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To ensure that safer recruitment is effectively managed the College has put in place procedures to be 
followed by all staff and Governors. 
 
1.0 Filling the Vacancy 
 Before starting the recruitment process, all Managers should firstly identify whether the post 

is required and if so, whether existing staff have the capacity and capability to fill the role. 
 All vacancies require approval prior to advertisement. Variable hours posts require approval by 

the relevant School Director or Business Support Head/ Director. Established posts require 
approval by the Department Director and the Principal/Executive. New posts will require 
additional Finance Approval.  

 An Advert, job description and person specification should be produced for every post to 
ensure that the existing documents are up to date and fit for purpose and should include a 
statement confirming the College’s commitment to Safeguarding, and that Safeguarding 
checks will be undertaken. 

 Applicants should receive advice on visiting the RHACC website, and the link to RHACC’s 
Safeguarding Policy and Procedures 

 Vacancies should be advertised in an appropriate medium. 
 All vacancies will be advertised across the RHACC job-board using the standard advert 

template. 
 It is the responsibility of all staff to regularly check the RHACC job board for the latest 

vacancies and to apply for positions that they feel they hold the relevant qualification/s, skills, 
and experience for. 
 

1.1   Internal Redeployment  
The College has the right to reasonably redeploy resource to fulfil the needs of the business.  
Where the College wishes to permanently redeploy an existing employee with the necessary skills, 
knowledge, and abilities to an alternative role, they will inform and consult the employee/s as 
appropriate.  
 
1.2  Applications 
All applicants are required to apply for vacancies via the College’s online e-recruit system. The exception 
to this would be to consider a request made as a reasonable adjustment to apply using a different 
format.  
Where a post is ringfenced to a specific member of staff the application can be submitted outside the 
College E-recruitment system. 
 
Monitoring information will be separated from the candidate’s application for the shortlisting process 
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1.3 Short term Fixed term/ Temporary Appointments  
Where possible vacancies should be advertised in the normal way.   
 
In exceptional circumstances for the above categories e.g., due to unavoidably tight time constraints the 
normal advertising and short-listing process may not be possible.  In these cases, a CV will suffice, and it 
may be necessary to recruit through a commercial agency or by a direct approach to potential 
candidates.  However, references, and all relevant safer recruitment checks, should be obtained and an 
equal opportunities monitoring form completed by the candidate.  The Head of Department/ Director 
concerned should record reasons why normal recruitment procedures cannot be followed in the 
requisition form. No appointment will be made without an interview by the line manager.  All notes and 
recruitment documents must be passed to Human Resources when the interview process is complete. 
 
2.1   Safer Recruitment 
In line with statutory requirements, underpinned by regulations: 
 a DBS Enhanced Disclosure will be obtained for all eligible new and existing appointments to the 

College’s workforce (see DBS Matrix in Appendix 1) 
 an up-to-date single central record will be maintained, detailing a range of checks carried out 

on College staff;  
 anyone appointed to the College workforce who has lived outside the UK within the preceding 

5-year period, will be subject to additional checks as appropriate; 
 the College will ensure that eligible contract/agency staff have undergone the necessary checks 

and have been made aware of this policy;  
 the College will deal with ex-offenders in an open and transparent way to ensure that 

safeguarding risks are mitigated but rehabilitation opportunities are available where 
appropriate (See: Section 4.2 (Recruitment of Ex-Offenders below); 

 identity checks will be carried out on all appointments to the College workforce before the 
commencement of employment is made;    

 candidates will be checked to ensure that they have the have a right to work in the UK. 
 2 satisfactory written References and proof of qualifications will be obtained prior to the 

individual commencing work with the College, one of which must be either their current or last 
employer, or from a recognised educational establishment such as a College or University, 
where the applicant has studied. 

 
Exemptions 
There are a few exemptions from the above which will instead be managed through the utilisation of 
the Risk Assessment Form; these exemptions include: 

• One-off visiting guest speakers 
• External short-term agency staff 
• External short-term contractors 
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1.3 Short Listing and Selection 
 As a Disability Confident Employer, we have agreed to interview any individual with a disability 

who meets the minimum criteria for the vacancy. 
 Candidates with a disability should be given the opportunity to make a request prior to the 

recruitment day that reasonable adjustments will be made for them. 
 As part of our commitment toward equality in the College, we will regularly review the 

demographics of the staff within the College and look to encourage applicants with specific 
protected characteristics, that we need to correct an existing equality imbalance.  

 Short listing will be based on the requirements of the job description and person specification 
and will be carried out by an appropriate manager and verified by an appropriate member of 
the Management Team. 

 The interview for established posts will be conducted by a panel normally made of two 
members, normally chaired by a member of the Management Team. At least one panel member 
must have completed the College’s Safer Recruitment Training. For senior posts a third panel 
member should be included in the panel. For Variable Hours teaching appointments panels are 
normally chaired by a School Director or Programme Manager (See: Recruitment flowchart 
Appendix 2) 

 In addition to the interview the College may use a mixture of tools as part of its assessment 
process to ensure that the right candidate is selected which might include written exercises; PC-
based tests; presentations; mini teach sessions and group exercises etc. 
 

3.0  Provisional offers of employment:  
To ensure the College complies with all required safeguarding legislation and provides a safe 
environment for learners, the College expects that anyone who is made a provisional offer of 
employment at the College will not be permitted to commence work until all safer recruitment 
processes have been fully completed satisfactorily, including a Risk Assessment, where 
appropriate.  
 
The College will: 

• Complete as appropriate an enhanced disclosure and barring check (which includes a barred list 
check with the Disclosure and Barring Service where applicable), 

• Undertake overseas checks where applicable (where a candidate has lived or worked overseas 
for a period of over 3 months within a 5-year period)  

• Complete a DBS Recheck on all staff, every three years 
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 The candidate will: 

• Provide proof of relevant qualifications and right to work in the UK. 
• Provide a minimum of two referees for previous employment whom the College can ask about 

suitability to work with young people and vulnerable adults. One reference should be from their 
most recent employer.  Further references may be sought if the College considers it necessary 
to obtain more information about an applicants’ prior employment. Pre-prepared references 
cannot be accepted.  

• Undergo induction and complete any mandatory training. 
• Undertake health clearances by completing the health check screening with our health care 

provider. 
 
3.1  Work Permits and Visas 

Candidates requiring a work permit or visa to work in the UK will be required to secure this 
themselves before applying to work at the College.  A work permit, visa or online evidence of 
Immigration status is required for all foreign nationals.  
 

4.0 The Disclosure and Barring Service  
A disclosure is a document provided by the Home Office containing information held by the 
Police and Government departments, which is used by organisations to make safer recruitment 
decisions.  Disclosures provide details of a person’s criminal record, including convictions, 
cautions, reprimands, and warnings. 

 
As an organisation using the Disclosure and Barring Service to help assess the suitability of 
applicants for positions of trust, RHACC complies fully with the Code of Practice regarding the 
correct handling, use, storage, retention and disposal of information.  It also complies fully with 
its obligations under the Data Protection Regulations 2018 and other relevant legislation 
pertaining to the safe handling, use, storage, retention, and disposal of Certificate information 
and has a written policy on these matters, which is available to those who wish to see it on 
request. 

 
An Enhanced Disclosure (including a barred list check with the Disclosure and Barring Service 
when appropriate) will be requested if the applicant is offered a post at the College that is 
considered to involve regulated activity.  Other posts which are not defined as regulated activity 
may be subject to an Enhanced Disclosure that does not include a check with the Barring Service.  
(See DBS Matrix Appendix One) 

 
Disclosure information will be used only for the specific purpose for which it was requested 
and for which the applicant’s/ employee’s full consent has been obtained.   
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Definitions: 

 
Regulated Activity  

 
“Regulated activity” is, as set out in the Safeguarding Vulnerable Groups Act 2006 and 
amended by the Protection of Freedoms Act 2012 is defined as follows: 

 
Child: a person under the age of 18  

 
Regulated Activity: The new definition of regulated activity (i.e., work that a barred person 
must not do) in relation to children comprises, in summary:  
(i) unsupervised activities: teach, train, instruct, care for or supervise children, or provide 
advice/ guidance on well-being, or drive a vehicle only for children;  
(ii) work for a limited range of establishments (‘specified places’), with opportunity for contact: 
e.g., schools, children’s homes, childcare premises. Not work by supervised volunteers; 
 
 
Adult: a person over the age of 18 and over 
Regulated Activity: The revised definition of an adult, in respect of safeguarding, removes the 
word “vulnerable” and replaces it with a list of activities which could be undertaken for any 
adult and these activities are those that are defined as “regulated”. These activities are: 

- Providing health care 
- Providing personal care 
- Providing social care 
- Assistance with household matters i.e., managing cash/bills arranged under a third party 
- Assistance in the conduct of a person’s affairs by formal appointment  

 
4.1  Handling of Disclosure Information  
 

1. Storage and access 
Certificate information will be securely stored, in an electronic folder with access strictly controlled and 
limited to those who are entitled to see it as part of their duties. 
 

2. Handling 
In accordance with section 124 of the Police Act 1997, Certificate information is only passed to those 
who are authorised to receive it in the course of their duties.  We maintain a record of all those to 
whom Certificates, or Certificate information has been revealed and recognised and it is a criminal 
offence to pass this information to anyone who is not entitled to receive it. 
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3. Retention 

The College uses an umbrella company to process applications and we will take all reasonable steps to 
satisfy ourselves that they will handle, use, store, retain and dispose of certificate information in full 
compliance with the Government code of practice1 and in full accordance with this policy. 
 
Once a recruitment decision (or other relevant) decision has been made upon receipt of the disclosure, 
we do not keep document information for any longer than is necessary. This retention will allow for the 
consideration and resolution of any disputes or complaints or be for the purpose of completing 
safeguarding audits 
 
Throughout this time, the access to the disclosure information will be strongly restricted to allow access 
to the HR Department, the Designated Safeguarding Lead, and the Principal, in order to facilitate a risk 
assessment for the position that the individual is applying for. 
  

4. Disposal 
Once the retention period of 6-months after the end of the employment has elapsed, any Certificate 
information is destroyed by secure means, i.e., by shredding, pulping, or burning. While awaiting 
destruction, Certificate information will not be kept in any insecure receptacle (e.g., waste bin).  We will 
not keep any photocopy or other image of the Certificate or any copy.  Where a risk assessment has 
taken place following a positive DBS disclosure result, the completed and signed risk assessment form 
will be kept securely in the individual’s personnel file.   However, we may keep a record of the date of 
issue of a Certificate, the name of the subject, the type of Certificate requested, the position for which 
the Certificate was requested, the unique reference number of the Certificates and the details of the 
recruitment decision taken. 
 
4.2  Recruitment of Ex-offenders  
RHACC complies with the DBS Code of Practice and undertakes to treat all applicants for positions 
fairly.  It undertakes not to discriminate unfairly against any subject of a DBS check on the basis of a 
conviction or other information revealed. 

1. We actively promote equality of opportunity for all with the right mix of talent, skills, and 
potential and welcome applications from a wide range of candidates, including those with 
criminal records.  A DBS with full barring check is required for all successful applicants where 
the role falls within regulated activity.   

2. We make provision for all candidates who wish to do so to have a confidential discussion prior 
to submitting an application form to a designated person in HR.  

3. We ensure that an open and measured discussion takes place on the subject of any offences or 
other matter that might be relevant to the position. Failure to reveal information that is directly 
relevant to the position sought could lead to withdrawal of an offer of employment. 

4. We undertake to discuss any matter revealed in a DBS check with the person seeking the 
position before withdrawing a conditional offer of employment. 

 
 

1 DBS code of practice - GOV.UK (www.gov.uk) 

https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/government/publications/dbs-code-of-practice
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5. Having a criminal conviction will not necessarily bar an applicant for an employment 

opportunity.  This will depend on the nature of the position and the circumstances and 
background of the offence(s). 
 

4.3  When assessing disclosures, the College will: 
- Ensure that requesting and handling of criminal records will always be dealt with in appropriate 

confidence and with discretion; 
- Comply with Data Protection and Human Rights legislation; 
- Ensure that access to criminal record information is only released to others on a need-to-know 

basis. 
 
4.4  When considering the relevance of a disclosure, a decision on employment will be based on: 

- The risk to students and other members of the College community; 
- The seriousness of the offence(s); 
- An examination of circumstances leading up to the offence; 
- Repeat offences; 
- The length of time since an offence(s) was committed; 
- An individual’s attempt to rehabilitate themselves; 
- The capacity to manage risks and provide safeguards; 
- Level of supervision required and available; 

 
Where it is a requirement of the role, if a candidate will not give authorisation for a disclosure to be 
carried out, then any provisional offer of employment will normally be withdrawn.  Failure to reveal 
information that is directly relevant to the position sought will normally lead to withdrawal of an offer 
of employment.  The final decision on whether or not a conviction is a barrier to employment will be 
made by the Principal in conjunction with the Head of HR.  
 
The College will not accept disclosures obtained from other organisations unless: 

• the candidate is registered with the DBS online update service and issues the College with the 
relevant certificate numbers, documents, and authorisation.  

 
Where the above exceptions apply, the College reserves the right to carry out its own checks in line 
with College policy.  

 
4.5  Disclosures whilst in employment:  
If a current employee is convicted of any conviction, they must contact the human resources department 
immediately. Whilst there is no legal requirement for the College to recheck DBS disclosures, the College 
will do so if:  

- They have concerns about the individual’s suitability to work with children or to engage in 
regulated activity; or 
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- An individual moves to work that involves greater contact with children and or regulated activity 

and their previous role did not require one.  The college will also carry out DBS re-check every 3 
years for every member of staff to mitigate any safeguarding risk 

 
5.0  Commencement of employment prior to receipt of DBS disclosure information.  
Ideally, where a DBS disclosure is required, it should be obtained before the individual begins work at 
the College. In all cases the request for a DBS disclosure must be submitted in advance of any start date 
given and the disclosure certificate obtained as soon as practicable after the individual starting work.  
 
Managers must seek advice from HR, and ensure they liaise closely with the HR department in sufficient 
time, where commencement of a post is being considered prior to receipt of any necessary DBS 
disclosure information.  
 
Whilst the disclosure application is being processed, a risk assessment signed off by the Principal MUST 
be completed before the employee can start employment in the new post.  The appropriate manager 
should implement arrangements to ensure that no risk to children or vulnerable adults could arise while 
the College is waiting for Disclosure clearance. This would include ensuring that the employee does not 
have any individual unsupervised contact with children or engage in regulated activity with vulnerable 
adults. 
 
Line managers should consider what is known about the person, their experience, and the nature of 
their duties and responsibilities. For new starters with limited experience, where referees have provided 
limited information and who have no previous disclosure information the level of supervision may be 
high. For new starters with more experience and strong references which give sufficient detail and 
evidence of good previous conduct in previous relevant roles may be permitted to work with lower levels 
of supervision.  
It is only when the Principal formally approves the proposed supervisory arrangements that the 
individual may commence employment with the College.  
 
6.0  Appointment process  
6.1  Authority to appoint 
The College’s Authority to Appoint form must be completed and signed by the Principal for all 
established roles or a delegated member of the Executive in the absence of the Principal.  
 
6.2    Induction 
Safeguarding young people and vulnerable adults training. 
All employees are expected to undertake appropriate Safeguarding and prevent training within the 
first month of employment.  Such procedures ensure targeted control and risk assessment strategies 
are employed at the earliest possible stages in order to adhere to the College’s commitment to 
safeguarding its learners. (Please refer to the College’s safeguarding procedures for more details of the 
College’s training plan.) 
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Employees are expected to attend/ complete all mandatory training as requested. This will include 
training in relation to our Safeguarding and Prevent Training Plan, as outlined in our Safeguarding 
Procedures, which refers to, and includes Keeping Children Safe in Education 2021 (or the latest 
version thereafter).    
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Appendix 1 – RHACC’s DBS Matrix 
The Kingston and Richmond Safeguarding Children Partnership’s “Minimum Expectation” document3 notes that although the “best practice” requirement to renew checks on an 
individual working with children is now unstated, the current guidance on safer recruitment allows for explicit use of “judgement” in decision-making. The Partnership’s expectation is 
that employers “conduct repeat DBS checks every 3 years on every member of staff who works directly with, or has regular contact with, children and young people – either by means of 
the DBS Update Service or otherwise.”  Although RHACC staff roles, apart from creche staff, do not entail working directly with children, any staff member may at times come into contact 
with children on site. Therefore, the Safer Recruitment process entails a 3-year repeat period for all staff, apart from non-regular visiting tutors and speakers, who will be risk-assessed. 
 
Timely completion of DBS rechecks will be monitored termly through the Safeguarding Committee, with data on number of checks due, and the termly sign-off of the Single Central 
Register by the HR Manager, the Designated Safeguarding Lead, and the Lead Governor for Safeguarding.  There will also be a termly checks of the Single Central Register by the 
Designated Safeguarding Lead.   
 

Level of DBS check 

Staff group DBS 
Enhanced 
check: 

Current 
checking 
against child 
barred list4 

Current 
checking 
against adult 
barred list 

Rationale Renewal 
Interval 

Notes 

Safeguarding Committee 
members 

Yes Yes No Chance of incidental regular contact with children 
No regulated activity with adults in terms of 
personal care etc. 

3 years  

Front of House (reception 
and enrolments, 
caretaking and events) 

Yes Yes No Chance of incidental regular contact with children 
No regulated activity with adults in terms of 
personal care etc. 

3 years  

3   https://kingstonandrichmondsafeguardingchildrenpartnership.org.uk/practitioners/safer-recruitment-130.php 
4  The College has childcare premises on site in terms of the crèche which fits the definition of being a specified place 
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Level of DBS check 

Staff group DBS Enhanced 
check: 

Current 
checking 
against child 
barred list4 

Current 
checking 
against adult 
barred list 

Rationale Renewal 
Interval 

Notes 

Crèche staff Yes 
(plus, annual 
disqualification 
declarations) 

Yes No Regular contact with children in regulated activity 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years DBS have informed the College 
that when requesting DBS 
certificates for this staffing 
group we are only able to tick 
child workforce (rather than 
child and adult as we do for 
other roles) 

All Academic staff 
incl Assessors 

Yes Yes No Although limited (currently less than 2% of our 
learner cohort is under 19) this age range can 
enroll on courses. 
 
Chance of incidental regular contact with children 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years  

SEND tutors Yes Yes Yes Chance of incidental regular contact with children  
 
Increased chance of regulated activity with adults 
in terms of personal care, finances etc. 

3 years  
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Level of DBS check 

Staff group DBS Enhanced 
check: 

Current 
checking 
against child 
barred list4 

Current 
checking 
against adult 
barred list 

Rationale Renewal 
Interval 

Notes 

Learning Support 
Workers 

Yes Yes Yes Chance of incidental regular contact with children 
 
Regulated activity with adults in terms of 
personal care etc. 

3 years  

All other RHACC 
staff 

Yes Yes No Chance of incidental regular contact with children 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years 
 

 

Agency staff Yes Dependent 
on role 
covered (as 
above) 

Dependent on 
role covered 
(as above) 

As above N/A Evidence must be obtained that 
the person holds the required 
level of DBS check.   

Volunteers (excl 
Governors) 

Yes Yes No Chance of incidental non regular contact with 
children 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years  
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Level of DBS check 

Staff group DBS Enhanced 
check: 

Current 
checking 
against child 
barred list4 

Current 
checking 
against adult 
barred list 

Rationale Renewal 
Interval 

Notes 

Governors (excl 
Lead Safeguarding 
Governor) 

Yes No No Attendance on site for meetings  
 
Limited chance of incidental non- regular contact 
with children 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years  

Lead Safeguarding 
Governor 

Yes Yes No Attendance at SEND forums (supervised) 
 
Chance of incidental contact with children (more 
regularly than other Governors) 
 
No adult regulated activity. 

3 years  

Onsite contractors 
i.e., cleaners, 
canteen staff 

Yes Yes No Chance of incidental regular unsupervised 
contact with children 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years  
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Level of DBS check 

Staff group DBS Enhanced 
check: 

Current 
checking 
against child 
barred list4 

Current 
checking 
against adult 
barred list 

Rationale Renewal 
Interval 

Notes 

Remote and offsite 
Contractors i.e. Web 
Developer 

Yes No No Minimal chance of non- regular unsupervised 
incidental contact with children or younger 
learners 
 
No regulated activity with adults in terms of 
personal care etc. 

3 years  

Non regular Visiting 
Tutors/ Speakers, 
Facilitators, Life 
Models 

No No No Minimal chance of non- regular unsupervised 
incidental contact with children or younger 
learners 
 
No regulated activity with adults in terms of 
personal care etc. 

N/A Risk assessment should be 
carried out for occasional, non-
regular tutors, speakers, life 
models etc. 
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Appendix 2 – RHACC Recruitment Process 
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Appendix 3 - Safer Recruitment Process – steps to be followed by HR staff: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Have we obtained the following for the employee, speaker, 
volunteer? 

• Proof of RTW checks 
• 5-years employment without any gaps 
• Teacher Sanction List Check 
• AXA Health Check to be completed 
• Proof of ID and Proof of Address 
• Two Written References from two professionals, at least 

one form present/most recent employer 
• DBS certificate received and clear 

YES NO 
Start date can now be agreed with 
individual and hiring manager. 

Contract (where appropriate) to 
be issued. 

ID Card and Parking Pass to be 
issued on the first day. 

Individual to complete mandatory 
training on first day of attending 
site 

A Risk Assessment Form MUST be 
completed and issued to the 
Designated Safeguarding Officer 
and the Principal for review and 
authorisation. 

Only once the Risk Assessment has 
been received back signed, may an 
individual then move on to the 
next step. 

Only once a signed Risk 
Assessment is in place may a start 
date be agreed with the Hiring 
manager and individual. 

Individual to undertake mandatory 
training on their first day on site. 

NO ID Card to be issued, a Visitor’s 
Pass only shall be issued until the 
process is completed fully. 
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