Section 2

RECRUITING SAFELY

2.1. Introduction and Background

The recruitment and selection of those who work, paid or unpaid, in the church with anyone, and especially with children, young people and vulnerable adults, is an important step in promoting safeguarding throughout the Moravian Church. Sir Michael Bichard stated in his report into the Soham murders:

“The harsh reality is that if a sufficiently devious person is determined to seek out opportunities to work their evil, no one can guarantee that they will be stopped. Our task is to make it as difficult as possible for them to succeed…”

Recruiting safely is the first line of protection for the vulnerable. Churches by their nature welcome everyone regardless of their past but this means that they are susceptible to targeting by those wishing to take advantage of the vulnerable. Criminals, including paedophiles and predators wishing to harm vulnerable adults, often target churches as they see a community open to all where the atmosphere is trusting and safeguards against abuse seem few. An awareness of this and consistently following procedures for the safer recruitment of workers and volunteers reduces the risks and discourages those with intent to harm.

The recruitment of volunteers is not without its problems as some feel it unnecessary to complete forms, get references and have an interview as they are donating their time to the church. It is important that the person doing the recruitment explains the procedure to new volunteers and the reason for it. An acceptance of this suggests the volunteer has some understanding of the importance of safeguarding.

The Freedoms Act 2012 shifted the emphasis of recruitment to organisations rather than the state with a ‘scaling back to proportionate level’ of clearances for only those engaged in regulated activity (an Enhanced clearance). The implications of this legislation is that organisations should have robust recruitment procedures and not rely only on a DBS/AccessNI to check the suitability of applicants for a post.  

The Act also modified other aspects of the legislation around clearances. It became possible to get clearances for those not engaged in regulated activity but without all the information (a basic clearance), suitable for caretakers, taxi drivers etc. Provision for the elimination of some minor convictions from the clearances was implimented, particularly ‘spent’ convictions that were the only blemish on a person’s disclosure. The Disclosure and Barring Service (DBS) was instigated through this legislation, previously they were separate organisations. The responsibility for clearances in Northern Ireland is with AccessNI although barring decisions are made by the DBS. There is UK wide police data base of convictions, cautions and some investigations, so an offence committed in England will show up on an AccessNI clearance and vice versa. Welsh and Scottish offences are also on this data base.


2.2. Preparation for recruitment 

The recruitment procedure as laid out below, and in the diagram, must be followed to ensure the greatest safeguarding protection for everyone including vulnerable persons in the church. 

The recruitment may be carried out by the minister, Congregation Safeguarding Lead or another appropriate person appointed by the church committee. In some cases more than one person will be involved. An ‘appropriate person’ may be the lead for a project within the church: for example, a holiday club, a lunch club for the elderly, a new youth or children’s group etc. Anyone recruiting others should have completed the recruitment procedure themselves usually including a DBS or AccessNI disclosure. Congregations may choose to appoint a lay person to carry out all recruitment procedures with the agreement of the minister and church committee. However, the minister and church committee must be kept up to date about all recruitments taking place as they may have information pertinent to the recruitment procedure and they have the final responsibility for the work of the church. Good practice dictates that a close relative should not be recruiting an applicant.

This procedure can be adapted for people known within the church community, those new (suggested minimum regular attendance of 6 months), and for paid staff. It must be applied to anyone new to a post. Retrospective recruitment can be done, but if an appropriate DBS/AccessNI has been carried out it is not a requirement. Church committees can decide that all workers need to undergo the process. Appropriate timing for this is when DBS/AccessNI are due for renewal, or when there is a new minister in post. Anyone starting new work must be safely recruited, for example a Sunday School leader moving to the youth group.

Some roles may not require the whole procedure if the post applied for does not qualify for a disclosure, because the role does not reach the threshold for regulated activity. There are roles where this is the case in the Moravian church. Posts may include people willing to be a ‘relief helper’ working occasionally (suggested less than one session every 3 months) and with no responsibility for the children or young people and never left alone with the group. Helpers at ‘Messy Church’ or parent and toddler groups where parents are responsible for their own children and are supervising them also do not need a clearance. Helpers at groups for vulnerable adults will also not need the full process. It is, however, good practice for the person leading the sessions to have a clearance as they are seen as the person responsible for the whole group.  Young helpers under the age of 18 must never be left responsible for a group of children (they are not adults and therefore legally not responsible) so do not require a disclosure. It is good practice to complete all the other stages of the appointment procedure for these people. There is a degree of discernment required as to whether someone needs a clearance or not BUT it should never be used as an alternative to safer recruitment procedures. The government has guidance about what ‘regulated activity’ is. Additional guidance from the Provincial Safeguarding Lead is available from safeguarding@moravian.org.uk     The Government guidance is updated regularly and changes as legislation is modified. Ignoring this guidance and asking for inappropriate clearances can attract a fine.
https://www.gov.uk/government/publications/dbs-guidance-leaflets/regulated-activity-with-children https://www.gov.uk/government/publications/dbs-guidance-leaflets/regulated-activity-with-adults-in-england-and-wales
Any adult attending a youth or children’s overnight event as a leader must have an Enhanced DBS/AccessNI with barring disclosure before the event.


2.3. Procedure with notes
a. A new role or updated role is identified, a job/role description is drawn up. This must include who the role is responsible and accountable to, an outline of the duties and responsibilities, any qualifications required, and a list of essential and desirable skills and experience for the role. Be aware of the Equality Act and ensure that these are not restrictive for applicants. Appendix B is a template.
b. Either advertise or identify a candidate(s) within the congregation. Approach them for informal discussions about the role. Going through the role description may be useful at this time. Explain about the recruitment procedure and make it clear that the candidate can withdraw at any time. 
c. If the candidate decides to go ahead issue an application form (appendix D1), confidential declaration (Appendix D2) if appropriate, and start an Appointment record sheet (Appendix C) – this will help keep track of what stage the appointment is at and that everything required is done. Giving the candidate a copy of the Data Processing Policy and reassurance that their documents are confidential and will be seen only by those who need to see them, you can name who this is but must include the Congregation and Provincial Safeguarding Leads in this list.
d. Forms are returned to the recruiter.
e. The form is read, the answers to the questions on the confidential declaration are checked through and referred onwards to the Safeguarding Lead if indicated, references are requested and a date and time for an ‘interview’ agreed.
f. Once the references are received and the interview completed a decision is made about the suitability of the applicant for the role. 
g. If eligible for a DBS/AccessNI the relevant process if followed.
h. Receipt of the clearance leads to analysis of the results. The majority are clear but if blemished or positive they must be referred to the NSL for risk assessment.
i. If everything is satisfactory the person is appointed to the post in collaboration with the minister and church committee.
j. A copy of the Safeguarding Policy is issued along with guidelines for safe working with adults and/or children.
k. Assessment of the requirements for training including safeguarding is made and the applicant enrolled as soon as possible, within 6 months for safeguarding training. 
l. There should be regular review of the post and post holder, as a minimum at 3 months of taking up the post to identify any challenges and urgent training needs, and if the role description fits the role being carried out. It is good practice to repeat this every year.
m. Every 3 years there should be a repeat clearance and repeat safeguarding training at an appropriate level.

This process is summarised in the chart below.
2.4. 

2.4
Need for a new or additional volunteer identified, role identified and job/role description drawn up


				
Suitable candidates identified, or the post advertised, and approached by minister or other previously appointed appropriate person

																Refusal


accepted


Informal discussion about the role, duties and responsibilities, and the appointment procedure.
relevant forms issued to the applicant.
Decided to go no further

										Forms returned to appointed person

															


					 Interview and References requested
Minister and Safeguarding Lead informed


									Unsuitable 
										


										


Receipt of disclosure and references

				
					
				Unsuitable 
										

Disclosure form requested (DBS or AccessNI), form completed, documents verified and sent off
form completed, documents verified and sent off



									
Appoint person to the post in collaboration with the minister and church committee




Copy of safeguarding policy issued and agreement signed.



Assessment of training needs undertaken. Safeguarding training should be done in the first 6 months of work. Other training as it becomes available or as requested






Annual review of role and identification of additional training needs for improvement of performance
Renewal of DBS/AccessNI every 3 years
Repeat Safeguarding training every 3 years






2.5. Additional notes on the procedure

1. For continuity it is best practice that the same person follows the whole recruiting procedure through. It must be carried out before the candidates work with children and young people, or with vulnerable adults. 
2. Role descriptions ensure anyone volunteering for a post knows what is expected of them. 
3. Informal discussions at the beginning of the procedure ensures that the candidate is aware of the duties and responsibilities of the post and what is expected of them. It also gives them an opportunity to ask questions to inform their decision. Candidates may need time to think and pray about the post but a deadline for a decision should be agreed. It is important that the recruiter respects the decision of the candidate if it is ‘no’ and doesn’t pressurise them to change their mind. 
4. All forms returned to the recruiter are confidential and must be handled as such, stored in a secure place where only named people have access, a locked filing cabinet is ideal. If stored online they must be in a file that is reached using a password. They should not be available to the whole church committee. GDPR must be followed with this information, and any applicant needs to feel confident that the information will not be used for any other purpose. If advice is required this can be sought from the NSL on a ‘no name’ basis.
5. Interviews give an opportunity to ask about the skills and experience the candidate is bringing to the post and about the motivation for taking up the post. It would be usual to have two people doing the interview. It does not need to be formal but notes written on the back of the self-declaration form may help if there is ever a question about the appointment. The names of the interviewers and their decision must be recorded.
6. References can be taken over the phone, by email or written. The latter two are most suitable but sometimes it is difficult to get a written answer from referees. These should be attached to the appointment record sheet. Notes must be taken from any phone calls, including the date and time of the call, who was spoken to, who took the reference, and the phone number dialled. A sample reference request form is at appendix E. Please note applicants sometimes need guidance about the requirements of referees. They must not be a family member. It is good practice to include their employer as a referee.
7. Forms for the police disclosure come from the Disclosure and Barring Service in England and AccessNI in Northern Ireland. Each congregation will have one person appointed to do this. The minister must always be informed when they are requested. Please check the most recent guidelines for applications are followed.
8. The procedure for issuing disclosures changed in June 2013 with the issue of a single disclosure form sent to the applicant.  This should be shown to the person doing the recruitment or the minister, the date and number recorded with the applicant’s name. A separate list of clearances is helpful to check when the clearance is due for renewal. If the disclosure is blemished (i.e. any information about a non-violent offence) or positive (information about a violent or sexual offence) the NSL should be contacted so a risk assessment can be done. This does not breach GDPR as it is relating to safeguarding, in some cases this can be done on a no name basis. Copies of DBS/AccessNI certificates should not be taken. 
9. A copy of the safeguarding policy should be issued to all candidates at the end of the procedure, and an agreement (appendix F) signed to say they have accepted the role and read the safeguarding policy. 
10. Training needs should be identified, and suitable training provided as soon as possible. It is important that workers receive safeguarding training as soon as possible. The NSL will do this training regularly. Some appointees may have done safeguarding training through schools, scouts, brigades etc, but the emphasis is different from that required in churches where everyone is welcome so the church safeguarding training must be undertaken. Occasionally tailored trainings will be provided by the NSL. 


2.6. DBS/AccessNI

The requirement for doing clearances is controlled by the Government and the process for doing them is subject to change as umbrella bodies change or the legal requirements change. For clarification of the posts that qualify for an enhanced clearance contact the NSL or go to the links below. Documents for the process are attached as Appendix M. Each congregation has an authorised verifier to check identity documents and issue the forms/links required for doing a clearance. This is the Congregation Safeguarding Lead or the minister but can easily be an appropriate lay person competent in managing a system. More information can be found at https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/789060/ENGLISH_-_CCS156_CCS0219642870-002_Charity_Roles_Adults_Web.pdf 
and https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/969102/Faith_-_12.03.21.pdf 

This guidance applies to all devolved administrations.
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