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Safer Recruitment of Staff and Volunteers  
We are committed to ensuring that appropriate recruitment checks have been 
carried out as anyone may have the potential to abuse children, young people 
and vulnerable adults, therefore all reasonable steps must be taken to ensure 
unsuitable people are prevented from working with children, young people and 
vulnerable adults.  

Proper recruitment and selection procedures will help to screen out those who 
are not suitable to work at the Club including:    

Planning and Advertising  

- Having defined role profiles outlining the key responsibilities of the role for 
every job.  

- Having a defined person specification defining the skills and experience 
required for a role. 

- Ensuring the Club’s aims and philosophy are defined in our adverts/ 
information.  

- Outlining the Club’s positive stance on safeguarding children, young people 
and vulnerable adults as well as equal opportunities.  

- Collecting information on job applicants through CVs and application forms.  

- Asking for original identification documents to confirm the identity of 
applicants, e.g. passport or driving license.  

Interviewing  

- Ensuring all applicants have been interviewed and met more than one Club 
official prior to any recruitment decision.  

- Where appropriate to the role being interviewed for, incorporating questions 
relating to safeguarding to provide the applicant with the opportunity to share 
previous experiences and give examples of how they have or would handle 
situations and explore their attitudes and commitment to welfare.   

References  

- Requesting two references from individuals who are not related to the 
applicant. One reference should be associated with the applicant’s place of 
work and, if possible, one that demonstrates they have been involved in sport, 
particularly children’s activities, previously, or other voluntary work. References 
should be followed up prior to any offer of appointment being made. Where 
references raise any concerns, managers will contact the Safeguarding 
Manager to discuss.  

Disclosure and Barring Service Checks  

The disclosure and barring service checks (DBS or FA CRC) are a tool in the Club’s 
recruitment process. A DBS/CRC contains impartial and confidential criminal 
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history information held by the Police and government departments which can 
be used by the Club to make safer recruitment decisions. It can indicate that a 
person is not suitable to work with children, for example if they have a history of 
sexual offending or offences against children or vulnerable adults. It may also tell 
authorities that further investigations are required, for example if the person has 
a history of drug dealing or racist offending.  

All staff or volunteers with substantial access to children or vulnerable adults at 
the Club have an Enhanced Disclosure and barring Service check before starting 
work and prior to confirmation of employment.  

The Club will account for the Rehabilitation of Offenders Act and only consider 
offences which are relevant to the care, supervision and training of children. This 
will take the form of producing a risk chart to fully understand the risk involved as 
well as gathering all the information regarding previous convictions and offenses. 
Any decision would be made by consulting the Club Directors or Trustees, 
Safeguarding Manager, LADO, FA and other organisations involved before 
deciding on the candidate.   

During the DBS/CRC process, the FA is not allowed to tell the Club about the 
actual offending and so applicants can be assured of confidentiality. The FA will 
however tell the Club whether the person is considered suitable to work with 
children.   

Appointing Volunteers and Staff  

The Club will consider all the information they receive via the application form, 
confirmation of identity, the outcome of the take-up of references and the FA 
criminal records check or DBS equivalent. This information will then be 
considered alongside the outcome of the meeting/ interview to make an 
informed decision as to whether to accept the applicant into the Club.  

Post Appointment Decisions  

It is important that once a new volunteer/staff member has been recruited, 
follow-up action is taken and this should include:  

- Any qualifications are substantiated e.g. request to see copies of their coaching 
certificate(s). 

- New volunteers are made aware of the Club’s Safeguarding Policy and 
associated best practice guidelines.  

- The roles and responsibilities of the new volunteer/staff member are signed up 
to. 

- Training needs are established and actioned.  

Where appropriate: 

- A period of supervision/observation or mentoring is used to support the new 
volunteer; this is often referred to as an induction. 
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- The FA’s Safeguarding Children and Vulnerable Adults Workshop or equivalent 
for wider activities through the club and Trust is completed.   

 


