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Safer Recruitment

First published in November 2016. This guidance replaces the 
Scottish Government’s national guidance Safer Recruitment 
Through Better Recruitment (2007). 

Through Better Recruitment
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Introduction

http://www.gov.scot/Topics/People/social-services-workforce/SWSSF/visionandstrategy/publication
http://www.gov.scot/Topics/People/social-services-workforce/SWSSF/visionandstrategy/publication
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1.  Developing your 
recruitment policy

Your recruitment policy

Key elements

Further considerations

Links to further 
guidance and practice 
examples:

 

 

http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Employing-your-own-care-and-support/Information-hub.aspx
http://www.skillsforcare.org.uk/Employing-your-own-care-and-support/Information-hub.aspx
http://www.skillsforcare.org.uk/Employing-your-own-care-and-support/Information-hub.aspx
http://www.skillsforcare.org.uk/Employing-your-own-care-and-support/Information-hub.aspx
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://www.sssc.uk.com/about-the-sssc/codes-of-practice/what-are-the-codes-of-practice
http://hub.careinspectorate.com/media/422167/sssc-registration-regulations-6-month-rule-ci-.docx
http://hub.careinspectorate.com/media/422167/sssc-registration-regulations-6-month-rule-ci-.docx
http://hub.careinspectorate.com/media/422167/sssc-registration-regulations-6-month-rule-ci-.docx
http://hub.careinspectorate.com/media/422158/care-service-record-keeping-notification-requirements-ci-.pdf
http://hub.careinspectorate.com/media/422158/care-service-record-keeping-notification-requirements-ci-.pdf
http://hub.careinspectorate.com/media/422158/care-service-record-keeping-notification-requirements-ci-.pdf
http://hub.careinspectorate.com/media/379985/personal-data-and-record-keeping-acas-.pdf
http://hub.careinspectorate.com/media/379985/personal-data-and-record-keeping-acas-.pdf
http://hub.careinspectorate.com/media/422161/pre-post-employment-checks-nhs-pin-policy-.pdf
http://hub.careinspectorate.com/media/422161/pre-post-employment-checks-nhs-pin-policy-.pdf
http://hub.careinspectorate.com/media/422161/pre-post-employment-checks-nhs-pin-policy-.pdf
http://hub.careinspectorate.com/media/379988/recruitment-and-selection-policy-example.pdf
http://hub.careinspectorate.com/media/379988/recruitment-and-selection-policy-example.pdf
http://hub.careinspectorate.com/media/379988/recruitment-and-selection-policy-example.pdf
http://hub.careinspectorate.com/media/422164/recruitment-checklist-example.pdf
http://hub.careinspectorate.com/media/422164/recruitment-checklist-example.pdf
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http://hub.careinspectorate.com/media/379991/recruitment-policy-example.docx
http://hub.careinspectorate.com/media/379991/recruitment-policy-example.docx
http://hub.careinspectorate.com/media/379994/recruitment-training-powerpoint.pptx
http://hub.careinspectorate.com/media/379994/recruitment-training-powerpoint.pptx
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Equal opportunties

Key elements

should not be seen as a barrier to rigour

Further considerations

Links to further 
guidance and practice 
examples:

https://www.equalityhumanrights.com/en/commission-scotland
https://www.equalityhumanrights.com/en/commission-scotland
https://www.equalityhumanrights.com/en/commission-scotland
https://www.equalityhumanrights.com/en/commission-scotland
http://hub.careinspectorate.com/media/380013/encouraging-men-into-childcare-pkc-.pdf
http://hub.careinspectorate.com/media/380013/encouraging-men-into-childcare-pkc-.pdf
http://hub.careinspectorate.com/media/380013/encouraging-men-into-childcare-pkc-.pdf
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Involving people who use services in 
Recruitment and Selection

Key elements

Further considerations

Links to further 
guidance and practice 
examples: 

http://hub.careinspectorate.com/media/380020/interview-by-young-person.doc
http://hub.careinspectorate.com/media/380020/interview-by-young-person.doc
http://hub.careinspectorate.com/media/380020/interview-by-young-person.doc
http://hub.careinspectorate.com/media/380023/involving-service-users.pdf
http://hub.careinspectorate.com/media/380023/involving-service-users.pdf
http://hub.careinspectorate.com/media/421795/osc-children-s-involvement-in-staff-recruitment.docx
http://hub.careinspectorate.com/media/421795/osc-children-s-involvement-in-staff-recruitment.docx
http://hub.careinspectorate.com/media/421795/osc-children-s-involvement-in-staff-recruitment.docx
http://hub.careinspectorate.com/media/421792/rats-programme.doc
http://hub.careinspectorate.com/media/421792/rats-programme.doc
http://hub.careinspectorate.com/media/380026/service-user-s-interview-report.pdf
http://hub.careinspectorate.com/media/380026/service-user-s-interview-report.pdf
http://hub.careinspectorate.com/media/380026/service-user-s-interview-report.pdf
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Links to further 
guidance and practice 
examples:

Application form

Key elements

http://www.acas.org.uk/index.aspx?articleid=1371
http://www.acas.org.uk/index.aspx?articleid=1371
https://www.disclosurescotland.co.uk/faq/
https://www.disclosurescotland.co.uk/faq/
https://www.disclosurescotland.co.uk/faq/
https://www.disclosurescotland.co.uk/faq/
http://hub.careinspectorate.com/media/380030/applicant-profile-availability-and-work-history-care-assistant-.doc
http://hub.careinspectorate.com/media/380030/applicant-profile-availability-and-work-history-care-assistant-.doc
http://hub.careinspectorate.com/media/380030/applicant-profile-availability-and-work-history-care-assistant-.doc
http://hub.careinspectorate.com/media/380030/applicant-profile-availability-and-work-history-care-assistant-.doc
http://hub.careinspectorate.com/media/380033/application-form-care-assistant-.docx
http://hub.careinspectorate.com/media/380033/application-form-care-assistant-.docx
http://hub.careinspectorate.com/media/380036/application-form.pdf
http://hub.careinspectorate.com/media/380036/application-form.pdf
http://hub.careinspectorate.com/media/380039/declaration.pdf
http://hub.careinspectorate.com/media/380039/declaration.pdf
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Further considerations
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Links to further 
guidance and practice 
examples: 

Links to further 
guidance and practice 
examples:

 

 

Innovative recruitment

Key elements

Retaining recruitment information

Key elements

Further considerations

http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
www.edinburghchamber.co.uk/dyw
www.edinburghchamber.co.uk/dyw
http://www.communityrenewal.org.uk
http://www.aquestionofcare.org.uk/
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://www.sssc.uk.com/about-the-sssc/codes-of-practice/what-are-the-codes-of-practice
http://www.acas.org.uk/index.aspx?articleid=717
http://www.acas.org.uk/index.aspx?articleid=717
www.disclosurescotland.co.uk/publications/documents/codeofpracticeDocs/PoliceAct1997--CodeofPractice--18February2011.pdf
www.disclosurescotland.co.uk/publications/documents/codeofpracticeDocs/PoliceAct1997--CodeofPractice--18February2011.pdf
http://hub.careinspectorate.com/media/380047/disclosure-of-employee-information-under-tupe-ico-.pdf
http://hub.careinspectorate.com/media/380047/disclosure-of-employee-information-under-tupe-ico-.pdf
http://hub.careinspectorate.com/media/380050/personal-data-and-record-keeping-acas-.pdf
http://hub.careinspectorate.com/media/380050/personal-data-and-record-keeping-acas-.pdf
http://hub.careinspectorate.com/media/380053/quick-guide-to-employment-practices-code-ico-.pdf
http://hub.careinspectorate.com/media/380053/quick-guide-to-employment-practices-code-ico-.pdf
http://hub.careinspectorate.com/media/380053/quick-guide-to-employment-practices-code-ico-.pdf
http://hub.careinspectorate.com/media/380059/subject-access-and-employment-references-ico-.pdf
http://hub.careinspectorate.com/media/380059/subject-access-and-employment-references-ico-.pdf
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Links to further 
guidance and practice 
examples:

2. Defining the Post
Competencies framework

Key elements

Further considerations

http://www.aquestionofcare.org.uk/
http://workforcesolutions.sssc.uk.com/nos/
http://workforcesolutions.sssc.uk.com/nos/
http://www.sssc.uk.com/registration/what-qualifications-do-i-need/find-out-about-qualifications
http://www.sssc.uk.com/registration/what-qualifications-do-i-need/find-out-about-qualifications
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://hub.careinspectorate.com/knowledge/national-care-standards/


17

Links to further 
guidance and practice 
examples:

Job description

Key elements

www.acas.org.uk/templates
www.acas.org.uk/templates
http://hub.careinspectorate.com/media/380095/job-description-care-assistant.doc
http://hub.careinspectorate.com/media/380095/job-description-care-assistant.doc
http://hub.careinspectorate.com/media/380095/job-description-care-assistant.doc
http://hub.careinspectorate.com/media/380095/job-description-care-assistant.doc
http://hub.careinspectorate.com/media/414010/job-description.-playworker.-example.pdf
http://hub.careinspectorate.com/media/414010/job-description.-playworker.-example.pdf
http://hub.careinspectorate.com/media/414010/job-description.-playworker.-example.pdf
http://hub.careinspectorate.com/media/414013/job.description.-care-home.-example.pdf
http://hub.careinspectorate.com/media/414013/job.description.-care-home.-example.pdf
http://hub.careinspectorate.com/media/414013/job.description.-care-home.-example.pdf
http://hub.careinspectorate.com/media/414016/job.description.-learning-disabilities.-social.worker.example.pdf
http://hub.careinspectorate.com/media/414016/job.description.-learning-disabilities.-social.worker.example.pdf
http://hub.careinspectorate.com/media/414016/job.description.-learning-disabilities.-social.worker.example.pdf
http://hub.careinspectorate.com/media/414016/job.description.-learning-disabilities.-social.worker.example.pdf
http://hub.careinspectorate.com/media/414019/job.description.community-mental-health-team-social-worker.example.pdf
http://hub.careinspectorate.com/media/414019/job.description.community-mental-health-team-social-worker.example.pdf
http://hub.careinspectorate.com/media/414019/job.description.community-mental-health-team-social-worker.example.pdf
http://hub.careinspectorate.com/media/414019/job.description.community-mental-health-team-social-worker.example.pdf
http://hub.careinspectorate.com/media/414019/job.description.community-mental-health-team-social-worker.example.pdf
http://hub.careinspectorate.com/media/414022/job.description.social-care-officer.example.pdf
http://hub.careinspectorate.com/media/414022/job.description.social-care-officer.example.pdf
http://hub.careinspectorate.com/media/414022/job.description.social-care-officer.example.pdf
http://hub.careinspectorate.com/media/414025/job.description.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414025/job.description.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414025/job.description.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414028/job.description.support-worker.example.pdf
http://hub.careinspectorate.com/media/414028/job.description.support-worker.example.pdf
http://hub.careinspectorate.com/media/414028/job.description.support-worker.example.pdf
http://hub.careinspectorate.com/media/414031/job.profile.-community-care-social-worker.example.pdf
http://hub.careinspectorate.com/media/414031/job.profile.-community-care-social-worker.example.pdf
http://hub.careinspectorate.com/media/414031/job.profile.-community-care-social-worker.example.pdf
http://hub.careinspectorate.com/media/414034/job.profile.care-assistant.example.pdf
http://hub.careinspectorate.com/media/414034/job.profile.care-assistant.example.pdf
http://hub.careinspectorate.com/media/414040/job.profile.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414040/job.profile.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414040/job.profile.trainee.social-care-worker.example.pdf
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Links to further 
guidance and practice 
examples

Person specification

Key elements

Further considerations

http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
www.acas.org.uk/templates
www.acas.org.uk/templates
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://hub.careinspectorate.com/knowledge/national-care-standards/
http://www.sssc.uk.com/about-the-sssc/codes-of-practice/what-are-the-codes-of-practice
http://hub.careinspectorate.com/media/414044/person.specification.-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414044/person.specification.-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414044/person.specification.-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414047/person.specification.senior-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414047/person.specification.senior-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414047/person.specification.senior-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414047/person.specification.senior-social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414050/person.specification.social-care-officer.example.pdf
http://hub.careinspectorate.com/media/414050/person.specification.social-care-officer.example.pdf
http://hub.careinspectorate.com/media/414050/person.specification.social-care-officer.example.pdf
http://hub.careinspectorate.com/media/414053/person.specification.social-worker.example.pdf
http://hub.careinspectorate.com/media/414053/person.specification.social-worker.example.pdf
http://hub.careinspectorate.com/media/414053/person.specification.social-worker.example.pdf
http://hub.careinspectorate.com/media/414056/person.specification.social-worker2.example.pdf
http://hub.careinspectorate.com/media/414056/person.specification.social-worker2.example.pdf
http://hub.careinspectorate.com/media/414056/person.specification.social-worker2.example.pdf
http://hub.careinspectorate.com/media/414059/person.specification.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414059/person.specification.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414059/person.specification.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414059/person.specification.support-practitioner.example.pdf
http://hub.careinspectorate.com/media/414062/person.specification.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414062/person.specification.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414062/person.specification.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414062/person.specification.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414062/person.specification.trainee.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414065/scw.social-care.grade.example.pdf
http://hub.careinspectorate.com/media/414065/scw.social-care.grade.example.pdf
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Links to further 
guidance and practice 
examples:

3. Advertising and Shortlisting
Advertisement

Key elements

 

Further considerations

 

http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://hub.careinspectorate.com/media/414069/advert-.sw.example.pdf
http://hub.careinspectorate.com/media/414069/advert-.sw.example.pdf
http://hub.careinspectorate.com/media/414072/advert.-assistant.manager.example.pdf
http://hub.careinspectorate.com/media/414072/advert.-assistant.manager.example.pdf
http://hub.careinspectorate.com/media/414072/advert.-assistant.manager.example.pdf
http://hub.careinspectorate.com/media/414075/advert.-early.years.educator.example.pdf
http://hub.careinspectorate.com/media/414075/advert.-early.years.educator.example.pdf
http://hub.careinspectorate.com/media/414075/advert.-early.years.educator.example.pdf
http://hub.careinspectorate.com/media/414078/advert.-nursery.worker.example.pdf
http://hub.careinspectorate.com/media/414078/advert.-nursery.worker.example.pdf
http://hub.careinspectorate.com/media/414078/advert.-nursery.worker.example.pdf
http://hub.careinspectorate.com/media/414081/advert.-support.workers.example.pdf
http://hub.careinspectorate.com/media/414081/advert.-support.workers.example.pdf
http://hub.careinspectorate.com/media/414081/advert.-support.workers.example.pdf
http://hub.careinspectorate.com/media/414084/advert.social-care-support-worker.example.pdf
http://hub.careinspectorate.com/media/414084/advert.social-care-support-worker.example.pdf
http://hub.careinspectorate.com/media/414084/advert.social-care-support-worker.example.pdf
http://hub.careinspectorate.com/media/414087/advert.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414087/advert.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414087/advert.social-care-worker.example.pdf
http://hub.careinspectorate.com/media/414090/advert.sw.child.care.protection.example.pdf
http://hub.careinspectorate.com/media/414090/advert.sw.child.care.protection.example.pdf
http://hub.careinspectorate.com/media/414090/advert.sw.child.care.protection.example.pdf
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Links to further 
guidance and practice 
examples:

Links to further 
guidance and practice 
examples:

Shortlisting

Key elements

Further considerations

Invitation to interview

Key elements

http://hub.careinspectorate.com/media/380101/candidate-screening.pdf
http://hub.careinspectorate.com/media/380101/candidate-screening.pdf
http://hub.careinspectorate.com/media/426340/practice-example-1-shortlisting.doc
http://hub.careinspectorate.com/media/426340/practice-example-1-shortlisting.doc
http://hub.careinspectorate.com/media/380105/practice-example-1-invitation-to-interview.docx
http://hub.careinspectorate.com/media/380105/practice-example-1-invitation-to-interview.docx
http://hub.careinspectorate.com/media/421798/practice-example-2-invitation-to-interview.docx
http://hub.careinspectorate.com/media/421798/practice-example-2-invitation-to-interview.docx
http://hub.careinspectorate.com/media/414093/practice-example-3-invitation-to-interview.docx
http://hub.careinspectorate.com/media/414093/practice-example-3-invitation-to-interview.docx
http://hub.careinspectorate.com/media/421801/practice-example-4-invitation-to-interview.doc
http://hub.careinspectorate.com/media/421801/practice-example-4-invitation-to-interview.doc
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Links to further 
guidance and practice 
examples:

 

4.  Assessing Your Applicants 
and Offering the Post
Interviews

Key elements

Screening interview

Further considerations

http://hub.careinspectorate.com/media/380110/practice-example-1-interview-screening-pro-forma.docx
http://hub.careinspectorate.com/media/380110/practice-example-1-interview-screening-pro-forma.docx
http://hub.careinspectorate.com/media/380110/practice-example-1-interview-screening-pro-forma.docx
http://hub.careinspectorate.com/media/380113/practice-example-2-screening-interview.pdf
http://hub.careinspectorate.com/media/380113/practice-example-2-screening-interview.pdf
http://hub.careinspectorate.com/media/380116/practice-example-3-screening-interview.doc
http://hub.careinspectorate.com/media/380116/practice-example-3-screening-interview.doc
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Links to further 
guidance and practice 
examples:

 

 

 

Formal interview

 

Further considerations

 

http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://www.skillsforcare.org.uk/Recruitment-retention/Values-based-recruitment-and-retention/Recruiting-for-values-and-behaviours-in-social-care.aspx
http://hub.careinspectorate.com/media/380123/interview-observer-record-1.pdf
http://hub.careinspectorate.com/media/380123/interview-observer-record-1.pdf
http://hub.careinspectorate.com/media/380123/interview-observer-record-1.pdf
http://hub.careinspectorate.com/media/380126/interview-observer-record-2.pdf
http://hub.careinspectorate.com/media/380126/interview-observer-record-2.pdf
http://hub.careinspectorate.com/media/380126/interview-observer-record-2.pdf
http://hub.careinspectorate.com/media/380129/interview-questions-care-for-adults-.docx
http://hub.careinspectorate.com/media/380129/interview-questions-care-for-adults-.docx
http://hub.careinspectorate.com/media/380129/interview-questions-care-for-adults-.docx
http://hub.careinspectorate.com/media/380132/interview-questions.docx
http://hub.careinspectorate.com/media/380132/interview-questions.docx
http://hub.careinspectorate.com/media/380135/interview-record-1.pdf
http://hub.careinspectorate.com/media/380135/interview-record-1.pdf
http://hub.careinspectorate.com/media/380138/interview-record-2.pdf
http://hub.careinspectorate.com/media/380138/interview-record-2.pdf
http://hub.careinspectorate.com/media/380141/panel-interview.pdf
http://hub.careinspectorate.com/media/380141/panel-interview.pdf
http://hub.careinspectorate.com/knowledge/safer-recruitment/developing-your-recruitment-policy/
http://hub.careinspectorate.com/knowledge/safer-recruitment/developing-your-recruitment-policy/
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Assessment/selection centre process 

Key elements

Further considerations

Occupational testing

Ability tests

Assessed group exercises: 

Written exercises

Role play: 

Organisation visits:

Links to further 
guidance and practice 
examples:

http://hub.careinspectorate.com/media/421804/securing-safer-care-staff-report-st-mary-s-kenmure-.pdf
http://hub.careinspectorate.com/media/421804/securing-safer-care-staff-report-st-mary-s-kenmure-.pdf
http://hub.careinspectorate.com/media/380145/in-tray-exercise.pdf
http://hub.careinspectorate.com/media/380145/in-tray-exercise.pdf
http://hub.careinspectorate.com/media/380148/support-worker-written-exercise.docx
http://hub.careinspectorate.com/media/380148/support-worker-written-exercise.docx
http://hub.careinspectorate.com/media/380148/support-worker-written-exercise.docx
http://hub.careinspectorate.com/media/380151/support-worker-written-exercise-marking.docx
http://hub.careinspectorate.com/media/380151/support-worker-written-exercise-marking.docx
http://hub.careinspectorate.com/media/380151/support-worker-written-exercise-marking.docx
http://hub.careinspectorate.com/media/380154/written-exercise.pdf
http://hub.careinspectorate.com/media/380154/written-exercise.pdf
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Interview or assessment records

Key elements

 

Links to further 
guidance and practice 
examples:

 

http://hub.careinspectorate.com/media/380195/interview-concerns-example-st-mary-s-kenmure-.docx
http://hub.careinspectorate.com/media/380195/interview-concerns-example-st-mary-s-kenmure-.docx
http://hub.careinspectorate.com/media/380195/interview-concerns-example-st-mary-s-kenmure-.docx
http://hub.careinspectorate.com/media/380198/interview-feedback-st-mary-s-kenmure-.docx
http://hub.careinspectorate.com/media/380198/interview-feedback-st-mary-s-kenmure-.docx
http://hub.careinspectorate.com/media/380201/interview-screening-form.docx
http://hub.careinspectorate.com/media/380201/interview-screening-form.docx
http://hub.careinspectorate.com/media/380201/interview-screening-form.docx
http://hub.careinspectorate.com/media/380204/service-user-s-interview-report.pdf
http://hub.careinspectorate.com/media/380204/service-user-s-interview-report.pdf
http://hub.careinspectorate.com/media/380204/service-user-s-interview-report.pdf
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Making an offer of employment

Key elements

Further considerations

Organisation visits:

Links to further 
guidance and practice 
examples:

www.acas.org.uk/templates
www.acas.org.uk/templates
www.acas.org.uk/templates
http://hub.careinspectorate.com/media/426343/sssc-ci-joint-statement-regarding-registration-requirements.docx
http://hub.careinspectorate.com/media/426343/sssc-ci-joint-statement-regarding-registration-requirements.docx
http://hub.careinspectorate.com/media/426343/sssc-ci-joint-statement-regarding-registration-requirements.docx
http://www.sssc.uk.com/registration/do-i-need-to-register/who-should-apply-to-register
http://hub.careinspectorate.com/media/380158/declaration.pdf
http://hub.careinspectorate.com/media/380158/declaration.pdf


27

5.  Essential checks
Identity and right to work checks
 
Key elements

 

Further considerations

Links to further 
guidance and practice 
examples:

https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
https://www.gov.uk/government/publications/right-to-work-checks-employers-guide
https://www.gov.uk/legal-right-work-uk
https://www.gov.uk/legal-right-work-uk
https://www.gov.uk/legal-right-work-uk
http://hub.careinspectorate.com/media/380232/checking-documentation-home-office-.docx
http://hub.careinspectorate.com/media/380232/checking-documentation-home-office-.docx
http://hub.careinspectorate.com/media/380232/checking-documentation-home-office-.docx
http://hub.careinspectorate.com/media/380235/employment-checks-scottish-government-.pdf
http://hub.careinspectorate.com/media/380235/employment-checks-scottish-government-.pdf
http://hub.careinspectorate.com/media/380238/identify-verification-and-entitlement-to-work-in-uk-home-office-.docx
http://hub.careinspectorate.com/media/380238/identify-verification-and-entitlement-to-work-in-uk-home-office-.docx
http://hub.careinspectorate.com/media/380238/identify-verification-and-entitlement-to-work-in-uk-home-office-.docx
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PVG/disclosure checks

Key elements

Further considerations

Volunteers

any 
circumstances 

National care home contract

Links to further 
guidance and practice 
examples:

 

 
Case scenario:

http://hub.careinspectorate.com/media/380254/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/380254/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/380257/pvg-act-guidance-ds-.pdf
http://hub.careinspectorate.com/media/380263/pvg-scheme-info-for-employers-ds-.docx
http://hub.careinspectorate.com/media/380263/pvg-scheme-info-for-employers-ds-.docx
http://hub.careinspectorate.com/media/380263/pvg-scheme-info-for-employers-ds-.docx
http://hub.careinspectorate.com/media/380266/safer-recruitment-guidance-2016-ds-.docx
http://hub.careinspectorate.com/media/380266/safer-recruitment-guidance-2016-ds-.docx
http://hub.careinspectorate.com/media/380242/application-check-list-1.xls
http://hub.careinspectorate.com/media/380242/application-check-list-1.xls
http://hub.careinspectorate.com/media/380245/application-checklist-2.pdf
http://hub.careinspectorate.com/media/380245/application-checklist-2.pdf
http://hub.careinspectorate.com/media/380248/background-checks-policy.pdf
http://hub.careinspectorate.com/media/380248/background-checks-policy.pdf
http://hub.careinspectorate.com/media/380248/background-checks-policy.pdf
http://hub.careinspectorate.com/media/380251/criminal-records-risk-assessment-cec-.docx
http://hub.careinspectorate.com/media/380251/criminal-records-risk-assessment-cec-.docx
http://hub.careinspectorate.com/media/380251/criminal-records-risk-assessment-cec-.docx
http://hub.careinspectorate.com/media/380260/pvg-risk-assessement-record-cec-.docx
http://hub.careinspectorate.com/media/380260/pvg-risk-assessement-record-cec-.docx
http://hub.careinspectorate.com/media/414096/disclosure-checks-case-scenario.docx
http://hub.careinspectorate.com/media/414096/disclosure-checks-case-scenario.docx
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Qualification checks

Key elements

Further considerations

Registration

Key elements

Further considerations

Links to further 
guidance and practice 
examples:

 

http://hub.careinspectorate.com/media/380273/my-sssc-for-employers-sssc-.docx
http://hub.careinspectorate.com/media/380276/responsibilities-of-registered-workers-pkc-.docx
http://hub.careinspectorate.com/media/380276/responsibilities-of-registered-workers-pkc-.docx
http://hub.careinspectorate.com/media/421807/settlement-agreements-sssc-.docx
http://hub.careinspectorate.com/media/421807/settlement-agreements-sssc-.docx
http://hub.careinspectorate.com/media/380282/sssc-registration-sssc-.docx
http://www.sssc.uk.com/registration/what-does-registration-mean/search-the-register
http://www.sssc.uk.com/registration/what-does-registration-mean/search-the-register
https://www.nmc.org.uk/registration/search-the-register/
https://www.nmc.org.uk/registration/search-the-register/
http://www.gtcs.org.uk/registration/register-of-teachers/search-the-register.aspx
http://www.gtcs.org.uk/registration/register-of-teachers/search-the-register.aspx
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Personnel records check

Key elements
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References

Key elements

Links to further 
guidance and practice 
examples:

Case scenarios:

http://www.acas.org.uk/index.aspx?articleid=5072
http://www.acas.org.uk/index.aspx?articleid=5072
https://ico.org.uk/media/for-organisations/documents/1065/subject-access-code-of-practice.pdf.
http://www.sssc.uk.com/about-the-sssc/codes-of-practice/what-are-the-codes-of-practice
http://hub.careinspectorate.com/media/380310/subject-access-and-employment-references-ico-.pdf
http://hub.careinspectorate.com/media/380310/subject-access-and-employment-references-ico-.pdf
http://hub.careinspectorate.com/media/380289/compromise-agreements-sssc-.docx
http://hub.careinspectorate.com/media/380289/compromise-agreements-sssc-.docx
http://hub.careinspectorate.com/media/380292/disclosure-of-employee-information-under-tupe-ico-.pdf
http://hub.careinspectorate.com/media/380292/disclosure-of-employee-information-under-tupe-ico-.pdf
http://hub.careinspectorate.com/media/380286/character-reference-pkc-.docx
http://hub.careinspectorate.com/media/380286/character-reference-pkc-.docx
http://hub.careinspectorate.com/media/380295/employer-reference-pkc-.docx
http://hub.careinspectorate.com/media/380295/employer-reference-pkc-.docx
http://hub.careinspectorate.com/media/380298/reference-form.doc
http://hub.careinspectorate.com/media/380298/reference-form.doc
http://hub.careinspectorate.com/media/380301/reference-request-letter.docx
http://hub.careinspectorate.com/media/380301/reference-request-letter.docx
http://hub.careinspectorate.com/media/380304/references-dcc-.docx
http://hub.careinspectorate.com/media/380304/references-dcc-.docx
http://hub.careinspectorate.com/media/380307/references-policy.pdf
http://hub.careinspectorate.com/media/380307/references-policy.pdf
http://hub.careinspectorate.com/media/414099/references-case-scenario-1.docx
http://hub.careinspectorate.com/media/414099/references-case-scenario-1.docx
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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Further considerations

 1.3: seeking and providing accurate and appropriate 
references to share information relevant to a person’s suitability to 
work in social service posts
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Settlement agreements



34       http://hub.careinspectorate.com/knowledge/safer-recruitment

Health check

Key elements

Links to further 
guidance and practice 
examples:

http://hub.careinspectorate.com/media/380314/health-declaration-form.doc
http://hub.careinspectorate.com/media/380314/health-declaration-form.doc
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Contract of employment

Key elements

Further considerations

Links to further 
guidance and practice 
examples:

Case scenario:

http://www.acas.org.uk/index.aspx?articleid=1577
http://www.acas.org.uk/index.aspx?articleid=1577
http://hub.careinspectorate.com/media/421810/sssc-registration-regulations-6-month-rule-ci-.docx
http://hub.careinspectorate.com/media/421810/sssc-registration-regulations-6-month-rule-ci-.docx
http://hub.careinspectorate.com/media/421810/sssc-registration-regulations-6-month-rule-ci-.docx
http://hub.careinspectorate.com/media/380318/responsibilities-of-registered-workers-pkc-.docx
http://hub.careinspectorate.com/media/380318/responsibilities-of-registered-workers-pkc-.docx
http://hub.careinspectorate.com/media/380318/responsibilities-of-registered-workers-pkc-.docx
http://hub.careinspectorate.com/media/414105/sample-contract-wording.docx
http://hub.careinspectorate.com/media/414105/sample-contract-wording.docx
http://hub.careinspectorate.com/media/414105/sample-contract-wording.docx
http://hub.careinspectorate.com/media/380321/written-statement-of-employment-acas-.doc
http://hub.careinspectorate.com/media/380321/written-statement-of-employment-acas-.doc
http://hub.careinspectorate.com/media/380321/written-statement-of-employment-acas-.doc
http://hub.careinspectorate.com/media/414108/registration.-case-scenario.docx
http://hub.careinspectorate.com/media/414108/registration.-case-scenario.docx
http://hub.careinspectorate.com/media/414108/registration.-case-scenario.docx
http://hub.careinspectorate.com/media/414108/registration.-case-scenario.docx
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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Risk assessments 

Key elements

Further considerations

Links to further 
guidance and practice 
examples:

http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://www.nhsfife.org/nhs/index.cfm?fuseaction=nhs.
http://hub.careinspectorate.com/media/421813/risk-assessment-record-of-meeting.docx
http://hub.careinspectorate.com/media/421813/risk-assessment-record-of-meeting.docx
http://hub.careinspectorate.com/media/421813/risk-assessment-record-of-meeting.docx
http://hub.careinspectorate.com/media/421816/risk-assessment-tool-.docx
http://hub.careinspectorate.com/media/421816/risk-assessment-tool-.docx
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6. Other Considerations for 
Safer Recruitment
Agency staff

Key elements

Further considerations

and

Links to further 
guidance and practice 
examples:

Case scenario:

http://www.sssc.uk.com/fitness-to-practise/employers/making-a-referral-about-a-worker
http://www.sssc.uk.com/fitness-to-practise/employers/making-a-referral-about-a-worker
https://www.nmc.org.uk/concerns-nurses-midwives/what-we-do/services-employers/making-a-referral-as-an-employer/
https://www.nmc.org.uk/concerns-nurses-midwives/what-we-do/services-employers/making-a-referral-as-an-employer/
http://www.gtcs.org.uk/fitness-to-teach/process/employer-responsibilities.aspx
http://www.gtcs.org.uk/fitness-to-teach/process/employer-responsibilities.aspx
http://hub.careinspectorate.com/media/380210/expectations-of-employment-checks-dcc-.docx
http://hub.careinspectorate.com/media/380210/expectations-of-employment-checks-dcc-.docx
http://hub.careinspectorate.com/media/380210/expectations-of-employment-checks-dcc-.docx
http://hub.careinspectorate.com/media/414111/agency-staff.-case-scenario..docx
http://hub.careinspectorate.com/media/414111/agency-staff.-case-scenario..docx
http://hub.careinspectorate.com/media/414111/agency-staff.-case-scenario..docx
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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Reasonable adjustments for disabled applicants

Key elements

Further considerations

 

Links to further 
guidance and practice 
examples:

https://www.gov.uk/access-to-work/overview
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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Working without checks or disclosure/PVG

Key elements

Further considerations

 

Links to further 
guidance and practice 
examples:

http://hub.careinspectorate.com/media/380215/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/380215/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/380215/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/380215/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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7. Post Selection 
Considerations
Referrals to third parties

Key elements

may only 

Links to further 
guidance and practice 
examples:

http://www.sssc.uk.com/fitness-to-practise/employers/making-a-referral-about-a-worker
http://www.sssc.uk.com/fitness-to-practise/employers/making-a-referral-about-a-worker
http://www.hcpc-uk.org/complaints/employers/
http://www.hcpc-uk.org/complaints/employers/
https://www.nmc.org.uk/concerns-nurses-midwives/what-we-do/services-employers/making-a-referral-as-an-employer/
https://www.nmc.org.uk/concerns-nurses-midwives/what-we-do/services-employers/making-a-referral-as-an-employer/
http://www.gtcs.org.uk/fitness-to-teach/process/employer-responsibilities.aspx
http://www.gtcs.org.uk/fitness-to-teach/process/employer-responsibilities.aspx
http://hub.careinspectorate.com/media/380222/notifying-the-care-inspectorate-ci-.pdf
http://hub.careinspectorate.com/media/380222/notifying-the-care-inspectorate-ci-.pdf
http://hub.careinspectorate.com/media/380225/pvg-scheme-info-for-employers-ds-.docx
http://hub.careinspectorate.com/media/380225/pvg-scheme-info-for-employers-ds-.docx
http://hub.careinspectorate.com/media/380225/pvg-scheme-info-for-employers-ds-.docx
http://hub.careinspectorate.com/media/421819/settlement-agreements-sssc-.docx
http://hub.careinspectorate.com/media/421819/settlement-agreements-sssc-.docx
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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Monitoring registration status

Key elements

Further considerations

 

Links to further 
guidance and practice 
examples:

http://hub.careinspectorate.com/media/380229/my-sssc-for-employers-sssc-.docx
http://hub.careinspectorate.com/media/380229/my-sssc-for-employers-sssc-.docx
http://hub.careinspectorate.com/media/380215/protecting-vulnerable-groups-may-16-ci-.pdf
http://hub.careinspectorate.com/media/414102/references.-case-scenario-2.docx
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Glossary and key responsibilities

SSSC

CI

PVG scheme

HCPC

GTCS

NMC

ICO

ACAS

TUPE
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Contact information

Scottish Social Services Council

Care Inspectorate

 
HCPC

Disclosure Scotland

NMC

UK Visas & Immigration

 
GTCS

Information Commissioner’s Office

ACAS
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Annex A: membership of group

 


