[INSERT CLUB NAME]
Safe Recruitment Policy – club template
A well-run recruitment process is part of our club’s commitment to putting the protection and wellbeing of children first. Many jobs are done by volunteers who have been recruited informally.
If a job involves working with children, our club has a legal and moral responsibility to ensure that the person appointed is suitable. 
Volunteers are the core drivers in all clubs; they are the leaders and club ethos setters. It is important our club takes all reasonable steps to ensure that unsuitable people are prevented from working with children in fencing. The guidance below shows the steps in an ideal recruitment and selection process. The checklist below gives essential steps  make sure our club meets its duty.
It is also important that standard procedures are used, whether people are paid or unpaid, part-time or full-time.
PVG Scheme Membership for Regulated Roles
The club will process a PVG Scheme application or scheme update for everyone carrying out a regulated role before they are deployed. The role cannot commence before a PVG is in place. The Club Welfare Officer will assist a member complete the PVG application which will include seeking the individual’s consent to sharing PVG data. Disclosure certificates check an individual’s suitability to work with children and young people and vulnerable adults.
Scottish Fencing will assess the individual’s suitability for carrying out the regulated role based on the information on the disclosure certificate and will inform the Club ‘s Welfare Officer of the outcome.
ID checks
As part of the process for applying for a PVG the club will need to confirm the identity of the member through an ID check as per the Welfare Officer’s ID checker agreement. ID checks must be carried out in accordance with the Disclosure Scotland’s Code of Practice.
The club will complete ID checks for every role not just those that are regulated.
Reference Checks
References will provide our club with information which would not show on a PVG check such as disciplinary matters or low level concerns. Our club will ask everyone applying for a regulated role to provide two individual references for the club to review. 
For all other roles provision of references is recommended, particularly from other clubs where the individual has worked.
· References are required from at least two people (not relatives) who have known the applicant for at least 2 years.
· Referees must be able to comment confidentially on the person’s suitability for the role being applied for and their experience at working with children and young people and/or vulnerable adults.
Interviews
There may be occasions when the club believes an interview is required to support the recruitment of a volunteer. This will be a simple, informal interview to assess the applicant and so the club can verify all information given in the application process. If our club is looking to employ/contract an individual, then employment law governs recruitment processes and the club will need to follow a full recruitment process including an interview.


Codes of conduct and Induction
An induction procedure for all new starts is recommended. As a minimum the club will make new starts aware of their responsibilities and of relevant club policies. The club will ask all new starts to sign the appropriate Codes of Conduct. 
Membership
All volunteers and staff active within our club must become members of Scottish Fencing. We are aware that a club failing to ensure that all club volunteers, no matter how irregularly they help, are members of the Scottish Fencing. Those who are not members are deemed to be operating outside the Governing Bodies remit and as such this may affect the club’s insurance cover.
Supervision and monitoring of performance
The club is aware of it’s responsibilities regarding regulated roles and Making Referrals to Disclosure Scotland if required. 
The club will monitor and act on any low level concerns raised by members regarding any volunteers working in the club. 
Our club has a legal duty, under the Protection of Vulnerable Groups (Scotland) 2007 Act, to make sure that the adults who are authorised to work or volunteer with children on behalf of the club are not barred from working with children. The club will suspend any volunteer who is under consideration from listing and will remove any volunteer from a regulated role if Scottish Fencing advises they are barred.
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