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1. INTRODUCTION

Peterhead Football Club Community Foundation, (“PFCCF”), is a Scottish Incorporated
Charitable Organisation (SCIO) which employs staff and volunteers to work with children,
young people, adults and vulnerable adults in our communities, and therefore we have a
duty to safeguard and promote their welfare.

PFCCF is committed to the recruitment of people with skills, knowledge, attitude and
commitment to help the organisation meet its objectives. Successful recruitment depends
on finding people who are suitable and can make a positive contribution to the values and
aims of the charity.

We welcome applications from all candidates and we monitor our recruitment and selection
processes to ensure fairness and validity, and that we are meeting the statutory
requirements of the Equality Act 2010.

We recognize the skills and abilities of all people regardless of their age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or
belief, sex, or sexual orientation. This includes existing staff being considered for promotion.

The Safe Recruitment policy will help to:

» Ensure the recruitment process has no discrimination and is a fair and consistent
approach to recruitment and selection.

» establish good practice and promote effective decision-making in the recruitment
and selection process.

» make sure applicable vacancies are available to all employees.

Y

promote equal opportunities for all applicants.

» ensure recruitment is based on the applicant’s abilities and individual merit against
the criteria of the role.

> ensure all new starts receive an induction.
2. SCOPE

This policy applies to all PFCCF staff, temporary workers and volunteers, as well as
potential candidates who apply for employment.

3. DEFINITIONS

WORD/PHRASE DEFINITION

Adult An “adult” is any individual aged 18 and over or any individual under
the age of 18 years old but who is in a ‘position of trust’.

Child / Children | The Children and Young People (Scotland) Act 2014, section 97(1),
a child is defined as anyone who has not yet attained the age of 18

Young Person For this policy young person has the same definition as Child

Adults at Risk Refers to any person who is aged 18 years or over and is considered
vulnerable or at risk of abuse or neglect.

Staff or Refers to any person who is employed (paid or unpaid),
Volunteers commissioned, or contacted to work with children, young people or
adults at risk.

Volunteering An unpaid activity which involves spending time doing something
which aims to help people or the wider community.




4, RESPONSIBILITY

The Hiring Manager has a responsibility to:
> seek the requisite approval before any recruitment activity takes place.

» familiarize themselves with relevant policies, ensuring they are prepared for
interview, and that all hiring decisions are made in line with those policies.

» request interview skills training if required.
» manage the induction process for their new employees.
» manage and review the probation period of the employee within their team.

The Foundation Board of Trustees will monitor and support the implementation of this policy
and will provide any guidance and support where needed.

All employees are responsible for familiarizing themselves with, and complying with, this
policy and procedure.

5. RECRUITMENT PROCESS

5.1 Identify the Vacancy

It is important to determine whether it is an employed role (full or part-time), or a volunteer
role that is required to support the delivery of the service.

Volunteers are not employees. They will not receive payment for what they do, nor will they
receive certain benefits such as holiday and sick pay. They will, however, be protected from
unlawful discrimination in the same way as employees.

5.2 Job Description

Check whether a job description already exists for the role. If it does not, then a new job
description must be created and approved by the Board of Trustees. An existing job
description should be reviewed (and approved) to ensure it still meets the needs of the
organisation.

The job description describes the main purpose and key responsibilities for that role and
the tasks to be performed. The person specification details the minimum skills, experience
and abilities required to do the job and will be available to prospective applicants so that
they can make an informed decision about whether to apply.

5.3  Approval

The hiring request must be submitted to the Board for authourisation and signed off prior to
any further steps being taken. For a paid position, the budget availability and salary range
must also be confirmed and agreed.

If using a recruitment agency, this must be approved before recruitment begins, and to
ensure the appropriate contractual arrangements are in place.

54 Advertising Role

Following approval, the hiring manager must decide, following discussions with The
Foundation Board of Trustees, which method(s) to attract the best candidates for the role.

The organisation will advertise all opportunities as a minimum on the “Join our team” section
of the PFCCF website, as this supports our commitment to ensuring there is no
discrimination in the recruitment process. In addition, it supports our goal of attracting a
wide, diverse range of applicants.

In some circumstances, and at the discretion of the Board of Trustees, there may be a
decision not to advertise a vacancy. This may occur where:

« There is an ongoing redundancy process or reorganization, where internal
candidates require redeployment.

* A similar vacancy has been advertised recently and previously unsuccessful



candidates may be clearly suitable.
+ Aninternal development opportunity for an existing employee has been identified.

Where a role is advertised, it is central to this policy that advertising will not include
discriminatory language and will use gender neutral language. The Advertisement should
include the following:

* Role Job Description where applicable

* Role duration and a summary of the objectives of the role
* Role required knowledge, skills and attributes.

* Application Form

* Application closing date

* PFCCF’s statement of commitment: “We are an equal opportunities employer, and
we positively encourage applications from suitably qualified and eligible candidates
regardless of age, disability, gender reassignment, marriage or civil partnership,
pregnancy or maternity, race, religion or belief, sex or sexual orientation.”

It will be the applicant’s responsibility to download the Application Form and submit as
directed before the stated closing date.

If an applicant needs information such as an application form in an accessible format (large
print, for example), they can request this. If their request is reasonable, PFCCF will
endeavor to meet it.

5.5 Recruitment Agencies

In some circumstances, PFCCF may use recruitment agency support. If this is required, the
hiring manager must seek support and approval from the Board of Trustees prior to
contacting any agency.

Temporary workers (Contract or Agency) shall only be utilized as a resource to allow for
flexibility on a short-term / project basis. PFCCF shall liaise with the agency or contracted
supplier to ensure that the temporary worker receives equal treatment.

5.6 Conflict of Interest

PFCCFs processes are fair and must be seen to be fair. If the recruiter or interviewer has a
include a relationship or friendship with a candidate, this would be deemed a conflict of
interest, they should immediately tell the Board of Trustees.

5.7 Shortlisting

The hiring manager will ensure all applications received have been recorded. Where
possible, shortlisting should be carried out by at least two people, including the hiring
manager, to avoid personal bias.

When shortlisting, if a candidate has declared that they have a disability and require
reasonable adjustments to attend the interview, this should be recorded and
accommodated.

Once the applications have been shortlisted, a meeting should be held with the Board of
the Foundation to discuss the selected candidates for interview.

5.8 The Interview

Interviews should be conducted by at least two interviewers. To ensure fairness, the same
interview panel and format should be used for each interview and questions based on the
selection criteria outlined in the job description and person specification.

Questions for each interview must be prepared in advance and reviewed to avoid potentially
discriminatory questions. All applicants for the same position should be asked the same
questions, subject to items arising during the interview.

Interviews may be held remotely but must comply with the arrangements described in this
policy. Interviews conducted in this way must not be recorded without the applicant’s


https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersApplicationForm.docx

permission.

Selected candidates will be invited to attend an interview on the basis that they have met
the required criteria. All candidates must be asked if they require any reasonable
accommodation for attending the interview, e.g., accessibility.

Candidates should be requested to bring with them documentary evidence of their identity
and any documents supporting education and/or professional qualification(s) and proof of
membership of any professional body.

PFCCF will only employ workers who are legally entitled to work in the United Kingdom,
and all foreign national candidates must produce appropriate documentation as required by
UK Visas and Immigration to demonstrate their right to work in the UK.

If the role requires a Disclosure Scotland check, the manager should ask the applicant to
bring two original forms of ID and sign off the appropriate Document Verification form at the
meeting.

Candidates’ failure to reveal information that is directly relevant to the position sought could
lead to the end of the recruitment process.

PFCCEF will not ask a candidate about their health unless clarification is required about any
reasonable adjustments that should be made to the recruitment process or if the candidate
has a particular disability where it may impact the delivery of the role.

The interviewers will assess the merits of each candidate against the job description and
determine their suitability for the advertised role and detail their feedback along with any
other relevant information such as availability. A scoring system may be used to enable an
objective decision to be taken against the job and person specification.

Interviewers write their own notes, these along with the application will be held on record
for six months for reassessment if the successful application does not work out.

Interviewers will detail their feedback for the application; and information on the CV, will
make up the factors for deciding which applicant to appoint.

Candidates will be told at interview when they can expect to hear back. It is our policy to
notify unsuccessful candidates as soon as possible, ensuring all candidates are treated with
courtesy and respect.

Should an individual’s DBS disclosure or interview reveal any convictions, the Board must
be informed so it can consider whether the nature of the offence(s) renders the person
concerned unsuitable for working with PFCCF.

Unsuccessful candidates will be notified via email or telephone, if a request for feedback is
received, it will be passed to the Interviewers to review and provide feedback.

5.9 References and Checks

All checks should be confirmed in writing, documented and stored on the individual's
personnel file (subject to restrictions on the retention of information imposed by Disclosure
and Barring Service regulations)

Follow up where they are unsatisfactory or where there are discrepancies in the information
provided.

The purpose of seeking references is to obtain objective information to support appointment
decisions and to ensure the information given by the candidate is valid.

The reference should be from the candidate’s present or last employer, or the educational
institution if not employed. The applicant’'s most recent employer shall not be contacted
without the express permission of the applicant.

If a reference is received containing information which is negative or adverse to the
candidate, or contradicts information provided by the candidate, PFCCF will seek further
clarification which may result in a decision to retract the offer of employment.

Where an applicant is not currently working with children or adults at risk, but has done so
in the past, it is important that a reference is also obtained from the employer by whom the



person was most recently employed in work with children in addition to the current or most
recent employer.

It is now against the law to work, or to permit someone to work with children, young people
and vulnerable adults without the receipt of a satisfactory DBS clearance. A candidate must
not start work until a satisfactory DBS clearance has been received.

The offer of employment shall be subject to the above conditions being met fully and the
successful candidate has the right to work in the UK, failure to complete all required checks
shall result in the offer of employment being withdrawn.

6. RECRUITMENT OF EX-OFFENDERS

All candidates invited to attend an interview will be advised during the recruitment process
that a Disclosure or PVG Scheme check will be requested in the event of the individual
being offered the position.

Candidates are required to disclose whether they have a current conviction. Such a criminal
record will only be considered for recruitment purposes, where the conviction is relevant to
the position being applied for and, where this is the case, will not necessarily bar candidates
from employment. Any decision will depend on the precise nature of the work and the
circumstances and background to the offence(s).

In line with the Rehabilitation of Offenders Act 1974, we will only ask about convictions
which are defined as “unspent”, unless the nature of the position is such that we are entitled
to ask questions about an individual's entire criminal record, e.g., positions which involve
unlimited access to children or vulnerable adults.

Failure to reveal information that is directly relevant to the position sought, or failure to
disclose relevant offences which later comes to light, may result in the employment being
withdrawn or terminated without notice.

PFCCEF will ensure that those involved in the recruitment process have received appropriate
guidance and training in the relevant legislation relating to the employment of ex-offenders.

If the candidate has been successful in the process, they must agree to make a joint
application to the Disclosure and Barring Service.

7. OFFER OF EMPLOYMENT

All proposed employee appointments will be approved by the Foundation Board of Trustees
before any offer of employment is made. The Foundation Board of Trustees will work with
the hiring manager to determine the details of a job offer, solicit the appropriate approval
and prepare the offer paperwork.

After meeting all required checks, an appropriate communication will be sent to the
successful candidate, confirming an offer of employment.

If it is a volunteer appointment, the Volunteer Agreement & Confidentiality Agreement
should be completed. The Agreement details the reasonable expectations of PFCCF
alongside the Code of Conduct and related core policies.

The Confidentiality Agreement details that any information volunteers may have access to,
or are given because of their role with PFCCF, is considered confidential.
8. DATA MANAGEMENT

PFCCF will maintain and record all documents relating to the recruitment process, including
applications, shortlisting information and interview decisions for a period of six months from
the date of selection.

Only information that has a bearing on employment will be transferred to the successful
candidate’s personnel file, with restricted access.

If a complaint has been submitted relating to an appointment or the process, the relevant
records will be kept until the complaint is resolved.



9. INDUCTION

For all new employees and volunteers, a structured induction programme is in place.

The Induction will outline the PFCCF expectations in regards the use of social media and
any discussion about PFCCF or a service it delivers, any posts or comments which bring
PFCCF into disrepute could result in the termination of employment or volunteering
opportunities.

The induction provides information about the Foundation as well as details of applicable
PFCCF policies relating to Health & Safety, Equality, Diversity and Inclusion, Disciplinary
procedure and safeguarding policies.

The induction will include:
* Contact details for the safeguarding leads
* Flow charts of what to do with a safeguarding concern
* Introduction to the DSO/DDSO.
9.1 Probation Period

During the first three months of employment, meetings will be arranged to ensure the person
is fully compliant and has what they need to carry out their role satisfactorily.

9.2 Employment Medical

If required, an employee may have to undertake a medical and alcohol and drug screen as
part of our employment due diligence checks.

If the employee fails these screening tests, the offer of employment will be withdrawn.
10. PROMOTION

Employees and volunteers will be given equal opportunities for promotion and career
progression within the organisation depending on their job-related competencies,
qualifications, abilities, skills training and experience, and in accordance with the needs of
the business.

Any decision relating to promotion will be based on objective criteria and performance.
11. Leavers Process
If an employee wishes to leave PFCCF employment due to a voluntary resignation, an exit

interview will be conducted to understand and record reasons for leaving.

If a volunteer wishes to cease volunteering or the performance or conduct of the volunteer
means that PFCCF does not require the volunteers’ services, the volunteer agreement can
be cancelled at any time by either party without any agreed minimum notice.

12. POLICY REVIEW

This Policy will be used as a guide to safe recruitment, however if there are any new and
or significant changes in employment legislation or regulations then this policy will be
reviewed to ensure the process is compliant.

PFCCF will also review its policy, and procedures annually should there be any incident
which directly concerns or affects PFCCF or any significant PFCCF organisational changes.



