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Review (or create) role description.  
Does this role involve regular contact with children, 

young people, or vulnerable adults? 
 (check listed roles on safeguarding procedure) 

Advertise Post 
(Begin Safer Recruitment process) 

Confirm in role 

Application, short listing & Interviews** 

No Yes 

Follow standard recruitment process 
(Key principles and practices which 
apply to all roles e.g. advertising, 

signed role descriptions, agreement 
or contract). 

 

Is this an employed role?  

Yes No 

Follow Diocesan 
advice in addition to 

the Safer 
Recruitment process. Advertisement must reference role description, 

safeguarding policy and checks required for post.  
 

Provide role description plus 
volunteer appointment & 

agreement letter (for signing) 

start DBS process  
 

Pre-appointment checks 
for selected candidate 

Proof of identity 

Take up references 

*Induction (use checklist) and settling in 
period (*only roles with regular contact with 

children, young people, or vulnerable adults) 
Time to complete any safeguarding training 

required. 

Review forms. Shortlist & arrange 
interviews.(Start appointment checklist) 
 

Interview discussion to include safeguarding 
and checks required before starting role plus 
review of completed confidential declaration. 

Interview (even if only 1 candidate) 

** short listing and 
shortlisting & interviews 
to be done by 2 people, 
one of whom must have 

up to date safer 
recruitment training  

Informal chat with 
volunteer about role incl. 
safeguarding awareness. 

Follow appropriate 
National & Diocesan 

guidance which 
takes account of 

employment Law. 

Agreement on any 
training/support needed 

 

Advertise 
post 

Is this an employed role?  

Yes No 

Signed role description and 
agreement to Parish office 

Vacant (or 
new) Role 

All checks completed satisfactorily. 
(All recruitment paperwork to PSO for 

record keeping) 

Request completion of application form 
& confidential declaration form 


