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RECRUITMENT AND SAFER RECRUITMENT POLICY 
Manorfield Hall follows DAZL’s policies and procedures as the named organisation running the charity with the support of the board of trustees.  
Policy statement

Manorfield Hall & DAZL commits to protecting all people who use our facilities by making sure we employ the right people (paid and/or volunteer) so that they are suitable to work with children and vulnerable adults.  We are invested in promoting the welfare of vulnerable individuals and committed to safeguarding those in our care.

Aims & objectives of the policy

Manorfield Hall’s overall aim is to deter unsuitable applicants from applying for roles with vulnerable groups.  Whilst also ensuring all candidates are treated fairly, consistently and in compliance with all the relevant legislation (please see our Recruitment policy for further details).

Recruitment and selection procedures.  

Manorfield Hall aims to recruit the most competent and skilled people to the organisation, taking every effort to recruit based on equality of opportunity including through the following methods:

· Advertising widely.

· Providing informative application packs including; job description, person specification, context of the job, information on Manorfield Hall and any other necessary supporting information.

· Uniform application forms.

· Adhere to Manorfield Hall’s Safer Recruitment Policy at all times.

· Clear deadlines that are adhered to.

· Equal Opportunity Monitoring forms are to be removed from the application at the point of receipt and kept separately for the purpose of monitoring only.

· The short-listing panel will not see the applications before the deadline and then only with all distinguishing names, addresses or references to age, race and age removed (to avoid bias).

· All interviews will involve more than one interviewer.

· All members of the interview panel will be inducted.

· Any additional tasks or exercises given will be relevant to the post and will only assess the competencies required for the particular post.

· All interviews will be scripted to ensure fairness.

· All interviewers and the short-listing panel will declare any conflicts of interest.

· Any special requirements will be catered for appropriately, ensuring no positive or negative discrimination.

· Notes and scores concerning the job description and person specification will be kept.

· Reasonable attendance costs will be met by Manorfield Hall for applicants attending the interview.

· Written feedback will be given on request after the event.
Safer recruitment practices 
· We will inform candidates of our commitment to safeguarding our participants
· Follow our recruitment process timeline to ensure enough time to thoroughly vet each candidate.
· Detail that applicants have to undergo strict vetting procedures before appointment.

· Carry out all pre-employment checks:- DBS/qualification/reference and identity checks.

· Ensure staff are appropriately trained for their duties

Information on pre-employment checks, such as DBS checks. 
· Pre-employment checks will be carried out, including details of when you will ask for them, the process of obtaining the certificates, the identity checks you will carry out and what action you will take if someone is signed up to the DBS Update Service
· DBS check (a list of identification documents required will be given) including the following:- Passport/birth certificate/driving licence/ Bank statement and proof of address)

· Signed form confirming eligibility to work in the UK

· Evidence of all qualifications

· 2 References that Manorfield Hall will contact and verify
On-boarding process. 

Steps will then be taken to properly induct new staff members, including procedures and processes, paperwork requirements, IT, meeting all other staff members/ freelancers, volunteers, the Manorfield Hall Board and any other relevant parties.
Final statement 
The Recruitment and Safer Recruitment Policy outlines our commitment to fair and focused hiring practices and safeguarding all those in our care.
All Manorfield Hall’s Policies are reviewed annually and in between if legislation changes. Review date: April 2025 Approved By: Ian Rodley (DAZL Director) & Christine Webb (Chair of Manorfield Hall)
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