Section 5 - Recruitment Procedures for 

Paid Employees and Volunteers

All P.C.C.s should establish a system so that those who are recruited to work with either children or young people (see “Taking Care” handbook) or with adults and vulnerable adults may be recruited safely.

(  The P.C.C. should use the guidelines below to establish procedures for recruitment and appointment of any parish workers, paid or voluntary, and decide who will be involved in this process. It should be decided who is responsible for taking up references, seeking a confidential declaration, and validating the identity of  those applying for a CRB disclosure. These need not be the same person and need not be the same person for children’s workers as for workers with vulnerable adults. All those undertaking a pastoral role within the parish should be assumed to be working with vulnerable adults and follow the recruitment process.

( When groups identify potential new recruits for work with either children or vulnerable groups they should be referred at an early stage for the above procedures to be followed.

( In general people should be involved in the life of the church for at least six months before being asked to help with children or vulnerable people. This can be waived in specific circumstances where people have a track record in another parish or have a professional post in similar work.

( People may visit groups on an occasional basis where it would be unrealistic to recruit them using this process. They should be supervised and in no circumstances should they be responsible for the group.

( Young people between the ages of 14 and 16 assisting as helpers should be treated as visitors to the group: they should be supervised and supported and should not be responsible for the group.

Guidelines for recruitment procedures for those working with vulnerable adults or for those with pastoral responsibilities

1. For any position involving pastoral work with church members, including those positions with vulnerable adults, provide a job / role description form. An application form should be completed by the applicant, along with the Confidential Declaration (See Appendix section for examples of these forms).

2. Take up the references provided by the applicant. One reference should be from the previous employer or previous church if at all possible.

3. If the references or declaration give any cause for concern, the incumbent or person responsible for running the group or activity should contact the Diocesan Safeguarding Adviser.

4. All references and the Confidential Declaration must be stored in a secure place and access available only to those who need to be involved: for instance, the incumbent, the group leader and those who form the parish Taking Care or Safeguarding group. 

5. Have an appropriate interview: at least one of those interviewing should be the leader of the group in which the applicant will be employed. It is desirable that a member of the parish Taking Care or Safeguarding group should also be involved. 

6. All interviewees should be provided with a copy of the Safeguarding / Taking Care policy and sign a statement that they will abide by it. 

7. Depending on the nature of the group or task, a CRB disclosure should be obtained if at all possible. However, availability of CRB Disclosure is very limited if the applicant is undertaking work with adults. (See “Useful Definitions” section of this document for further details).

8. The decision to appoint should be made conditional on a probationary period and confirmed in writing after satisfactory completion of that time.
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