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Policy statement

As part of its commitment to ensuring that children, young people and adults are kept safe
from harm, the CatholicChurchin England and Wales will apply robust selection and
appointment processestoanybody whois applyingtowork or minister within the Churchin
arole which givesthem directaccess to children oradults.

Reliance on a practice of untested trustisinsufficientand we aim to adhere to the highest
standards of practice and publicaccountability, while continuing to fostera spirit of trust
and openness that reflects the values of the Church.

Recruitment, selection and appointment procedure for clergy, religious, employees and
volunteers

Pre-recruitment preparation

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.

The Safeguarding Coordinator should be consulted about recruitment to the
postto determine whetheran Enhanced DBS Disclosure/Barred list check will
be required, and to ensure that other safeguarding considerations are taken
intoaccount at an early stage.

Job/role description and person specification

A jobor role description® and person specification forthe role must be developed and
formal and detailed job descriptions drawn up for paid appointments by the employing
body.

The job or role description should include:

o Adetaileddescription of the work that reflects the specificnature of the role and
the specificaspect of the role that justifies the requirement fora DBS Disclosure
(where appropriate);

o Alistofresponsibilities, including the responsibility to become familiar with the
National Safeguarding Policies and Procedures;

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

Application or ‘personal details form’
An application or personal details form must be completed by all those seeking to work with
children and adults at risk. The standard mandatory form for volunteers and sample

1 Job descriptions should bereviewed annuallyoratanagreed interval to ensure that they continue to reflect
the work being undertaken
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application forms and referencerequests are contained within the Forms Library 2. However,
to ensure that application forms are compliant with employment law and otherrelevant
legislation, adviceshould be sought from diocesan or congregational HR departments.

2.1.6 Theapplication or personal detailsform should also:

State whetheror not the role will require a DBS Disclosure and if so,

when sendingoutthe application form, include the Policy Statement

on Recruitment of Ex-Offenders whichislocated inthe national

safeguarding procedures manual orsignpost the applicant toit;

Requestthe names and contact details of aminimum of two referees (including the
currentemployerfor paid positions) and ask whether references can be take n up
before interview. Permission mustbe sought from refereesin advance of providing
theircontact information forthe purpose of providing areference;

State that identity willbe verified and whether thisis to be done at interview,
following an offerof appointmentor, foreligibleroles, as part of the DBS
application process;

State that where required for certain positions, therewill be arequirementto
disclose and discuss relevant convictions atinterview oranotheragreed time after
interview. The applicantshould not be required to disclose relevant convictionsin
advance of being offered aninterview orformal discussion to assess their suitability
fortherole;

State that the National Database will be checked inrespect of all applicants before
any offer of appointmentis 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
certainroles, the requirement fora DBS check

2.2.2 Ifsomeone comes forwardindependently and offers unsolicited services, the
requirement forthe following safeguarding checks must be made known as soon as
possible

Verification of Identity - see also DBS Information Sheet —Identity
Verification);

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/attachmen
t data/file/286642/summary-guidance.pdf

Required health checks.

2 The standard forms and form templates contained in this Chapter can only be amended to allow for Diocesan
or Religious Congregation logos. If you wish to consider amending the content or structure of any of the
documents, you must seek approval from CSAS (as the Registered Body) prior to use.
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Shortlist and interview or formal discussion regarding role and suitability

Selectsuitable applicants forinterview ordiscussion and forthose short-listed,
send a safeguarding self-declaration form for completion and advise that the
completed form should be broughttointerview.

For paid posts, a formal interviewmust be conducted and for unpaid posts, the prospective
volunteer must participatein aformal discussion.

Both formal interviews and formal discussions should be used to assess the candidate's
suitability including experience and skills forthe role as well as motivation and attitude.

The interview orformal discussion should also be used toinform the applicantabout the
requirements of the role, expectations, time-commitment, training and support provisions.

For paid positions, the completed Safeguarding Self-Disclosure (SSD) form should
be discussed atthe end of the formal interview process or at anotheragreed time
afterthe interview. This process ensuresthatthe applicant has the opportunity
to provide contextand explanationinrespect of any relevant convictions.

The discussion about relevant convictionsisto be fully documented on the
Safeguarding Self-disclosure form (SSD) whichis used by the applicant to
disclose relevant offences.

For volunteers, relevant convictions do notneed to be disclosed in advance orduring the
formal discussion aboutthe role. The completed Safeguarding Self-Disclosure (SSD)is to be
sentto the safeguarding officefor processing with the DBS application. Relevant convictions
will be discussed with the volunteer applicant beforea decision about appointmentis made.

Ifidentity verification is to take place at interview, applicants should be asked to bring
original documentary evidence of identity tothe interviewin addition to completing

the Catholic Church Identity Verification Form. Alternatively, arrangements can be made to
verify identity after an offer of appointmentis made.

Employment checks

Uptake of satisfactory references
Templates are availableinthe formslibrary.

For all posts, references fromrelatives or the current Parish Priest or Deacon are not
acceptable. All references should be sought directly from the referee; genericreferences or
those addressed "To whom it may concern" are not acceptable. Those appointingare
responsible for satisfying themselves that references are authentic by following up with the
referee by telephoneorface to face discussion. Negative orambiguous statementsin
references must be followed up by the appointere.g. Parish Priest, Diocesan/Congregational
HR or Care Home Manager, and recorded.
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2.4.3 Intheeventthatany safeguarding concernsarise onreceiptof a reference, advice can be
sought fromthe Safeguarding Coordinatorinthe diocesan safeguarding office, religious
commission or CSAS.
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2.4.4 DBS Disclosure
For eligible roles, the DBS Disclosure processis only undertaken once a provisional job/role
offerhas been made.

2.4.5 Whenan existing office holder, employeeorvolunteer transfersinto a position
eligible fora DBS Disclosure, ora positionthatrequires adifferent level of
check, they will then be asked to undertake the Disclosure application process.

2.4.6 Ifthe individual indicatesthey have an existing DBS Disclosure Certificateand have
subscribed to the Online Update Service, any check made must be in accordance with the
requirements of the DBS - see Information Sheet— Online update service.

2.4.7 The CSAS National Database will be checked before any new application is made to the DBS
to determine whetheran existing suitable check has already been made and whether
relevantriskinformationisavailable.

2.4.8 Ifthe individual needsanew DBS Disclosure the counter-signatory inthe diocesan
safeguarding office orthe safeguarding representative can advise on eligibility and the level
of checkrequired. The Safeguarding Coordinator or Safeguarding Representative will initiate
the application process, dependent uponrole of appointee. The application process will
include ID verification and self-disclosure of relevant offences. The details of the application
will be added to the National Database

2.4.9 Identity verification
Clergy, Religious, lay persons, employees and volunteers are all required to evidence their
identity as part of the DBS Disclosure process.

2.4.10 Forrolesthatare not eligible for DBS Disclosure, the appointing person should verify the
identity of the applicantin line with the documents accepted by the DBS (see DBS
Information Sheet—Identity Verification).

2.4.11 SafeguardingSelf Declaration (SSD)
Anyone whoisseekingtowork with children oradults whetherina paid or unpaid cap acity
must be provided with the opportunity to self-disclose relevant conviction information. This
isa DBS Code of Practice requirementand applies to anyone beingasked to have an
Enhanced Disclosure.

2.4.12 For Clergy, Religious and volunteers and as part of the DBS application process, the
completed Safeguarding Self Declaration (SSD) should be handed to the Safeguarding
Representative orrelevant personinasealed envelope for confidentiality purposes and sent
to the Safeguarding Officefor processing.
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The front page of the SSD clearly indicates how any information will be handled and how
longthe completed form will be retained for. Thisformalsoindicates that details of the DBS
Disclosure will be retained on the National DBS Database.

Please note thatin circumstances where the completed SSDis submitted to the
Safeguarding Office in advance of the completed DBS application, the Counter-signatory has
the discretion to determinethe maximum validity of the completed SSD subjecttoa
minimum period of 3months.

For paid positions, applicants will be required to bring the completed SSDif invited for
interview and as part of the process any relevant convictions will be discussed. Applicants
should also be informed that the National Database willbe checked in respect of all short-
listed applicants.

Rightto workin the UK

The appointing organisation/employer must satisfy itselfthat the paid or voluntary
appointeeislegally entitled to workinthe UK. Please referto the “Summary Guide for
Employers on Preventing lllegal Workingin the UK” available from the UK Visas and
Immigration website.

Required Health Checks
Refertoyour HR departmentforadvice as to whether relevant health checks are required.

Appointment

Appointments should not be confirmed until a satisfactory DBS Disclosure has been
received. Followingappointment, the use of Disclosures must not be viewed as the final
stepinthe processandshould not replace the need foron-goingvigilance, careful
supervision and sound management.

Employees and volunteers should sign adocumenttoindicate that they have received and
understood the job/role description and agree to adhere to the national safeguarding
policiesand procedures. This should be retained by the Safeguarding Representative or
employer. Asample document can be foundin Forms Library.
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https://www.gov.uk/government/publications/preventing-illegal-working-guidance-for-employers-october-2013
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