropriately to safeguarding concerns, allegations, convictions, restrictions or other information that may affect an individual's suitability

Employing Students 
Students can be tremendously valuable as staff members as they can have a fuller understanding of what it’s like to be on the other side.  In order for the student to maximise the potential of their employment at Path Hill Outdoors the following should be considered. 
· Suitability for an apprenticeship scheme 
· Possibility of work experience – i.e. holiday activities 
· Short-term mentoring schemes 
· Supporting community initiatives on the Hardwick Estate and further 

Where staff, contractors, volunteers or other individuals are supplied by an agency or third party, Path Hill Outdoors will obtain written confirmation that the appropriate recruitment and safeguarding checks have been completed. Path Hill will satisfy itself that the individual is suitable to work with children and will clarify responsibility for any required DBS and other pre-employment checks.

References 
· Obtaining references for everyone seeking work at Path Hill Outdoors, including on a voluntary basis, is an essential part of a robust Safer Recruitment process. 
· References should be obtained before the interview for all shortlisted candidates including internal ones. 
· References should be obtained directly from the referee using an institutional email where possible
· References should be verified if there is any doubt about authenticity
· A request by an applicant to delay seeking references until it is known whether he or she is to be offered the post should only be agreed in exceptional circumstances. 
· If an applicant has worked with children previously, whether on a paid or voluntary basis, at least one reference should be obtained from the person or organisation that employed the applicant to work with children, even if that is not the applicant’s current or most recent employer. This may mean requesting an extra reference where the person is not currently employed with children. 
· If a verbal reference is obtained it should be followed up in writing. 
· Open references or testimonials should not be accepted as you cannot be certain that they come from the specified referee. 
· References should be carefully scrutinised to check the referee has answered all the questions and followed up if there are any vague or ambiguous statements. What a reference doesn't say can be as important as what it does say. 
· Any discrepancies between the information supplied by the candidate about him/herself and his/her experience and background and the contents of the reference should be followed up with the referee. 
Path Hill Outdoors will not normally allow a person to commence regulated activity with children until the required pre-employment checks have been completed. Where an individual is permitted to start work before a DBS certificate is received, this will only occur where legally permitted, following an appropriate risk assessment and with suitable safeguards and supervision in place.

Decisions about whether or not to employ someone whose vetting checks or references have raised concerns should be made on a case-by-case basis. A risk assessment will be undertaken to work out if the applicant is suitable to work with young people. 

Path Hill Outdoors maintains a Single Central Record (SCR) where required.

Principles of a risk assessment 
· Treat past convictions with sensitivity
· Gather as much relevant information as possible
· Ensure the risk assessment discussion has a third-party presence
· Plan the questions and focus the discussion
· The decision is whether the applicant is suitable to work with children – NOT whether convictions were right or wrong. 

Supporting Documents 

Path Hill Policies 
· Safeguarding Children and Young People Policy and Procedures 
· DBS Procedures 
· Induction Handbook
· Data Protection and Confidentiality Policy 
· Complaints Policy
· Whistle Blowing Policy 
· Transporting Students – Guidelines
· Anti-Bullying Policy
· Online Safety Policy
· Use of Physical Restraint Policy 
· Behaviour Policy 

The Government Website provides a wide range of guidance which is easily accessed from the search box. The following are particularly useful for Path Hill Outdoors;  
· Keeping Children Safe in Education 2026
· Working together to safeguard children 2026
· The Children Act 2004 
· The Education Act 2011 
· Education and Training (Welfare of Children) Act 2021 
· Criminal Exploitation of Children and Vulnerable Adults 
· Preventing youth violence and gang involvement 

Reviewed by 
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