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Scope
This policy aims to set out the principles which underpin the recruitment and selection at
the Richmond House Social Care Services and meets the necessary recruitment
outcomes in accordance with Outcome: 12 Requirements Relating to Workers of the
Essential Standards of Quality and Safety and Regulation: 21 of the Health and Social
Care Act 2008 (Regulated Activities) Regulations 2010.

Aim and Values
 To demonstrate the Richmond House Social Care Services commitment to the

protection of Children, Young People and Vulnerable Adults and promoting the
welfare of Children, Young People and Vulnerable Adults

 To ensure that legal and regulatory requirements are met in relation to safer
recruitment

 To determine the suitability of the candidate for the post advertised and ensure
that the candidate is safe to practice
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Responsibilities

Recruiters will demonstrate our Organisational values throughout the recruitment process
whilst following the policies and procedure of the Richmond House Social Care Services.
The Head of Recruitment has overall responsibility for the recruitment policy.

1.Introduction

The Richmond House Social Care Services is an equal opportunities employer that
recognises the value of diversity in its employees and we are committed to ensuring
that job applicants and employees are treated fairly within our recruitment and
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selection processes whilst acknowledging that the protection of Children, Young
People and Vulnerable Adults is paramount. Richmond House has a robust and
transparent recruitment and selection procedure which enables branches to recruit
and retain staff with the necessary skills and abilities to provide the best possible
service to customers. We are committed to attracting and recruiting the people who
are best suited to meet the requirements of our vacancies without regard to gender,
gender reassignment, sexual orientation, marital or civil partnership status, colour,
race, nationality, ethnic or national origins, religion or belief, age, pregnancy or
maternity leave or trade union membership.

Any candidate with a disability will not be excluded unless it is clear that the candidate
is unable to perform a duty that is intrinsic to the role, having taken into account
reasonable adjustments. Reasonable adjustments to the recruitment process will be
made to ensure that no applicant is disadvantaged because of his/her disability.

2. Legislation
 The care act 2014
 The Equality Act 2010
 Rehabilitation of Offenders Act 1974
 The Safeguarding Vulnerable Groups Act 2006
 Immigration, Asylum and Nationality Act 2006
 Data Protection Act 1998

3. Vacancies
When a vacancy occurs the Recruitment Department should be informed by the Branch
Manager via email so that the opportunity can be advertised through the agreed means.
The job description and person specification will also be reviewed to ensure that it is
correct and relevant.
Richmond House have various agreed channels of advertising vacancies consisting of
online, newspapers, job centres and social media. The opportunity will be advertised
using the standard templates which will ensure that the advert is compliant and that a
consistent brand is being used in the marketplace. Where applicable, opportunities will be
advertised internally. The adverts will be designed by the Head of Recruitment and the
Head of Marketing and placed by the recruitment team.

4. Applications
Applications for roles can be made using the online application form or completing a
paper application form which will then be sent to the branch. If a candidate calls to
enquire about a role they should be directed to the website in the first instance. Once an
application form has been received the candidate should then be prescreened by the
person responsible for recruitment in the branch. All applications from interested
candidates should be entered on the enquiry tracker.

5. Pre Screening
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The pre-screen consists of reviewing the application form to see if the candidate meets
the requirements of the role and conducting the telephone screening interview. If the
candidate meets the requirements they can then be invited to an interview. The
interview should be confirmed by email using the standard template which in accordance
with the Equality Act 2010, they should also be asked to advise if there are any particular
arrangements or reasonable adjustments that could be made so that they can participate
fully in the selection process

6. Interview Process
The interview process is 2 stages, consisting of a telephone interview, face to face
interview.
The scoring system from the relevant set of interview questions for the role, should be
used to assess the candidate.
During the interview the candidate should be asked to present 3 forms of ID in line with
the DBS ID Checklist. Copies should be made of this and the following sentence
written/stamped on the document ‘Original document seen by’ with the signature of the
person verifying the ID and dated.
During the interview all employment gaps should be discussed and accounted for since
leaving Secondary School. If the candidate does not meet the requirements of the role
they should not be made an offer of employment. The candidate should be informed at
the end of the interview that they have not been successful and offered some feedback
around the reasons why.
The candidate will be asked to provide a full employment history from leaving secondary
school and an explanation of any gaps over a period of 1 month.
If the candidate is successful they should be offered the role conditionally and the
application pack should be sent to the P2000 team for approval.

7. Pre-employment Checks
If the candidate meets the requirements of the role they can be made a verbal conditional
offer of employment subject to the DBS check, 2 suitable references being received and
successful induction training.

If the candidate has worked for the Company previously, old personnel records should be
checked for any previous disciplinary action taken, this should be done in accordance
with the Data Protection Act 1998

If the candidate has disclosed that they have a caution or conviction they should complete
a DBS self-declaration form to detail a full account of events which should then be sent to
the Head of Recruitment for consideration.

The candidate is asked to declare any medical conditions which may impact on their
ability to carry out the role to which they have been recruited. If concerns arise, guidance
should be sought from the HR Team and a decision made as to:

 Whether to request an independent medical examination,
 Whether to ask for independent advice from the applicants GP.
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 Whether to carry out a risk assessment,
 Whether to advise the applicant that Richmond House Social Care Services is

unable to proceed with the appointment.
 Whether there is another option, which might be explored.

8. Induction Training
Candidates will need to attend the Company induction training and pass this before
commencing any independent care calls.

9. References

On receipt of a reference it will be assessed for its suitability and validated to ensure it
has been sent from an appropriate person and where necessary using the reference
validation form to document authentication of the reference.

If unsatisfactory references are received, the recruiting manager should decide:
 Whether to request additional information from the referee.
 Whether to have a documented discussion with the applicant.
 Whether to advise the applicant that the Richmond House Social Care

Services no longer wishes to proceed with the appointment
 Whether another option is available

If the candidate has been employed in a care role previously this would be the first
reference that would be sought, along with one from the most recent employer. If no
care work has been undertaken previously, 2 employment references will be sought with
one being from the most recent employer.
If 2 employment references are unable to be obtained a character reference in place of
one of these may be considered. A proforma should be used to obtain a reference with
specific questions relating to the candidates previous employment.

Up on receipt, references should be checked to ensure that all specific questions have
been answered satisfactorily. If all questions have not been answered or the reference is
vague or unspecific, the referee should be telephoned and asked to provide written
answers or amplification as appropriate. The information given should also be compared
with the application form to ensure that the information provided about the candidate and
his/her previous employment by the referee is consistent with the information provided by
the applicant on the form. Any discrepancy in the information should be taken up with the
applicant.

10. Compliance

Only when the Manager has received confirmation from the recruitment team that a
person is compliant and able to go out working should they arrange any work for the
person. If there is any requests for this to happen earlier it should be authorised by the
Head of Recruitment or one of the Company Directors and this must be received in
writing. When the person has been declared as being compliant by the Recruitment Team
a confirmation of this will be sent to the manager and a letter will be sent by the HR team
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confirming their employment with the company.

11. Employing ex-offenders

The Rehabilitation of Offenders Act (1974) applies to England, Scotland and Wales and is
aimed at supporting people who have been convicted of a criminal offence and who have
not offended since.

We actively promote equality of opportunity for all and welcome applications from a wide
range of applicants, including those with criminal records. We select all candidates for
interview based on their skills, qualifications and experience.

As an organisation that uses the DBS Scheme to assess the suitability of applicants, the
Richmond House Social Care Services complies fully with the DBS Code of Practice and
undertakes to treat all applicants fairly. Richmond House does not discriminate against
any applicant on the basis of a conviction or other information revealed.

Richmond House encourages all applicants to provide details of any criminal convictions,
spent or unspent, and details of all cautions, reprimands and warnings at the earliest
stage possible. This is usually done on the application form.

If this information is provided and you are short listed for interview, an open and frank
discussion will take place between the designated person and you prior to the interview.
You will be required to write a statement detailing the offence which will then be risk
assessed and considered by the nominated person
Any convictions listed on the disclosure may lead to a meeting with you and the recruiting
line manager. This will be an open and measured discussion on the subject of any
offences or other matter that may be relevant to the position applied for.

Your Disclosure will only be seen by persons directly involved in the administration of the
recruitment process, details will be shared with the branch manager. Failure to reveal
information regarding criminal convictions could lead to the withdrawal of any conditional
offer of employment or the termination of employment if already commenced.

12. Storage, handling and retention of disclosures

As an organisation using the Disclosure and Barring Service (DBS) checking service
to help assess the suitability of applicants for positions of trust, Richmond House
complies fully with the code of practice regarding the correct handling, use, storage,
retention and disposal of certificates and certificate information.

It also complies fully with its obligations under the Data Protection Act 1998 and other
relevant legislation pertaining to the safe handling, use, storage, retention and disposal of
certificate information.
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Storage and access
Certificate information is kept securely, in lockable, non-portable, storage containers with
access strictly controlled and limited to those who are entitled to see it as part of their
duties.

Handling
In accordance with section 124 of the Police Act 1997, certificate information is only
passed to those who are authorised to receive it in the course of their duties. We maintain
a record of all those to whom certificates or certificate information has been revealed and
it is a criminal offence to pass this information to anyone who is not entitled to receive it.

Usage
Certificate information is only used for the specific purpose for which it was requested and
for which the applicant’s full consent has been given.

Retention
Once a recruitment (or other relevant) decision has been made, we do not keep
certificate information for any longer than is necessary. This is generally for a period of up
to six months, to allow for the consideration and resolution of any disputes or complaints.

If, in very exceptional circumstances, it is considered necessary to keep certificate
information for longer than six months, we will consult the DBS about this and will give full
consideration to the Data Protection and Human Rights of the individual before doing so.

Throughout this time, the usual conditions regarding the safe storage and strictly
controlled access will

Disposal
Once the retention period has elapsed, we will ensure that any DBS certificate
information is immediately destroyed by secure means, for example by shredding,
pulping or burning. While awaiting destruction, certificate information will not be kept in
any insecure receptacle (e.g. waste bin or confidential waste sack).

We will not keep any photocopy or other image of the certificate or any copy or
representation of the contents of a certificate. However, notwithstanding the above, we
may keep a record of the date of issue of a certificate, the name of the subject, the type of
certificate requested, the position for which the certificate was requested, the unique
reference number of the certificates and the details of the recruitment decision taken.

13. Management Recruitment
When a Branch Manager, Area Manager or Senior Manager has been recruited, the
following information will be signed off by the Head of Recruitment as being acceptable:

 Application Form
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 2 suitable references
 Interview notes
 DBS check (if applicable)
 Driving documents (if applicable)
 Qualification certificates (if applicable)

All of the above documents should be received within 4 weeks of the candidates start
date, if this is not the case it should be flagged up to the attention of the Directors so that
a review of the outstanding documents can take place.

If the candidate has disclosed that they have a caution or conviction they should complete
a DBS self-declaration form to detail a full account of events which should then be sent to
the Head of Recruitment for consideration and so that this can be brought to the attention
of the Directors.

Upon receipt of an unsatisfactory reference the Head of Recruitment would need to have
a recorded discussion with the candidate and if necessary, seek a third reference. This
would also need to be brought to the attention of the Directors.

In the absence of the Head of Recruitment the HR Manager would be responsible for
these checks.
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