Safer recruitment in work with children and young people
It is important that anyone who works for the church or church-based organisations, whether in a paid or unpaid capacity, should be chosen with care. While there are no procedures which can give an absolute safeguard against appointing people who present a risk to children, the consistent application of procedures designed to vet for offenders against children has a significant deterrent effect. This is not sufficient of itself: continued monitoring and a culture of supervision and review are also important in ensuring our children are protected from harm.

There is a new national interim policy relating to Safer Recruitment which currently has an interim status because of the current review on Vetting and Barring, CRB Disclosures and planned changes to the system. However, the procedures which follow are not interim: they are essential if we are to be confident that our recruitment of children and young peoples’ workers, of all those who carry out “regulated activity” and of those who occupy positions of trust is as safe as possible.
Parish Process of Recruitment

Step one

Provide a job description and application form (e.g. Appendix 3 & Appendix 4.1) for staff and volunteers wishing to work with children. The confidential declaration at Appendix 4.2 must be used. This step may be combined with Step three. The confidential declaration is important for two reasons: it affords the potential worker an opportunity to make a self-declaration of any matter which may appear on the CRB Disclosure, in accordance with good employment practice and the guidance from CRB, and it asks about other situations where someone may have been identified as having caused harm to a child which would not necessarily appear on the CRB Disclosure.
Step two

Take up the references provided by the applicant. One reference should be from the current employer or previous church, and at least one should be from someone who has known the person at least two years. Do not accept an open reference e.g. “To whom it may concern”. All references should be specific to the individual and to the post, and signed by the person who is supplying the reference.
If the references or declaration give cause for concern, the incumbent or person responsible for running the group or activity should consult the Diocesan  Safeguarding Adviser.

All references and declarations must be stored in accordance with the provisions of the Data Protection Act and access available only to those who need to be involved: for instance, the incumbent, the group leader and those who form the parish Safeguarding Children group.

Step three

Have an appropriate interview: at least one of those interviewing should be the leader of the group in which the applicant will be employed. Those taking on any role involving the caring for, supervision or training of children and young people must be appropriate individuals: the CRB Disclosure is only one aspect of determining whether someone is suitable to work with children and young people and the interview may assist that determination. It is also desirable that one member of the interviewing group should be a member of the parish Safeguarding group, or be the parish  Safeguarding Children representative.

All interviewees should be provided with a copy of the Parish Safeguarding Children Policy and agree to abide by it.

Step four

The decision whether to employ anyone in work with children and young people  (whether paid or a volunteer) must be conditional on a satisfactory CRB Disclosure and this should be made clear to the potential worker.

Obtain a Criminal Records Bureau Disclosure via the Diocesan system, now administered by the Archdeacon of Leeds’ office. (Tel: 0113 269 0594).
Step five 

The decision to appoint should be made conditional on a probationary period,  depending on the nature of the post  (probably three months for volunteer posts) and confirmed in writing after satisfactory completion of that time.

Step Six

All workers with children and young people should be given the small blue guide to the Safeguarding Children Policy. Additional copies are available from the Diocesan Safeguarding  Adviser. 

Helpers aged under 18.

Young people aged under 18 are often a valuable source of assistance to children’s work. However, they should not be asked to take formal responsibility for work with children. Helpers aged 16 and 17 should be interviewed and asked to complete a confidential declaration and sign an agreement to follow the Parish Child Protection procedures. They should not be asked for a CRB disclosure. They should never be solely responsible for a group or creche and should always be supervised and supported by an adult. Once they reach 18 they should be treated as adults and asked to apply for a CRB disclosure.

Criminal Record Bureau Disclosures
The Criminal Records Bureau (CRB) is an executive agency of the Home Office. Its purpose is to help employers make safer recruitment decisions, and should be understood in this context. It is not an agency for deciding who is suitable to work with children, but as an aid to identifying those who are not. The CRB continues to operate, providing disclosures as before and employers still need to obtain one for potential employees and volunteers in relevant work with children and young people.
It is the policy of the Church of England, and of this Diocese, that:


( all those who work regularly with children, including those who work on a rota, should have a CRB Disclosure


( those who work only occasionally will be asked to apply for a CRB Disclosure if they fulfil the legal requirements


( those who manage or supervise those who work with vulnerable groups will also be required to obtain a CRB Disclosure


( those in a leadership capacity who carry responsibility for safeguarding will be required to obtain a CRB Disclosure.

There can be confusion about who should be subject to CRB checks, arising from the complexity of church activities, from the need to translate activity from the statutory sector for whom most guidance is provided, and the church, from the changing thresholds suggested over time by different government departments, from the slightly different emphasis between CRB and ISA guidance, and the church’s developing understanding of what is necessary and proportionate.

The next two sections provide an indicative list of those who should, those who may, and those who should not be subject to a CRB Disclosure, and a checklist for decision making in any individual situation. If there is still doubt about whether to carry out a CRB check then the Diocesan Safeguarding Adviser should be consulted.
 

The CRB has laid down guidelines as to how these checks should be obtained and the Diocese of Ripon and Leeds, as a Registered Body, has to abide by these guidelines. This registration enables parishes to operate under the same system to obtain disclosures for those requiring them.
NB: The CRB process does not replace but enhances good personnel practices. Those making appointments should continue to ask for the confidential declaration to be completed, take up references, and adhere to safe working practices.

At present the service is free for volunteers and the Diocese bears the administrative costs of the system. The process is now undertaken via the Archdeacon of Leeds’s office Tel:  0113 269 0594 and enquiries should be directed to that office.

The Process

1. Identify those for whom a CRB disclosure is necessary. For clergy and readers, this is done directly by the Diocese. In parishes, use the list  of posts which follows. The actual nature of the work must be taken into account and forms the basis for justifying the application, not solely the title of the work or post.

2. Obtain the CRB form from the Archdeacon’s Lodge. This can be done by the clergy, or a member of the parish who has been nominated to undertake these enquiries, such as the Safeguarding Children Representative or a churchwarden, or a children’s work leader.

3. The applicant completes the form (in Black ink).

4. The applicant takes the form with the identification specified in the information leaflet, to the validator. This will normally be the incumbent or other member of the clergy. In a vacancy, this could be done by the churchwarden or other responsible person appointed by the PCC.

5. The form is then sent to the counter-signer at the Archdeacon’s office. The form can be sent by the applicant, or more usually the validator. If in doubt, contact the administrator ( telephone number as above).

6. The CRB administrator will check the form for errors and if satisfactory will send to CRB.

7. The CRB returns two copies of the form: one to the administrator and one to the applicant.

8. The administrator will check the clear returns, and will inform the parish that the person is clear for work. 

9. Where there is a blemished return, the assessors of the system (currently the Archdeacon of Leeds, the Diocesan Registrar, and the Diocesan Safeguarding Adviser), will determine whether there is a safeguarding issue. If so, further enquiries will be made appropriate to the circumstances, resulting in a determination whether there is a potential risk to children. If a risk is identified, the applicant will not be able to proceed.

10. The outcome will be communicated confidentially to the appropriate responsible person(s).

11. There is an appeals process if the applicant is unhappy with the outcome and the applicant will be informed of this.

12.The Diocese will keep a simple record of those who have been checked under this process and of the outcome. These records will be confidential and kept according to the requirements of the CRB.

Those roles which will usually require a CRB check

These roles must be assessed in advance of recruitment. Dioceses will need to stipulate a requirement for CRB, especially at the outset of selection or recruitment, or for ordination training, because the role will be highly likely to involve regulated activity both during training and following.

National, Diocesan, Cathedral, Parish task or role
Archbishop, Bishop, Dean, Archdeacon

Stipendiary Parish Clergy

SSM + NSM Clergy

Local Ordained Clergy

House for Duty Clergy

'Permission to Officiate' Clergy

Seeking ordination training or ordination

Safeguarding officers in a national, diocesan or parish context

Designated safeguarding leads on PCC (i.e. those who have a supervisory/

management role in relation to all safeguarding matters for and on behalf

of the PCC)

Readers

Chaplains

Licensed evangelists

Pastoral Assistants

Commissioned Lay Workers, including lay ministers, youth, children and

family workers

Musical Director, Organist, Choir leader, where the choir or musical group

is wholly or mainly for children and young people

Youth Club (u 18) Leaders & helpers

Sunday School (u18) Teachers & helpers

Leaders/Assistant Leaders Church Parent & Toddlers Group (not the

parents who supervise only their own children)

PCC approved Home Visitors for schemes that are wholly or mainly

for families with children or vulnerable adults

PCC approved Luncheon Club/specialist club Leaders/assistants/drivers

for schemes that are wholly or mainly for vulnerable adults

All Tower Captains, Ringing Masters and Adults Ringers who train/teach

children under 16*

Choir Directors, Music Directors and organists etc., where they teach,

train or supervise children under 16*

PCC approved Drivers for PCC sponsored arrangements for children, young

people or arrangements wholly or mainly for adults who are vulnerable

* where a group has only children aged 16–18, then checks are not mandatory

but would still be advisable.

Those roles which may require a CRB check

Careful evaluation of these roles will be needed.

Note: ISA regulations do not cover the sort of contact with children or vulnerable adults where there would be no more contact than a local shopkeeper.

Churchwardens (for instance, a CRB check will be required if a churchwarden is identified as one of the PCC safeguarding leads)

Head Server (minimum two adults per group)

Sacristan/Verger

Church/Church Hall Cleaners/Caretaker

Church tour guides

These roles which do not usually qualify for a CRB check

– unless there are specified aspects of their role which mean this person will be responsible for children or vulnerable adults.

Musical Director, Organist, Choir leader, where the choir or musical group is  for adults

Choir members (adults and those over 16)

Adult servers

Sidesmen and sideswomen

Those serving refreshments

People in the church welcome team for services

Flower arrangers
Family members or other vulnerable adults, assisting the leader in providing a regulated activity for people who experience the same situation as themselves

Portability Arrangements

The CRB offers a snapshot at the time of application of an individual’s record. It is not a continuous process. In addition, information can at times be supplied to the Registered body about an individual that does not appear on the individual’s copy of the CRB. This Diocese has taken the decision that it will not accept disclosures obtained through other registered bodies (portability) but will always undertake its own application for new appointments. Where an individual has been through the Disclosure process for one appointment, he or she will not have to apply for another Disclosure until the Disclosure has to be renewed. At present this will be every 5 years. 

CRB are currently reviewing this aspect of the system and are looking to enable CRBs to be portable, and to have a more continuous system.
Individuals from outside the UK
For paid employees

To comply with the Government’s immigration requirements anyone who comes from overseas and wishes to work in the United Kingdom must be sponsored by the employer in the UK in accordance with the UK Border Agency immigration points-based system. Employers must carry out the necessary immigration checks to verify that those they wish to employ have the right to work and have no restrictions to work in the UK. Further information on preventing illegal working can be obtained from www.ukba.homeoffice.gov.uk/employers/.

For paid employees and volunteers

Safeguarding procedures, including the above recruitment process should be carried out for those from overseas, including those who have lived outside of the UK for a period of time, in the same way as for UK residents. This includes a CRB Disclosure, if they have spent any time in the UK within the last five years. Additionally, a certificate of good conduct from the relevant embassy or police force should be obtained where this is available.

The Vetting and Barring Scheme

The Independent Safeguarding Authority (ISA) is the public body charged with maintaining the list of those who are barred from working with vulnerable groups (both children and vulnerable adults). It is responsible for making decisions concerning barring of individuals when they receive referrals from employers and others. It is a criminal offence to knowingly permit anyone engaging in regulated activity (i.e. relevant work with children and/or vulnerable adults) and a criminal offence to seek or offer to engage in an activity if an individual is barred. The information as to whether an individual is barred will be supplied on the CRB Disclosure. It is therefore essential, in order  to avoid the possibility of committing an offence , that a CRB Disclosure is sought for anyone undertaking regulated activity. Any activity of a specified nature that involves contact with children frequently, intensively or overnight is regulated activity. The specified nature is defined as: teaching, training, care, supervision, advice, treatment and transportation of children.
In relation to church activities please use the above list. If in doubt, do consult the Diocesan Safeguarding Adviser.
When any changes to the system are implemented all parishes will be informed.
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