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RECRUIT AND SELECTION PROCEDURE

Details of the post are circulated as widely as possible.

.

The organisation makes sure that any recruitment infermation promotes equality of opportunity.

.

Job description, person specification and PVG Scheme guidance notes are sent to applicants.
Applicants asked to complete an application form and self-declaration form.
The self-declaration form is returmed in a sealed envelope to a nominated person.

L J

Organisation reviews applications.

v

L

Applicant is considered for interview.

Applicant is not considered for interview.

|

Self-declaration form is opened.

!

Suitable for interview? |

YES |+

Applicant is

is taken no further.
» NO

interviewed.,

¥

References from

appropriate referees
are obtained.

|

Self-declaration form is destroyed.

Self-declaration form is destroyed. Application

Where organisation wishes to appoint the
applicant Scheme Record/Scheme Record

v

Update requested from Disclosure
Scotland/CRES.

v

Individual appeointed on receipt of a satisfactory Scheme Record/Scheme Record Update and references.

|

Applicant accepts post in writing including sign up to Child Protection policy and code of conduct.

|

Induction, training, probation and monitoring/appraisal provided for member of stafffivolunteer.

|

Ongoing suitability, retrospective checks and assessing any new vetting information.

YES

|

Still sutable?

Follow Procedure for
"- » Responding to Concerns

about the conduct of a
member of staff'volunteer.




