The Green Hub Project for Teens

Safer Recruitment Policy and
Procedures

Policy Statement

Green Hub is committed to safeguarding and promoting the welfare of the children, teens, adult
volunteers & staff (hereafter referred to as teens, volunteers and staff, and we expect all our
teens, staff and volunteers to share this commitment.

The safety and wellbeing of the young people we support is our highest priority and it is essential
we have a robust process for the assessment and selection of candidates for positions that
involve working or having regular contact with children.

This policy will detail the practices and procedures Green Hub will follow to ensure that the staff
and volunteers we recruit are suitable to work with children and young people, and to deter,
reject or identify potential staff / volunteers who might abuse children or who are otherwise
unsuitable to working with them. In addition, the practices in this policy will protect our adult
volunteers and staff by ensuring the suitability of the people we recruit.

Scope

This policy is written in the context of, and in relation to our Safeguarding Policy, Safeguarding
Procedures, Equality and Diversity Policy and Health and Safety Policies.

This policy applies to all prospective and current adult volunteers or staff members who are, or
may be, in regular contact with young people under the age of 18.

Legislation

There is no single "safer recruitment legislation," but rather a framework of laws, particularly the
Safeguarding Vulnerable Groups Act 2006, combined with statutory guidance like the Keeping
Children Safe in Education (KCSIE) statutory guidance for schools. This framework requires
organisations to implement practices to ensure staff and volunteers are suitable to work with
children and vulnerable adults, including robust vetting procedures, Disclosure and Barring

Service (DBS) checks, thorough interviews, and ongoing training to safeguard vulnerable

individuals.
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The Health Check highlighted the importance of understanding the Rehabilitation of Offender
Act 1974 when considering applicants with criminal convictions and the need for clear, legally
sound questions and rejection wording in applications if a decision is necessary to reject for
reasons of safety, security and/or suitability for the role.

Aims and objectives of this Policy

As a charity which employs individuals to work with children, we have a duty to safeguard and
promote their welfare.

The aims and objectives of this policy are to:

e safeguard and protect all children and young people by implementing robust safer
recruitment practices

e enable us to identify and reject applicants who are unsuitable to work with children and
young people

e respond to concerns about the suitability of applicants during the recruitment process

e respond to concerns about the suitability of employees and volunteers once they have
begun their role

e ensure all new staff and volunteers participate in an induction which includes child
protection training and to ensure they understand what is expected of them

e ensure that staff and volunteers are kept safe as well as the children they are working
with.

Procedures

Advertisement:

e All advertisements will include a statement of commitment to safeguarding in addition
to a commitment to equality and diversity and state if a DBS check is required and at
what level.

e All candidates are required to complete an application form to obtain a common set of
information from all applicants.

e Volunteer and staff vacancies are listed on our website. Most volunteer recruitment is
ongoing.

e All applicants will need to complete a declaration regarding convictions and working
with children and will make it clear that the post is exempt from the provisions of the
Rehabilitation of Offenders Act 1974. It is unlawful for the Charity to employ anyone
who is barred from working with children or adults at risk. It is a criminal offence for any
person who is barred from working with children or adults at risk to apply for a position
at the Charity. All applicants will be made aware that providing false information is an

AdhdAm  AkddAm o Akd



3|Page 'Q@?’
& B
’ A,

offence and could result in the application being rejected or summary dismissal if the
applicant has been selected, and referral to the police and/or the DBS.

e Where a position requires a criminal record check we will make this clear on the
application form, job advert and any other information provided about the post.

e At interview, we will ensure that open and measured discussions can take place about
offences.

e Failure to reveal information at interview, that is directly relevant to the position sought,
could lead to the withdrawal of an offer of employment.

e Atinterview, or when receiving a criminal record check which indicates a conviction, we
will take into consideration the following: -

o Whether the conviction is relevant to the position being offered

o The seriousness of the offence revealed

o The length of time since the offence took place

o Whether the applicant has a pattern of offending behaviour

o Whether the applicant’s circumstances have changed since offending took place

Job Descriptions / Volunteer Roles:

For prospective employees:

e Ajob description is a key document in the recruitment process and must be finalised
prior to taking any other steps in the recruitment process. It will clearly and accurately
set out the duties and responsibilities of the job.

e The candidate profile and core competencies is of equal importance and informs the
selection decision. It details the skills, experience, abilities and expertise that are
required to do the job.

e |[f applicable the person specification will include a specific reference to suitability to
work with children.

For prospective volunteers:

e Asvolunteer recruitment is ongoing role descriptions are available on our website. The
descriptions outline each role with some information regarding any skills that are
required or desirable.

e [f applicable, the role description will include a specific reference to suitability to work
with children.

e A ‘what happens next’ section details the process once a person applies to volunteer
and includes the need for an interview, references and DBS certification as well our
required training programme.
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Application:

For prospective employees:

e CVsand covering letters are required for employees.

e Details of at least two referees must be included on the application form —one
professional and one personal.

For prospective volunteers:
e Complete an online application form.

e Details of at least two referees must be included on the application form —one
professional and one personal (or two personal).

Interview:

For prospective employees:

e |[f relevant the candidate’s suitability to work with children and vulnerable adults is
explored at interview.

e The interview assesses each candidate against the selection criteria derived from the job
description and candidate profile and core competencies.

e Interviews are always conducted on a face-to-face basis, even if there is only one
candidate and the interview panel normally comprises three individuals.

e Interviewers are appropriately experienced and/or trained in safer recruitment.

e Before the interviews, the panel meets to reach agreement about the required standard
and scoring threshold for the job to which they are appointing.

e The panel agrees a set of questions they will ask all candidates relating to the
requirements of the post and any additional issues they will explore with each candidate
based on the information provided in the applications and references, including any
gaps in employment history.

e [f the applicant has declared any past criminal convictions, the panel considers whether
those are relevant and whether they raise issues that need to be explored with the
candidate at interview.

e A standard scoring mechanism is used to assess suitability against each of the criteria.
This will be clearly explained to the candidate.

e Competence or value-based questions are asked of the candidate at interview, to
explore their experience of responding to or dealing with a situation involving the
safeguarding of a children or vulnerable adult.

e |n addition to assessing and evaluating the applicant’s suitability for the role, the
interview panel explores the applicant’s motivation, values, attitudes and boundaries in
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relation their work with vulnerable children/families and their ability to support the
organisation’s commitment to safeguarding and promoting the welfare of children and
vulnerable adults

e The notes and scores relating to each candidate is retained for a period of six months, in
case of a subsequent query about the process.

For prospective volunteers:
e Volunteer interviews are conducted using our Volunteer Interview Feedback form.

e If relevant the candidate’s suitability to work with children and vulnerable adults is
explored at interview.

e Interviews are always conducted on a face-to-face basis
e Interviewers are appropriately experienced and/or trained in safer recruitment.

e Competence or value-based questions are asked of the candidate at interview, to
explore their experience of responding to or dealing with a situation involving the
safeguarding of a children or vulnerable adult.

e In addition to assessing and evaluating the persons suitability for the role, the interview
should explore the applicant’s motivation, values, attitudes and boundaries in relation
their work with vulnerable children/families and their ability to support the
organisation’s commitment to safeguarding and promoting the welfare of children and
vulnerable adults

Conditional Offer of Appointment/ Pre employment checks

e All offers of employment or volunteer roles made are conditional upon the satisfactory
completion of pre-employment checks and in particular:
o The receipt of at least two references
o The verification of the candidate’s identity

o Appropriate DBS check (Green Hub does not endorse the use of portability
checks when using the Disclosure and Barring Service (DBS) update service which
is an online service i.e. the re- use of DBS checks obtained for a position in one
organisation and later used for another position with another organisation).

o All checks are confirmed in writing, documented and retained on the personnel
file and followed up where they are unsatisfactory

o The eligibility of every potential employee to work in the UK is checked and a
photocopy of relevant ID (usually their original passport) is taken
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o Criminal records clearance is obtained before any candidate is appointed to a

position where s/he works in a regulated activity with children or vulnerable
adults

A central confidential record is kept of who obtained the disclosure, the date it
was obtained, the level of disclosure and its unique number

Any employee or volunteer requiring DBS clearance is rechecked at three yearly
intervals

References

e In all cases, a minimum of two references are sought, directly from the referee; ideally

one professional and one personal but if a professional reference isn’t available two

personal references will be accepted.

e References are taken up after interview, but no offer of employment is made

unconditional until at least 2 references satisfactory to Green Hub have been received. If

any reference discloses an issue of concern or discrepancy in the information which the

candidate has provided, these issues are explored and resolved to the satisfaction of

Green Hub before confirmation of the appointment is made

e For any employees or volunteers working directly with children the reference

specifically asks referees whether the referee has any concerns about the candidate

working with children.

Training

All new employees and volunteers but complete the following training:

BEFORE they work with our teens:

o

o

o

o

Safeguarding for Children Certificate — the required pass mark is 90%

Green Hub’s Safeguarding Policy and Procedures. — the required pass mark is 90%
Green Hub — Mental Health Awareness — Parts 1 & 2

Green Hub — Garden Induction & Safety — Parts 1 & 2

Undertake the following training within 6 months of joining Green Hub,:

o

o

Neurodiversity Awareness

Gender ldentity & Expression

Complete Basic First Aid training at the earliest opportunity after their appointment

(usually within 3-6 months)

Renew DBS, Safeguarding and First Aid certificates after 36 months

Sign our Volunteer Commitment, a code of conduct which confirms they agree to be

true to the Green Hub vision and values and that they have read and are familiar with

our key policies:
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o Safeguarding
o Health & Safety
o Equal Opportunity & Diversity

Induction

e Induction / training includes an introduction to and explanation of Green Hub’s
safeguarding policy and procedures; with particular emphasis on recognising symptoms
of abuse and understanding procedures for reporting concerns. A record of all training
attended is maintained.

e The Safeguarding Code of Conduct and Volunteer Agreement are sent to be signed
before the employee or volunteer commences their role.
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Adoption of this policy

This Policy was adopted by the Green Hub Trustees and Management Board.

@;—2 % Tone Tellefsen Hughes

| WA

Date of adoption:
30 June 2025

Vanessa Lanham-Day
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