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Section 1: Introduction
At Babyzone the safety and welfare of children is of the utmost importance. We are committed to proactively safeguarding and protecting all children and understand that this is the responsibility of everyone. We will give equal priority to keeping all children safe regardless of their age, disability, gender, race, religion or belief. We also recognise that some children are additionally vulnerable because of the impact of discrimination, previous experiences, their level of dependency, communication needs or other issues.
Parents, carers and families attend Babyzone with their children and remain responsible for the welfare of their children at all times. Babyzone does not undertake any activities with children in the absence of their parents or carers, but does have the opportunity to observe children's welfare within their family context. Babyzone staff must never be alone with a child in any circumstance.
Babyzone recognises that safer recruitment is the first step in safeguarding and promoting the wellbeing and welfare of the children who attend Babyzone sessions. All Babyzone staff involved in the selection and recruitment of employees, volunteers and trustees must familiarise themselves with and comply with this policy.
In this policy a child is defined as, 
“anyone who has not yet reached their 18th birthday.”
 (Working Together to Safeguard Children, 2026, p5). 
Section 2: Purpose and Aims
The principal aim of this Safer Recruitment Policy is to help deter, reject or identify applicants who might abuse children or young people, or who are otherwise unsuitable to work with them. This policy also aims to ensure compliance with all relevant legislation, statutory requirements, and UK Government guidance and best practice, including guidance and the Code of Practice issued by the Disclosure and Barring Service (DBS) in England and Wales, and Disclosure Scotland in Scotland.
This policy forms part of Babyzone's wider commitment to safeguarding and promoting the wellbeing and welfare of children. It should be read alongside Babyzone's Safeguarding Policy, Equality and Diversity Statement, Data Protection Policy and Code of Conduct.
Babyzone is committed to ensuring consistency of treatment and fairness in recruitment and will abide by all relevant equality legislation including the Equality Act 2010. This policy will be reviewed annually or sooner in light of new legislation, statutory guidance or best practice.
Section 3: Our Legal Responsibilities
Everyone who works with children has a responsibility for keeping them safe. The principal legislative and statutory framework underpinning this policy is as follows:
England
· The Children Act 1989 and Children Act 2004 establish the statutory duty to safeguard and promote the welfare of children.
· Working Together to Safeguard Children (2023) sets out how all organisations must work together to safeguard and promote the welfare of children. All references in this policy to Working Together refer to the 2023 edition.
· The Safeguarding Vulnerable Groups Act 2006 and associated regulations govern regulated activity and barring.
Wales
· The Social Services and Well-being (Wales) Act 2014 is the primary legislative framework governing safeguarding in Wales.
· The Wales Safeguarding Procedures (2019, updated 2022) provide the operational framework for safeguarding practice across Wales, and apply to all Babyzone activity at Welsh venues.
· Safeguarding oversight in Wales is coordinated through Regional Safeguarding Boards rather than Local Safeguarding Children Partnerships.
Scotland
· The Children and Young People (Scotland) Act 2014 and the National Child Protection Guidance for Scotland (2021) apply to Babyzone's activities in Scotland.
· In Scotland, disclosure and barring checks are carried out through Disclosure Scotland under the Protection of Vulnerable Groups (Scotland) Act 2007 (PVG Scheme), rather than the DBS. Any recruitment of staff or volunteers for the Glasgow hub must use the PVG Scheme accordingly.
· Safeguarding oversight in Scotland is coordinated through Child Protection Committees at local authority level.
Where this policy refers to "DBS checks," this means DBS checks for roles based in England and Wales, and PVG Scheme checks for roles based in Scotland. The appropriate check must be applied based on the location of the role.
Section 4: Recruitment Principles
Babyzone is committed to fair, equitable and transparent recruitment and selection procedures. Appointments will be based on the applicant's skills, abilities, qualifications and experience, as measured against the role description and person specification. Babyzone achieves fair recruitment through transparent, non-discriminatory policies and procedures that enable equal treatment of all applicants.
All applicants must be considered fairly and consistently. Selection decisions must be explicitly based on evidence, and how applicants meet the published person specification for the role. Appropriate selection methods including CVs, covering letters, presentations, interviews and references, will be used depending on the nature of the role.
Recruitment will be conducted in a professional, timely and responsive manner, and in compliance with current employment legislation, safeguarding legislation and statutory guidance.
If an individual involved in the recruitment process has a close personal or familial relationship with an applicant, they must declare this as soon as they become aware of the application and must not be involved in any recruitment or selection decision relating to that applicant.
Section 5: Roles and Responsibilities
The Chief Executive Officer, and all other team members involved in recruitment, are responsible for ensuring that Babyzone operates safer recruitment procedures. This includes the satisfactory completion of all pre-employment checks, monitoring of contractors' and agencies' compliance with this policy, and safeguarding and promoting the wellbeing and welfare of children and young people at every stage of the recruitment process.
The Operations Manager is responsible for maintaining the Single Central Record of recruitment and vetting checks and for ensuring it is kept current.
Section 6: Babyzone and Regulated Activity
The Disclosure and Barring Service defines regulated activity as work that a barred person must not do. Individuals who carry out unsupervised teaching, training, instruction, care or supervision of children — or those in an ancillary role who could have unsupervised contact with children — are required to hold an Enhanced DBS Check (or PVG membership in Scotland).
On a Babyzone delivery day, families attend together and all children are with their parent, carer or guardian at all times. No member of Babyzone staff, contracted staff, partner organisation staff, agency workers or volunteers should ever be alone with a child. In this way, no Babyzone staff members are engaging in regulated activity with children as defined by the legislation, and there is therefore no legal requirement for an Enhanced DBS Check.
However, Babyzone is committed to the most robust safeguarding and safer recruitment procedures and requires all staff, volunteers and regularly attending contractors to hold at minimum a basic DBS Check (or basic Disclosure in Scotland) before commencing work with Babyzone.
Section 7: Role Descriptions and Advertising
Role descriptions and advertisements are key documents in the recruitment process and must be finalised before any other steps are taken. They will clearly and accurately set out the duties and responsibilities of the role, including the extent of contact with children and families, and must explicitly refer to the postholder's responsibility for safeguarding and promoting the wellbeing and welfare of children.
The person specification is of equal importance and informs the selection decision. It must detail the skills, qualifications and experience required, and must include a specific reference to the applicant's suitability to work with children and young people. All applicants will be assessed equally against the published criteria without exception or variation.
All advertising material must make clear that the successful candidate's identity will be thoroughly verified, and that a DBS check or PVG membership (as applicable) will be required before appointment is confirmed.
Section 8: Applications and Shortlisting
Application forms will require:
· Full personal information, including any former names by which the person has been known;
· A full employment and voluntary history since leaving school, including any periods of further education or training, with explanations for any gaps;
· Details of any relevant academic and/or vocational qualifications;
· Both professional and character references;
· A declaration, appropriate to the position, that the person has no unspent convictions, cautions or bind-overs, or if they do, details provided in a sealed envelope marked 'Private and Confidential';
· Confirmation that the applicant understands it is a criminal offence to seek or accept work in regulated activity while barred from working with children, and that providing false information may result in rejection, summary dismissal, or referral to the police and/or DBS.
Incomplete application forms will not be considered.
Babyzone will inform shortlisted candidates that online searches, including searches of publicly available social media, may be conducted as part of due diligence checks. These searches will be carried out consistently for all shortlisted candidates, documented, and conducted in compliance with data protection law. The purpose of such checks is to identify any publicly available information that might indicate unsuitability to work with children or families. Any information found will be considered fairly and in context before any decision is made.
All applications will be scrutinised for discrepancies, anomalies or unexplained gaps in employment history, which will be followed up during the reference and interview stages.
Section 9: References
Wherever possible, references will be obtained immediately after shortlisting and prior to interview, so that any discrepancies or concerns can be explored with the referee and discussed with the applicant at interview.
All offers of employment or volunteering are subject to receipt of a minimum of two independent references considered satisfactory by Babyzone. One reference must be from the applicant's current or most recent employer or deployer. References must not be provided by a relative of the applicant.
References must be supplied directly by referees using Babyzone's reference pro-forma. All referees will be asked to confirm:
· Whether they believe the applicant is suitable for the role applied for;
· Whether they have any reason to believe the applicant is unsuitable to work with parents and their young children;
· Whether the applicant has been the subject of any disciplinary sanctions; and
· Whether any allegations have been made against them, or concerns raised, relating to the safety or welfare of children or young people, or about the applicant's behaviour towards children — including details of any outcomes.
Babyzone does not accept open references, testimonials provided by the applicant, or references from relatives. Where references are absent or raise concerns, direct telephone contact will be made with the referee. Where an applicant claims specific qualifications or experience that cannot be verified by a reference, verification will be sought from the relevant awarding body or previous employer.
Section 10: Interviews
Shortlisted applicants will be invited to a face-to-face interview, conducted either in person or via a secure video conference platform, by a minimum of two interviewers. The selection process will vary depending on the level of the role — three stages for management roles and two stages for non-management roles. Further detail is set out in the Babyzone selection process document.
Interview questions will be competency-based and designed to assess the applicant's specific skills, their ability to carry out the role, and whether they share Babyzone's values. The applicant's attitude towards children and young people, and their commitment to safeguarding, must be explored explicitly during every interview.
The interview panel must fully explore any discrepancies, anomalies or gaps in employment history identified from the application or references.
At least one member of the interview panel must have completed safer recruitment training or a refresher, and all panel members must have completed safeguarding training.
All candidates invited for interview must bring:
· Documentary evidence of identity — a full birth certificate, passport or photocard driving licence; and
· A document verifying their name and address, such as a recent utility bill; and
· Where applicable, change of name documentation; and
· Original or certified copies of relevant educational and professional qualifications. Where originals are unavailable, written confirmation from the awarding body must be obtained.
Section 11: Role Offer and Pre-appointment Checks
Any offer of appointment will be conditional upon satisfactory completion of all pre-appointment checks, including:
· Verification of the applicant's identity (if not already completed at interview);
· Receipt of two satisfactory independent references;
· A DBS Disclosure or PVG check appropriate to the role and jurisdiction;
· Where applicable, a check against the Teacher Prohibition Order list held by the Teaching Regulation Agency (TRA).  This applies where an applicant has a teaching background or holds a teaching qualification;
· Confirmation that the applicant is not subject to an order under the Charities Act 2011 (as amended by the Charities Act 2022) for removal or disqualification from a charity. In Scotland, the equivalent check under the Charities and Trustee Investment (Scotland) Act 2005 applies;
· Verification of the applicant's right to work or volunteer in the UK;
· Criminal record checks and/or overseas police checks as appropriate for applicants who have lived or worked overseas (see Section 12); and
· Verification of any relevant qualifications and professional status, and whether any restrictions have been imposed by a regulatory body.
Any information provided regarding past disciplinary sanctions, allegations or convictions will be considered on a case-by-case basis during the recruitment process. A personnel file checklist will be used to track and audit all paperwork obtained and will be retained on personnel files.
Section 12: Checks on Overseas Applicants
The same pre-appointment checks must be made on all overseas applicants, including DBS or PVG checks as applicable. However, these disclosures may not capture convictions received abroad. Where an applicant has lived or worked overseas for more than three months within the previous year, they will be required to obtain a criminal record check from the relevant authority in that country.
Not all countries provide this service. The advice of the DBS Overseas Information Service must be sought regarding criminal record checking for overseas applicants.
Where an overseas check is not possible or practicable, Babyzone will obtain an additional reference and may seek a letter via the applicant from the relevant professional regulating authority in the country in which they worked, confirming whether any sanctions or restrictions have been imposed.
Section 13: Trustee Recruitment
Trustees play a vital role in the governance of Babyzone and, as such, are subject to the same safer recruitment principles as staff and volunteers. The following applies to all trustee appointments:
· All prospective trustees must complete a Babyzone trustee application process, which will include a review of their suitability to serve as a trustee of an organisation working with children and vulnerable families.
· All trustees must undergo a basic DBS check (or basic Disclosure in Scotland) before appointment is confirmed.
· Trustees must confirm they are not disqualified from acting as a charity trustee under the Charities Act 2011 or the automatic disqualification rules set out in the Charities (Protection and Social Investment) Act 2016.
· All trustees must complete Babyzone's safeguarding induction training and any subsequent mandatory safeguarding training as required.
· Trustee recruitment will be conducted in line with the same conflict of interest and fairness principles set out in Section 4 of this policy.
Section 14: Volunteer Recruitment
Volunteers make a valuable contribution to Babyzone and must be recruited with the same care and rigour as paid staff. The following applies specifically to volunteer recruitment:
· All prospective volunteers must complete a Babyzone volunteer application form and provide a minimum of two references, at least one of which must be from a person who can speak to their suitability to work with children and families.
· All volunteers must undergo a basic DBS check (or basic Disclosure in Scotland) before commencing their role.
· Prospective volunteers will be offered an informal conversation with a member of the Babyzone team prior to appointment, to discuss the role and allow any questions to be raised.
· Volunteers must complete Babyzone's safeguarding induction training before attending their first session.
· Volunteer roles will have clear role descriptions, including the extent of contact with children and families and the boundaries of the volunteer's responsibilities.
· The same self-declaration requirements set out in Section 18 apply to volunteers as to paid staff.
Section 15: Safeguarding Induction Training
All new trustees, employees and volunteers must complete mandatory safeguarding induction training in accordance with Babyzone's Safeguarding Policy before attending their first session. This will include an introduction to Babyzone's safeguarding policies and procedures and will identify the individuals with designated safeguarding responsibilities and their specific roles. Induction training will include child protection training tailored to the level appropriate to the individual's role.
Probationary periods of three months will typically apply for new employees, during which performance will be monitored. Babyzone reserves the right to extend this period by up to a further six months at its discretion. Where concerns arise during a probationary period that relate to an individual's conduct around children or families, the Head of Babyzone must be notified immediately and the individual's access to sessions reviewed pending investigation.
Section 16: Single Central Record of Recruitment and Vetting Checks
A Single Central Record of recruitment and vetting checks for all trustees, staff, contractors, agency staff and volunteers will be maintained by the Operations Manager and kept up to date at all times. The record will include the date each check was completed, the type of check, and the date renewal is due.
Section 17: Ongoing Employment and Volunteering
Safer recruitment is an initial measure within an ongoing commitment to maintaining a safe organisation. Babyzone will provide ongoing safeguarding training and support for all trustees and staff, as identified through its appraisal system.
Heads of Babyzone will liaise with the relevant safeguarding body for their jurisdiction to ensure training is current:
· England: Local Safeguarding Children Partnership (LSCP)
· Wales: Regional Safeguarding Board
· Scotland: Child Protection Committee (local authority area)
DBS certificates and other relevant vetting checks will be renewed every three years. The Operations Manager is responsible for tracking renewal dates and notifying the relevant Head of Babyzone in advance.
Section 18: Self-Declaration of New Convictions
All Babyzone staff, volunteers and trustees are required to self-declare any new convictions, cautions, reprimands or final warnings received after appointment, without delay. This obligation applies for the duration of their employment, volunteering or trusteeship with Babyzone.
Self-declarations must be made to the Chief Executive Officer (or, in the case of the CEO, to the Chair of the Board of Trustees). All declarations will be treated confidentially and considered on a case-by-case basis. A declaration will not automatically result in dismissal or removal but will be assessed in the context of the individual's role and their contact with children and families.
Failure to disclose a new conviction or caution may be treated as a disciplinary matter and could result in dismissal or removal from the role.
Section 19: Referring to the DBS or Disclosure Scotland
Despite best efforts to recruit safely, there may be occasions when safeguarding concerns or allegations arise in relation to individuals associated with Babyzone. Babyzone has a legal duty to make a referral to the DBS (or Disclosure Scotland, as applicable) where both of the following conditions are met:
Condition 1
Babyzone withdraws permission for an individual to engage in activity with families and their children including situations where Babyzone would have taken this action but the individual was redeployed, resigned, retired or otherwise left before action was taken.
Condition 2
Babyzone believes the individual has:
· Engaged in relevant conduct in relation to children, an action or inaction that has harmed a child or put them at risk of harm; or
· Satisfied the harm test in relation to children, there has been no relevant conduct, but a risk of harm to a child still exists; or
· Been cautioned or convicted of a relevant offence that results in automatic barring, either with or without the right to make representations.
Relevant Conduct
Relevant conduct refers to when an individual:
· Endangers a child or is likely to endanger a child;
· Acts in a way that, if repeated against a child, would endanger them or be likely to do so;
· Involves sexual material relating to children (including possession of such material);
· Involves sexually explicit images depicting violence against human beings (including possession of such images); or
· Is of a sexual nature involving a child.
A person's conduct endangers a child if they harm a child; cause a child to be harmed; put a child at risk of harm; attempt to harm a child; or incite another to harm a child.
What is Harm?
Harm is considered in its widest context and may include sexual, physical, financial, emotional, psychological or verbal harm, neglect, and other forms of abuse. This is not a fully comprehensive list.
In Scotland, referrals are made to Disclosure Scotland under the PVG Scheme rather than to the DBS. The Chief Executive Officer is responsible for making any required referral and must seek appropriate legal advice where necessary.
Section 20: Contractors and Partners
The principles of safer recruitment will be included in the terms of any contract drawn up between Babyzone and contractors or partners providing services, or individuals to work with children and families, in association with Babyzone. Babyzone will monitor compliance with the contract, which will also include a requirement that the provider will not sub-contract to any personnel who have not been subject to a safer recruitment process.
Contractors engaged by Babyzone must complete the same pre-appointment checks for their employees as Babyzone completes for its own staff. Written confirmation that these checks have been completed must be received before any employee of the contractor can commence work with families in association with Babyzone.
Babyzone will independently verify the identity of all staff supplied by contractors or partners, and will require sight of the original DBS certificate (or PVG confirmation in Scotland) before commencement.
Where a named individual from a partner or contractor organisation is replaced by a different person, the partner organisation must notify the Head of Babyzone in advance and confirm that the replacement individual has completed all required checks before attending a session.
Section 21: Use of Technology in Recruitment
Babyzone recognises that technology, including AI-assisted tools, may be used to support recruitment processes such as shortlisting, application screening or candidate assessment. The following principles apply:
· Any AI tool or automated system used in the recruitment process must be approved in advance by the Chief Executive Officer and reviewed for potential bias, particularly in relation to the protected characteristics set out in the Equality Act 2010.
· Automated tools must not be used to make final recruitment decisions. All decisions about candidates must involve human review and judgement.
· Candidates must not be rejected solely on the basis of an automated or algorithmic assessment without a human reviewer having considered their application.
· Online searches and social media checks conducted as part of due diligence must be carried out in accordance with the Data Protection Policy and applied consistently across all shortlisted candidates.
· All technology used in recruitment must be operated in compliance with UK GDPR and the Data Protection Act 2018.
Section 22: Monitoring and Evaluation
Babyzone is committed to monitoring all recruitment procedures to ensure the most effective and safest practices are in place. The Chief Executive Officer is responsible for ensuring this policy is monitored and evaluated with respect to its effectiveness and implementation, including an annual review of the Single Central Record and compliance across all venues and partner organisations.
Section 23: Review
This policy will be regularly monitored and reviewed by the Executive Team and Board of Trustees. It will be reviewed annually, or sooner where required by changes in legislation, statutory guidance, or significant changes to Babyzone's operations or delivery model.

Appendix A: Jurisdiction Reference Table
	Area
	England
	Wales
	Scotland

	Primary safeguarding framework
	Working Together to Safeguard Children (2023)
	Wales Safeguarding Procedures (2022); Social Services and Well-being (Wales) Act 2014
	National Child Protection Guidance for Scotland (2021); Children and Young People (Scotland) Act 2014

	Disclosure and barring check
	DBS check (Disclosure and Barring Service)
	DBS check (Disclosure and Barring Service)
	PVG Scheme (Disclosure Scotland)

	Safeguarding partnership body
	Local Safeguarding Children Partnership (LSCP)
	Regional Safeguarding Board
	Child Protection Committee (local authority)

	Charity disqualification legislation
	Charities Act 2011 / Charities Act 2022
	Charities Act 2011 / Charities Act 2022
	Charities and Trustee Investment (Scotland) Act 2005

	Public health authority
	UK Health Security Agency (UKHSA)
	Public Health Wales
	Public Health Scotland
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