
 

 

 

Safer Recruitment Policy 
Make it Mentoring (MiM) 

 

1. Policy Statement 

MiM is committed to safeguarding and promoting the welfare of children and young adults. 
We recognise that safer recruitment is a vital part of creating a safe environment and reducing 
the risk of abuse. This policy sets out the detailed procedures and checks we follow to ensure 
that all staff, mentors, and volunteers are suitable to work with children and young people. 

No one will be permitted to undertake regulated activity with children until all safer 
recruitment checks have been satisfactorily completed and verified. 

 

2. Legal and Statutory Framework 

This policy complies with: 

 Keeping Children Safe in Education (KCSIE) 2025 
 Working Together to Safeguard Children (2023) 
 South Gloucestershire Approved Provider Checklist 
 Children Acts 1989 & 2004 
 Education Act 2002 
 Safeguarding Vulnerable Groups Act 2006 
 Equality Act 2010 
 Rehabilitation of Offenders Act 1974 (Exceptions Order) 
 Data Protection Act 2018 & UK GDPR 

 

3. Safer Recruitment Principles 

 Safeguarding is embedded throughout recruitment. 
 Posts are advertised and filled through fair and open competition. 



 We only accept application forms (CVs are not accepted alone). 
 At least two people are involved in shortlisting and interviewing. 
 All staff and volunteers are subject to rigorous pre-appointment checks. 
 A Single Central Record (SCR) of checks is maintained and regularly audited. 

 

4. Recruitment Procedures 

4.1 Job Descriptions and Person Specifications 

 Every role has a clear safeguarding statement. 
 Person specifications require evidence of commitment to safeguarding and suitability 

to work with children. 

4.2 Advertising 

 All adverts include a safeguarding statement and reference to DBS checks. 
 Example wording: 

“Make it Mentoring is committed to safeguarding children and young adults. All roles 
are subject to robust safer recruitment checks, including an enhanced DBS check and 
references.” 

4.3 Applications 

 Only the official MiM application form is accepted. 
 All gaps in employment must be explained in writing. 
 Applicants must declare any convictions, cautions, or bind-overs that are not 

“protected” under the Rehabilitation of Offenders Act 1974 (Exceptions Order). 

4.4 Shortlisting 

 Completed by at least two members of staff, including at least one trained in safer 
recruitment. 

 Applications are checked for gaps, discrepancies, and safeguarding concerns. 
 Notes are retained for inspection. 

4.5 References 

 Two written references are required, one from the most recent employer. 
 Open references (e.g., “to whom it may concern”) are not accepted. 
 Referees are asked directly about: 

o The candidate’s suitability to work with children. 
o Concerns about safeguarding, child protection, or disciplinary action. 

 References are verified by telephone and recorded. 

4.6 Interviews 

 Interviews are conducted by a panel of at least two. 



 At least one panel member must be trained in safer recruitment. 
 Safeguarding questions are included in every interview. 
 Interviewers probe employment gaps and inconsistencies. 
 Candidates must provide original documents proving identity and qualifications. 

4.7 Pre-Appointment Checks 

Before starting work, the following are required and recorded on the SCR: 

 Enhanced DBS check with children’s barred list information (if in regulated 
activity). 

 Identity check (photo ID, proof of address). 
 Right to work in the UK check. 
 Overseas checks where an applicant has lived abroad for more than 3 months. 
 Two satisfactory references. 
 Qualifications check (where relevant). 
 Prohibition checks (for teachers or where applicable). 
 Health declaration confirming fitness to carry out the role. 
 Declaration of disqualification by association where required (e.g., early years 

roles). 

No staff or volunteer can begin regulated activity until all checks are completed and verified. 
In exceptional cases, staff may shadow under supervision while checks are completed, but 
never left alone with children. 

4.8 Induction 

All new staff and volunteers must complete a safeguarding induction before beginning 
unsupervised work. This includes: 

 Reading and signing MiM’s Safeguarding Policy, Code of Conduct, and 
Whistleblowing Policy. 

 Training on KCSIE Part 1 (or Annex A for some staff). 
 Information on how to report concerns to the DSL. 

 

5. Ongoing Employment and Monitoring 

 DBS checks are renewed in line with MiM policy (minimum every 3 years, or via 
DBS Update Service). 

 Regular supervision and appraisal include safeguarding discussions. 
 Any concerns about staff behaviour are addressed under the Managing Allegations 

Against Staff procedure and referred to the Local Authority Designated Officer 
(LADO). 

 Staff must inform MiM immediately of any circumstances that may affect their 
suitability to work with children (e.g., police investigation, caution, conviction). 

 



6. Record Keeping and Single Central Record (SCR) 

 MiM maintains a Single Central Record of recruitment and vetting checks. 
 The SCR includes: 

o Identity check 
o DBS check (number and date) 
o Right to work in the UK 
o References 
o Qualifications 
o Overseas checks (if applicable) 
o Prohibition from teaching check 

 The SCR is audited at least termly by the DSL or deputy. 

 

7. Linked MiM Policies 

This policy should be read in conjunction with: 

 Safeguarding Children & Young Adults Policy 
 Whistleblowing Policy 
 Online Safety Policy 
 Code of Conduct 
 Data Protection & Confidentiality Policy 

 

8. Roles and Responsibilities 

 DSL (Louise Dhalliwal, 07535 071626): Oversight of safer recruitment and SCR. 
 Deputy DSL (Omar Hunt, 07375 071366): Supports recruitment checks and SCR 

monitoring. 
 Directors/Managers: Ensure all recruitment panels include at least one safer 

recruitment-trained member. 
 All staff: Required to report safeguarding concerns during recruitment or 

employment. 

 

9. Monitoring and Review 

 This policy is reviewed annually, or sooner if statutory guidance changes. 
 The DSL ensures alignment with KCSIE and South Gloucestershire Approved 

Provider requirements. 
 Compliance with safer recruitment is monitored through: 

o Termly SCR audits 
o Annual policy review 
o Local authority or Ofsted inspections 



 

10. Policy Approval 

Approved by: __________________________ 
Date: __________________________ 
Review date: __________________________ 

 

 

 

 


