Minimum Standards for Safer Recruitment in Children’s Services
           APPENDIX A

QUICK CHECK LIST FOR Children’s Services Managers

Council Guidance with intranet reference links:

Recruitment & Selection Policy and Toolkit - Index - Recruitment & Selection Policy and Toolkit - Index - Harrow Council includes:

· R&S policy;

· Council proformas to use for all stages of the recruitment & appointment process;

· Authority to appoint form – including instructions for final appointment Authority to Appoint Form - Authority to Appoint Form - Downloads - Harrow Council, including a waiver to allow someone to start prior to the CRB return. NOTE: CS ONLY Director Targeted Services Division or Corporate Director Children’s services can authorise such waiver;

· Disclosure of Criminal Records policy 1.03 Criminal Records - Disclosure of - Criminal Records - Disclosure of - Downloads - Harrow Council including App 2 Declarations of Convictions Form (see para 4.4), Checking/RE-checking existing staff every 3 years (para11.2), list of jobs exempted from Rehabilitation of Offenders Act 1974 (App 4). Obtaining Certificates of good conduct on citizens from other members of the European Community with a list of countries (App7);

· References policy 3.28 References - References - Downloads - Harrow Council including 5 year Fidelity Insurance Guarantee NOTE: Policy still refers to 3 years which is incorrect.

· Guidance on employing migrant workers http://www.ukba.homeoffice.gov.uk
Guidance on Points Based System for Recruiting and Employing Migrant Workers
Recruitment & Selection training is available, including refreshers – see Learning and development - Harrow Council (intranet).

· Item 5. Failure to make appropriate checks and employing an illegal migrant worker could lead to financial penalties of up to £ 10.000 per illegal worker or a prison sentence

· Item 7. Children’s Services: only Director Targeted Services Division or Corporate Director can authorise such waiver, with reasons why.  Managers must then ensure NIL unsupervised access to children. Any checked CRB return showing a criminal record must be approved by DCS prior to employment start.  Shared Services notified of CRB outcome/dates.
· Item 9. In addition, all overseas applicants must provide a police check from country where resident for more than 2 years since the age of 18 See CRB Overseas Information Service http://www.crb.gov.uk/services_overseas.asp Tel: 08700 100 450.

· Item 12. Check for authenticity, signed physical copy, satisfactory content, validates application form dates, ensure specific reference questions covered. Consider obtaining further references if unsatisfactory. Verify employment references.

· Item 15. The file scanned and stored by Shared Services on SAP must contain: name, address, DOB, proof of identity, application form, CRB and other checks eg qualification, record of selection process (including interview notes, references, verification of reason for leaving previous employment, appointment letter signed by employee including confirmation of receipt of codes of conduct, full employment history, occupational health check [employee statement of mental and physical health], details of registration with relevant bodies, eg GTCe/GSCC, job description or role profile. [Manager keeps papers for unsuccessfuls for 6 month in case of query.]

· Agency/ Interim/ Consultants: Council master-vendor contract suppliers are already required to be compliant to this standard. Copies of CRB, other qualification/registration/identity checks and verified references should be provided to the appointing manager. Any organisation used outside the corporate contract must also be asked specifically for this information and checked carefully.

Links for free Safer Recruitment training (Online) - recommended

CWDC website:

http://www.cwdcouncil.org.uk/safeguarding/safer-recruitment
FREE downloadable post cards & posters directing to e-learning portal and free online training & a poster of 12 steps summary to safer recruitment (NOTE: ISA step is no longer relevant).

E-portal link: http://elearning.cwdcouncil.org.uk/login/index.php  - register with CWDC to access.

(NOTE: Same link used by schools.)
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