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The tenderer must obtain the following:
 
· Two Suitable References (see reference requirement below)
· Satisfactory PVG/Criminal Convictions Certificate (including risk assessment)
· Two Documents Verifying Identity (full name, signature, date of birth and permanent address)
· Verification that the Agency Worker is legal to work in the UK – (see appendix B)
· Verification of Qualifications relating to the job
· SSSC/professional body registration certificate ensuring the correct register for the post including any sanctions, restrictions.
· Clarification of any gaps in employment (must discuss at interview)
 
 
 
Employment Checks (see appendix A and B)
 
The tenderer must obtain the following:
 
· Two Suitable References (see reference requirement below)
· Satisfactory PVG/Criminal Convictions Certificate (including risk assessment)
· Two Documents Verifying Identity (full name, signature, date of birth and permanent address)
· Verification that the Agency Worker is legal to work in the UK 
· Verification of Qualifications relating to the job
· SSSC/professional body registration certificate ensuring the correct register for the post including any sanctions, restrictions.
· Clarification of any gaps in employment (must discuss at interview)
 
Safer Recruitment is about properly examining the competency, experience, qualifications and attitudes of potential staff in relation to working with vulnerable people.  The Care Inspectorate will look at safer recruitment during inspections.  These inspection reports are public documents.  
To ensure this requirement is adhered to, the following recruitment process should be applied:
 
 
Job description and person specification
 
The Job description and person specification must:
 
· Detail the competencies, experience and qualifications required by the individual to carry out the role
· Include reference to any Professional registration
· Include reference to any Criminal Convictions check
 

Application form
 
The application form must obtain the following: 
 
· Personal details (name, address, contact details)
· Qualifications (with grades)
· Current/most recent employer
· Previous employment history
· Personal statement detailing their suitability for the role
· References
· Signed
 
 
Interview
 
The Interview process should consider the following:
 
· Questions must relate directly to the role as detailed in the job description and person specification to justify the final appointment to the role
· Interview notes must justify your decision and be recorded and retained for 6 months
· Discuss any criminal convictions and gaps in employment (see Employment Checks belo 
 
 
Reference Requirement (see Appendix C)
 
When seeking references, the tenderer must ensure the following:
 
Two reliable previous employer references sought directly from the organisation (and not through personal contact with the individual).
Must be from an appropriate senior member of the relevant organisation (not a former peer)
Must be appropriate in relation to the job applied for e.g. not just last two employers, if there is a relevant job further back that relates to working with vulnerable people, this should be sought.
Referee must detail if they are satisfied that the candidate is suitable for the job in questions and if not, detail why. 
 
References must be included the following information:
 
Relationship to applicant
How long they have known the applicant
Confirmation of recent sickness record
Applicant’s performance history and conduct
Any disciplinary sanctions and outcomes.  Please note where there have been any disciplinary procedures (including expired warnings), allegations or concerns in relation to the applicant involving issues relating to the safety and welfare of service users, these must be detailed, including whether there was an investigation, the conclusion reached and how it was resolved.  
Details of their suitability for the job in question
Agency must provide the job description to the referees to ensure this has been adequately assessed by the referee.
 
Safer Recruitment is about properly examining the competency, experience, qualifications and attitudes of potential staff in relation to working with vulnerable people.  The Care Inspectorate will look at safer recruitment during inspections.  These inspection reports are public documents. 

To ensure this requirement is adhered to, the following recruitment process should be applied: 
 
Job description and person specification
 
The Job description and person specification must:
 
· Detail the competencies, experience and qualifications required by the individual to carry out the role
· Include reference to any Professional registration
· Include reference to any Criminal Convictions check
 
Application form
 
The application form must obtain the following: 
 
· Personal details (name, address, contact details)
· Qualifications (with grades)
· Current/most recent employer
· Previous employment history
· Personal statement detailing their suitability for the role
· References
· Signed
 
 
Interview
 
The Interview process should consider the following:
 
· Questions must relate directly to the role as detailed in the job description and person specification to justify the final appointment to the role
· Interview notes must justify your decision and be recorded and retained for 6 months
· Discuss any criminal convictions and gaps in employment (see Employment Checks below)
 
 
 
Reference Requirement
 
When seeking references, the tenderer must ensure the following:
 
Two reliable previous employer references sought directly from the organisation (and not through personal contact with the individual).
Must be from an appropriate senior member of the relevant organisation (not a former peer)
Must be appropriate in relation to the job applied for e.g. not just last two employers, if there is a relevant job further back that relates to working with vulnerable people, this should be sought.
Referee must detail if they are satisfied that the candidate is suitable for the job in questions and if not, detail why. 
 
References must be included the following information:
 
Relationship to applicant
How long they have known the applicant
Confirmation of recent sickness record
Applicant’s performance history and conduct
Any disciplinary sanctions and outcomes.  Please note where there have been any disciplinary procedures (including expired warnings), allegations or concerns in relation to the applicant involving issues relating to the safety and welfare of service users, these must be detailed, including whether there was an investigation, the conclusion reached and how it was resolved.  
Details of their suitability for the job in question
Agency must provide the job description to the referees to ensure this has been adequately assessed by the referee.
 
 
Criminal Convictions 
 
The tenderer must assess the applicant’s suitability ensuring a satisfactory disclosure certificate is obtained in relation to the role.
 
· Applicants must complete a criminal convictions declaration form prior to attending for interview.  If convictions are declared, this must be discussed and recorded at interview.
· An appropriate disclosure should be sought if required for the post
· The interview panel must compare information between the criminal conviction declaration form, and the disclosure certificate obtained, and clarify any discrepancies with the individual
· Consider all information available prior to making a final decision, and ensure all information is recorded as part of the recruitment and selection process

