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1. Policy statement 
The safety and wellbeing of children, young people and adults at risk is a priority for Sailship Training and 
Learning for Life (Sailship TLL). Safer recruitment is a key part of safeguarding. Sailship TLL is committed to 
deterring, rejecting or identifying people who may pose a risk of harm, or who are otherwise unsuitable to work 
with children, young people or adults at risk. 

Sailship TLL expects all employees, trustees and volunteers to share its commitment to safeguarding and 
promoting welfare. The same safeguarding standards apply to volunteers as to paid staff, proportionate to the 
role, the activities undertaken and the legal eligibility for particular vetting checks. 

2. Scope and statutory framework 
This policy applies to recruitment and selection of employees and, where relevant, trustees, volunteers, 
agency staff, contractors, students and other people engaged to work for or on behalf of Sailship TLL. 

Sailship TLL will have regard to current safeguarding and safer-recruitment law and guidance, including 
Keeping Children Safe in Education (KCSIE), Disclosure and Barring Service (DBS) guidance, the Safeguarding 
Vulnerable Groups Act 2006 as amended, the Protection of Freedoms Act 2012, right-to-work legislation, 
data-protection legislation and relevant equality legislation. 

At the date of this review, KCSIE 2025 remains in force until 31 August 2026. KCSIE 2026 has been published 
and comes into force on 1 September 2026. Sailship TLL has prepared this policy for the 2026 requirements. 

From 1 September 2026 the supervision exemption for regulated activity with children is removed. Sailship TLL 
will therefore reassess relevant volunteer roles before that date and obtain an Enhanced DBS check with 
Children's Barred List information for volunteers who will engage in regulated activity with children. 

3. Roles and responsibilities 
• The Board of Trustees is responsible for ensuring that effective safer-recruitment policies and procedures 

are in place and for monitoring compliance. 
• The CEO is responsible for operational implementation, ensuring appropriate checks are completed and 

maintaining oversight of the Single Central Record. 
• Everyone involved in recruitment must follow this policy, declare any conflict or close personal/familial 

relationship with an applicant, and promote safeguarding at every stage. 
• At least one member of every interview panel must have completed appropriate safer recruitment training 

and refresher/update training as required. 
• At least two people must be involved in shortlisting. Wherever practicable, the same people should 

continue through the interview/selection process. 

4. Planning the recruitment 

Job description and person specification 

A current job description and person specification must be agreed before advertising. They must clearly set 
out the duties, responsibilities, essential and desirable criteria, qualifications where relevant, and the 
safeguarding responsibilities of the role. The person specification must include suitability to work with 
children, young people and/or adults at risk where applicable. 



 

 

Job advertisements 

Every advertisement must contain sufficient information for applicants to understand the role and must 
include: 

• the job title, principal duties, hours/location where appropriate and essential qualifications/experience; 
• a statement that Sailship TLL is committed to safeguarding and promoting the welfare of children, young 

people and adults at risk and expects staff and volunteers to share that commitment; 
• the requirement for appropriate pre-employment checks and references; 
• the level of DBS check and barred-list check required where this has been determined for the role; 
• a statement that suitability to work with children/adults at risk will be explored as part of the selection 

process; 
• where appropriate, that shortlisted candidates may be subject to an online search as part of safeguarding 

due diligence. 

5. Applications and self-declaration 
All candidates must complete Sailship TLL's application form. A CV may be accepted as supplementary 
information but must not be accepted as a substitute for a fully completed application form. 

The application form must obtain, as appropriate: 

• full identifying and contact information; 
• a full chronological employment history, including dates, roles, employers and explanations for gaps or 

periods not in employment; 
• relevant education, training, professional qualifications and registrations; 
• details of referees; 
• a declaration that information supplied is complete and accurate; 
• a self-declaration, at the appropriate stage and in accordance with current law, covering relevant criminal 

convictions/cautions, disqualifications, barred-list status, sanctions, restrictions, professional 
disciplinary matters and other information relevant to suitability to work with children, young people or 
adults at risk. 

Applicants will be told that providing false or deliberately misleading information may result in rejection of the 
application, withdrawal of an offer, disciplinary action or dismissal and, where appropriate, referral to the 
police, DBS, professional regulator or other authority. 

6. Shortlisting 
Shortlisting must be undertaken by at least two people against the published person specification and 
selection criteria. The panel must scrutinise applications for gaps, inconsistencies, repeated changes of 
employment, unexplained periods, incomplete information and matters relevant to safeguarding. Any issue 
requiring clarification must be recorded and explored at interview. 

Shortlisting decisions and the reasons for them must be recorded and retained in accordance with Sailship 
TLL's recruitment-record retention arrangements. 



 

 

7. Online searches of shortlisted candidates 
As part of safeguarding due diligence, Sailship TLL may carry out a proportionate online search on shortlisted 
candidates for roles involving children or young people. Candidates will be informed that such a search may 
take place. 

The purpose is to identify publicly available information that may need to be explored with the candidate 
because it is relevant to safeguarding or suitability. Searches must not be used to make decisions based on 
protected characteristics or irrelevant personal information. 

Where practicable, the search should be undertaken by a person who is not making the final selection 
decision, with only relevant safeguarding/suitability information passed to the panel. Any relevant finding 
must be put to the candidate so that they have an opportunity to explain it. 

The search undertaken, relevant findings, discussion with the candidate and the panel's decision/rationale 
must be recorded. Irrelevant personal information must not be retained. 

8. References 
All offers of employment are subject to at least two satisfactory references. One must be from the candidate's 
current or most recent employer. Where that employment did not involve work with children or adults at risk, 
Sailship TLL should, where practicable, also obtain a reference from the employer with whom the candidate 
most recently worked with children or adults at risk. 

• References must be obtained directly from the referee; open references/testimonials are not accepted as 
a substitute. 

• Referees must be asked about the candidate's suitability for the role and, where relevant, suitability to 
work with children/adults at risk. 

• References should be verified with the author where appropriate and discrepancies, vague statements or 
safeguarding concerns followed up. 

• References must be compared with the application form and information provided at interview. 
• Any telephone clarification, safeguarding discussion, discrepancy, concern and resulting recruitment 

decision must be recorded, dated and attributable to the person who made the enquiry. 

9. Interview and selection 
A face-to-face interview will be used wherever practicable. A minimum of two interviewers will normally 
interview candidates. At least one member of every interview panel must have completed safer recruitment 
training. 

The interview must assess the candidate against the job description/person specification and explore 
safeguarding suitability. Gaps, anomalies, discrepancies, relevant self-declarations, reference issues and 
relevant online-search findings must be discussed. The panel must keep clear notes of questions, answers, 
safeguarding discussions and the reasons for the selection decision. 



 

 

10. Conditional offer and pre-employment checks 
No appointment will be confirmed until the checks legally required and appropriate to the role have been 
completed and found satisfactory. Checks will be determined by the nature of the role and current legal 
eligibility. 

• Identity check, including evidence of any change of name where relevant. 
• Right to work in the United Kingdom. 
• Enhanced DBS check where the role is eligible. 
• Children's Barred List check where the person will engage in regulated activity with children, normally 

through an Enhanced DBS check with barred-list information. 
• Adults' Barred List check where the person will engage in regulated activity with adults and the role is 

eligible. 
• Prohibition from teaching check where the role and setting make this applicable. 
• Any other prohibition, direction, disqualification or management check required for the particular role. 
• Professional qualifications and professional registration where required or relied upon for appointment. 
• Appropriate overseas criminal-record or other suitability checks where a candidate has lived or worked 

outside the UK, having regard to the country, duration, role and available official guidance. 
• References and any other role-specific checks. 

The outcome and date of each required check, and the identity of the person who verified it, must be recorded 
on the Single Central Record or appropriate recruitment record. Where a check gives rise to information 
requiring a risk assessment, the assessment, discussion and decision must be recorded. 

11. DBS and barred-list checks 
Sailship TLL will request only the level of DBS and barred-list check for which the role is legally eligible. A 
Children's Barred List check must not be requested unless the legal conditions are met. 

For regulated activity with children, an Enhanced DBS check with Children's Barred List information will be 
obtained. For regulated activity with adults, the appropriate Enhanced DBS check with Adults' Barred List 
information will be obtained where eligible. 

Sailship TLL will verify the original DBS certificate or undertake an appropriate Update Service status check 
where legally and operationally suitable. The organisation will not rely on portability without confirming that 
the certificate is for the correct workforce, level and barred-list information for the role. 

Where DBS or other vetting information contains relevant information, the CEO and an appropriate 
trustee/senior decision-maker will undertake and record a proportionate risk assessment considering 
relevance, seriousness, recency, pattern, circumstances and safeguarding risk. Decisions will comply with 
current rehabilitation-of-offenders and filtering rules. 

12. Overseas checks 
A DBS check does not necessarily provide information about offences committed overseas. Where an 
applicant has lived or worked outside the UK, Sailship TLL will consider and obtain additional overseas 
criminal-record, certificate-of-good-conduct, professional or other checks where appropriate and available. 



 

 

The decision about which checks are required, any inability to obtain them, additional evidence considered 
and any resulting risk assessment must be documented before appointment is confirmed. 

13. Contractors and agency staff 
Sailship TLL must ensure that contractors and agencies apply safeguarding and vetting standards appropriate 
to the work before an individual starts. 

• The contractor/agency must provide written confirmation that the required identity, right-to-work, 
DBS/barred-list, qualification, overseas and other relevant checks have been completed. 

• Where contractor or agency staff will undertake regulated activity with children, Sailship TLL must ensure 
that an Enhanced DBS check with Children's Barred List information has been obtained. 

• Where regulated activity with adults is undertaken, the corresponding eligible adult-workforce checks 
must be confirmed. 

• Sailship TLL will independently verify the identity of the person who attends and that they are the person 
on whom the checks were completed. 

• The relevant check/confirmation and date must be recorded on the Single Central Record or equivalent 
central vetting record where appropriate. 

• No unchecked contractor or agency worker may be given unsupervised access to children or adults at risk 
where the required checks have not been confirmed. 

14. Volunteers 
Volunteers are subject to the same safeguarding standards as employed staff, proportionate to their role and 
to the checks that Sailship TLL is legally entitled or required to obtain. 

Before appointment, Sailship TLL will undertake a written role/risk assessment to determine the nature of 
contact with children/adults at risk and the required vetting. Volunteer checks may include identity, 
references, application/self-declaration, interview, online safeguarding search, qualifications where relevant, 
right-to-work considerations where applicable, and DBS/barred-list checks according to legal eligibility. 

From 1 September 2026, the supervision exemption for regulated activity with children is removed. A volunteer 
who carries out the relevant activity frequently or meets the period condition may therefore be in regulated 
activity even when supervised. Such volunteers must have an Enhanced DBS check with Children's Barred List 
information before engaging in that regulated activity. 

An unchecked volunteer must never be permitted unsupervised contact where the role requires vetting. Any 
decision to allow a volunteer to begin limited activity pending a check must be lawful, exceptional, risk 
assessed, documented and subject to appropriate supervision. 

15. Single Central Record (SCR) 
Sailship TLL will maintain a Single Central Record of recruitment and vetting checks. The CEO is accountable 
for ensuring that it is accurate, current and available for safeguarding audit; day-to-day maintenance may be 
delegated to an authorised administrator. 



 

 

The SCR will include, where applicable, employees, relevant trustees, volunteers, agency staff, contractors 
and other people working regularly with children or adults at risk. It will record the date and 
outcome/confirmation of relevant checks, including: 

• identity; 
• DBS level and certificate/check date (without unnecessarily recording sensitive certificate content); 
• Children's and/or Adults' Barred List check where applicable; 
• right to work; 
• professional qualifications/registration; 
• prohibition from teaching or other relevant prohibition/disqualification checks where applicable; 
• overseas checks and any recorded risk assessment where relevant; 
• references and completion of required safer-recruitment stages, where Sailship TLL chooses to record 

these centrally; 
• for agency/contractor personnel, the date written confirmation of required checks was received and the 

date identity was verified; 
• the name or initials of the person who completed/verified each check. 

The SCR may be electronic or paper but must be securely stored, access-controlled, regularly audited and 
updated promptly when personnel or checks change. The SCR is an assurance record and does not replace 
the underlying recruitment/personnel records. 

16. Recording, retention and confidentiality 
Recruitment records must provide a clear audit trail. Sailship TLL will record shortlisting decisions, interview 
notes, reference checks and follow-up discussions, relevant online-search findings, self-declaration 
discussions, vetting issues, safeguarding concerns, risk assessments and the reasons for appointment/non-
appointment decisions. 

Records will be stored securely with access restricted to those who need it. Personal data will be retained only 
for as long as there is a lawful and operational need and disposed of securely in accordance with Sailship 
TLL's data-protection and retention arrangements. Sensitive DBS information will be handled in accordance 
with the DBS Code of Practice and current data-protection requirements. 

17. Induction and ongoing safeguarding 
All new staff and volunteers will receive appropriate induction covering safeguarding policies, the Code of 
Conduct, reporting concerns, whistleblowing and the expectations governing their role. Safer recruitment 
does not end at appointment: safeguarding suitability remains an ongoing responsibility. 

Staff and volunteers must inform Sailship TLL promptly of relevant changes that may affect their suitability or 
ability to undertake their role, subject to lawful and proportionate requirements. Sailship TLL will consider 
whether renewed or updated checks are required in accordance with current law, DBS guidance, role changes 
and risk. 



 

 

18. Referrals to the Disclosure and Barring Service 
Sailship TLL recognises that organisations providing regulated activity have a legal duty to make a referral to 
the DBS where the statutory referral conditions are met. This may include circumstances where a person is 
removed from regulated activity, or would have been removed had they not resigned or otherwise ceased the 
activity, because they harmed or posed a risk of harm to a child or adult at risk. Sailship TLL will follow current 
DBS referral guidance and will not use a settlement agreement or resignation to avoid a safeguarding referral. 

19. Monitoring and audit 
The CEO will monitor implementation of this policy. Recruitment files and the Single Central Record will be 
audited periodically, with a formal safer-recruitment review reported to the Board of Trustees at least 
annually. Any identified weakness must be remedied promptly. 

This policy will be reviewed annually and sooner where legislation, statutory guidance, DBS eligibility rules or 
Sailship TLL's activities change. 

20. Approval 
Approved by Board of Trustees  
Date approved 11/08/2026 

 
Signed - Chair 

 
 
 
 

Signed - CEO 
 

 

 
 


