Design job description and person specification 

Choose selection criteria

Check qualifications and professional registration 

Choose methods of assessment (interview, role play etc) 

Send out information pack to prospective applicants 

Read application forms and check information

Request references

Arrange induction training

Scrutinise references

Ask for a criminal information self-disclosure 
Request sight of the birth certificate

Apply for DBS certificate 

Scrutinise and copy identity documents

Carry out an interview, role play or other assessment 

Check gaps or issues on the application form with the candidate 

Train and brief those who are carrying out the interview or other assessments 

Discuss criminal convictions history with the candidate 

Make an unconditional offer of employment and give a start date


Give prospective applicants information about safeguarding policies and the vetting checks carried out 

Make a decision to offer the post to the individual 

Agree which candidates are to be shortlisted

Design interview questions, role play or other assessment 

Check the DBS Barred list

Probe candidate’s attitudes and motives towards safeguarding and children 

Advertise the post

Ask for CVs to be sent in


Request sight of the DBS certificate




