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Safer Staff Recruitment, Selection and Training Policy 
 
Overview 
 
Welcome Skills is an Equal Opportunities employer and is committed to consider equally all suitably 
qualified applicants, having advertised the post, either internally and/or externally.  All staff will 
receive initial induction training followed by on-going training and support that is required to carry 
out the job effectively.  All staff will be given the opportunity to develop themselves in their role and 
within the Company. 
 
Staff Development and Training is the responsibility of the Senior Management and is reviewed 
regularly at monthly management meetings. 
 
Aims  
 

The Safer Recruitment, Selection and Training Policy has the following aims:- 
 

1. to ensure all recruitment and selection procedures comply with the Welcome Skills 
Equal Opportunity Policy. 

2. to ensure all appointments are made on merit. 
3. to attract sufficient applications from potential candidates for appointment with the 

skills, qualities, abilities, experience and competencies deemed as being necessary to 
the job. 

4. to develop and maintain procedures which will assist in ensuring the appointment 
of the most suitable candidate. 

5. to ensure that recruitment procedures are clear, valid and consistently applied by 
those involved in recruitment and that they provide for fair and equitable treatment 
for those who apply for employment. 

6. to base selection decisions and criteria directly on the demands and requirements 
of the job and the competencies identified as necessary for satisfactory 
performance. 

7. to ensure that all necessary checks are carried out on candidates to safeguard 
children, young people and vulnerable adults completing their qualification at 
Welcome Skills 

8. to ensure that all employees involved in the recruitment and selection process are 
properly trained in order that the objectives of the policy are met. 

9. to observe any legal requirements which apply to the recruitment and selection 
process. 

 

Safer Recruitment 
 

The purpose of safer recruitment is ultimately to: 
 

Deter 
From the beginning of the recruitment process, it is important to send the right message 
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– that Welcome Skills has a rigorous recruitment process and does not tolerate 
any form of abuse. Wording in adverts and recruitment information must aim to 
deter potential abusers. 

 
Identify and Reject 
It will not always be possible to deter potential abusers. Therefore, careful planning for 
the interview and selection stage, in terms of asking the right questions, setting 
appropriate tasks and obtaining the right information can assist in finding out who is 
suitable for the role and who is not. 

 
Prevent and Reject 
There are no guarantees that even the most robust safer recruitment process will 
prevent an inappropriate appointment. However, this does not mean it is too late to act. 
Ensuring that comprehensive induction processes are in place, together with 
appropriate policies and procedures, raising awareness through staff training and 
generally developing and maintaining a safe culture within Welcome Skills will all help 
to prevent abuse or identify potential abusers. 

 
The intention of this guidance is to ensure that all stages of the recruitment process 
contain measures to deter, identify, prevent and reject unsuitable people from gaining 
employment with Welcome Skills The guidance and the practical implementation of 
recruitment and selection processes also aim to meet all legislative requirements, any 
statutory or other guidance that may from time to time be issued in order to keep 
children safe and safer recruitment in education and training, as well as principles of 
general good practice. 
 
The company’s aim is that the composition of the workforce should reflect that of the 
community. Where necessary, special steps as permitted by law will be taken to help 
disadvantaged and/or under-represented groups to compete for jobs on a genuine basis 
of equality. 

 
Procedure for the recruitment of staff 
 
Advertisement 

 
• For a new position a job description will be prepared. 
• All vacancies are initially circulated to staff internally. 
• When necessary, a vacancy will be advertised externally, via an appropriate outside agency 

or online job board. 
• All applicants will be asked to submit a CV. 
• CV’s will be received and, at the closing date, they will be examined. 
• A short list will be prepared by the appropriate Manager in consultation with the Managing 

Director. 
 
Shortlisting 
 
• Short-listed applicants will be selected on the following criteria: 
 

- Appropriate vocational and/or training experience. 
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- Relevant qualifications. 
- Experience of working with a range of people in a relevant occupation. 
- Specialist skills as may be required for the post. 
- Qualities to relate to the staff team. 
- The candidate’s willingness to be flexible and develop within the role etc. 

 
• The length of the short-list will, in part, be determined by the quantity and quality of the 

applications, but is unlikely to exceed 6. 
• Short-listed applicants will be invited for a first interview. 
• The appropriate Manager will give first interviews. 
• Candidates may be asked to attend a second interview before an offer is made 
• Care will be taken that the Company’s Equal Opportunities Policy is respected. 
• All applicants will be informed if they are unsuccessful. 
• Final negotiations and agreement on salary and conditions will take place when the offer is 

made. 
• References may be taken up where appropriate, after gaining consent from the applicant. 
• Candidates will be required to submit details of relevant qualifications. 

 
Employment offer 
 

• Once agreed verbally, an official job offer letter will be sent to the successful candidate 
• A start date will be agreed. 
• The new staff member will then be given an Induction into the company. 
• All offers of employment are conditional on a successful Disclosure and Barring Service (DBS) 

check. 
 

Qualifications 
 

All new staff will be asked to bring their qualification certificates (originals) with them to 
their interview. These will be photocopied and held on their personnel file if successful. 
Information relating to unsuccessful applicants will be destroyed. 

 
Disclosure and Barring Service (DBS) Checks 

 
• It is a contractual requirement that all staff undergo an enhanced DBS check. 
• The DBS check (which will have been completed as part of the interview process) 

will be processed as soon as a verbal offer has been made and accepted. 
• No new member of staff will be allowed to start work until evidence of a 

satisfactory check has been received from the individual. 
• All DBS checks will be renewed after a maximum of 5 years. 

If a new member of staff has worked or lived outside the United Kingdom, a DBS check 
may not be sufficient to establish their suitability to work with children. In these 
circumstances, Welcome Skills will follow DBS guidance on carrying out additional checks, 
such as obtaining certificates of good conduct from the relevant embassies or police 
forces.  
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If a DBS check is received and offences have been identified, the successful 
applicant will be asked to explain the circumstances; the Managing Director will 
make the final decision in regard to the continuation of the conditional offer of 
employment. The potential risk to Welcome Skills will be reviewed in addition to the 
honesty and integrity of the applicant. 

 
Prevention of Illegal Working 

 
Under the Asylum & Immigration Act of 1996 Welcome Skills could be guilty of a criminal 
offence if it employs someone who does not have permission to work in the UK. 

 
Welcome Skills will check all applicants‟ documentation and advise accordingly if any 
applicant does not have permission to work in the UK. 

 
Planning of staffing levels 
 
The training programme and administrative workload are evaluated at the time of annual re-
contracting.  Staff resources are examined to check if sufficient resource is available.  If not, steps 
are taken to identify the type and amount of additional staff resource required and appropriate 
action taken. 
 
Job descriptions for all staff 
 
Job descriptions for all staff are available on staff files. 
 
Staff induction training 
 
Each new staff member follows a relevant detailed Induction programme to familiarise themselves 
with the Company’s operations, policies, philosophy, procedures and the specific tasks they will be 
called upon to carry out. As staff follow this Induction programme an on-going record of training 
carried out will be kept and they will be asked to sign each part of the training received. 
 
A general induction programme will also be included for all new employees including 
information on professional standards and boundaries in respect of safeguarding, prevent, 
British values and promoting the health, safety and welfare of students. Reference will be 
made to relevant statutory requirements and/or local guidance in these areas. All new staff 
will also have to agree to abide by Welcome Skills Safeguarding Code 
 
Detailed information and training will be provided over a period of time, by the Line Manager. Staff 
will also be issued with any other relevant documentation and equipment required for their job role. 
 
Staff training and development plan 
 
A copy of the Staff Training and Development Plan is prepared annually and its effectiveness 
evaluated by the Management Team. 
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Identification of staff training and development needs 
 
This plan of training and development emerges from the annual staff appraisals and quarterly 
performance reviews at which further training and development in line with Company needs is 
discussed individually with each member of staff (see staff Appraisal and performance review 
process. 
 
Staff qualifications and competences 
 
All staff are required to meet the qualifications specified for them to be able to carry out their 
duties. Details of staff qualifications and competences acquired from previous work experience or 
training are recorded on staff files. Where necessary, staff are given appropriate training or 
experience to ensure they are capable and qualified to carry out their duties. 
 
Staff delivering and assessing vocational qualifications will be expected to follow Awarding 
Organisation guidelines for their Continuing Professional Development (CPD) and any training to be 
undertaken must be approved by the Managing Director. Staff will normally be trained to the 
appropriate standard. Equality & Diversity, Safeguarding, Prevent training are considered to be 
essential for all posts and training is updated annually. 
 
Systematic evaluation of staff training and development policy & procedures 
 
The Senior Management Team reviews staff training and development as part of the appraisal, 
performance review and Quality Process. 
 
General 

This policy should not be read in isolation, but is designed to be read in conjunction with Welcome 
Skills Equality and Diversity Policy, Safeguarding Policy and Prevent Strategy. 

 


