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1. Introduction 

1.1 The Council’s ability to provide quality responsive services to our community 

depends upon the skills, abilities and knowledge of our employees and the 

recruitment process is vital in ensuring that the best people are appointed. 

1.2 The Council is committed to promoting the welfare and protection of 

children, young people and adults at risk.  This procedure should be used in 

conjunction with the Safeguarding Policy and the details given in the 

Disclosure and Barring Service Policy (available on the Intranet).  Safer 

recruitment practice aims to minimise the risk of appointing someone 

unsuitable to a post where they will be in contact with children, young people 

and adults at risk and could cause them harm.   

1.3 The Council offers services to children and young people and this 

recruitment process should be followed in the recruitment to roles which 

undertake these services such as: 

o Leisure Services including swimming instruction 

o Roles which work with children such as play in the park and the 

Riverside Creche 

o Roles within the museum which provide learning services 

o Civil Enforcement Officers are also an example of a role which are 

eligible for a DBS check. 

 Whilst the Council provides service to adults in the community, the services 

we offer do not generally meet the definition of regulated activity that would 

require a check of the adults barred list, but this check will be undertaken for 

roles which meet this criterion. 

1.4 Full guidance on the recruitment process and the documents to support the 

process are available on the Intranet. 

2. Scope 

2.1 The procedure applies to all employees and workers of the Council when 

undertaking recruitment and selection activity and should be used in all 

Council recruitment. 

 This procedure applies to permanent, temporary and, casual and voluntary 

vacancies. 

3. Legislation 

The relevant legislation that underpins the safer recruitment procedure is as 

follows: 

3.1 Protection of Freedoms Act 2012.   

http://intranet/index.cfm?articleid=14328
http://intranet/index.cfm?articleid=14328


5   

Changes made under this legislation include: 

• A new definition of regulated activity focussing on work which involves close 

and unsupervised activity with children and vulnerable groups 

• Under this legislation the disclosure certificate is now issued only to the 

applicant and is no longer copied to employers 

• The launch of the DBS update service which enables portability of disclosure 

certificates between jobs in the same sector 

• A minimum age (16) at which a person can apply for a DBS check 

• A more rigorous relevancy test for when police can disclose other relevant 

information on an enhanced disclosure certificate 

• Barred list checks are now restricted to those working in accordance with 

the new definition of regulated activity and a small number of other defined 

roles. 

3.2 The Rehabilitation of Offenders Act 1974  

The Rehabilitation of Offenders Act (ROA) allows people with convictions to 

be reintegrated into society by having the right to discount their convictions. 

Cautions, convictions, reprimands and final warnings can be considered spent 

after a specified period of time known as the rehabilitation period which is 

decided by the sentence or out-of-court disposal (disposal) received.  

Once spent, the person is considered rehabilitated and the ROA treats the 

person as if they had never committed an offence. As a result, the conviction 

or caution in question does not need to be disclosed by the person when 

applying for insurance, housing, most paid or voluntary jobs, education or 

training courses, unless the particular role for which the application is being 

made is exempt from the ROA.  

Examples of roles which are exempt from the ROA include jobs involving 

regulated activity or childcare courses involving a work placement. If a role is 

covered by the ROA, it is unlawful for an employer to refuse to accept a 

person, or dismiss an existing employee, because the individual has a spent 

caution or conviction.  

3.3 The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 

(Amendment) (England and Wales) Order 2013  

Changes to the legislation, listing specific positions, professions, employment, 

offices, works and licences exempt from the ROA, as amended, came into 

force in England and Wales on 29 May 2013. As a result, the DBS introduced 

a system that removed certain minor cautions and convictions from standard 

or enhanced disclosure certificates, as they were deemed to be protected 

(i.e. eligible for filtering).  
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The changes in legislation made it unlawful for an employer to take into 

account a protected caution or conviction that would not be disclosed on a 

disclosure certificate, when making a decision to employ a person or dismiss 

an existing employee. 

3.4 Part V of the Police Act 1997 (Criminal Record Certificates: 

Relevant Matters) (Amendment) (England and Wales) Order 2013  

On 29 May 2013 changes were made to Part V of the Police Act 1997, the 

legislation that permits employers in England, Wales and Northern Ireland to 

ask exempted questions under the terms of the ROA, and to obtain 

information about an applicant’s spent cautions and convictions through 

standard or enhanced disclosure checks. The definition of relevant matter in 

the Police Act 1997 was amended and sets out what information, which does 

not qualify for filtering, can be disclosed by the DBS in England and Wales, or 

by Access NI in Northern Ireland, when an individual applies for a standard 

or enhanced disclosure certificate. Section 123 of Part V of the Police Act 

1997 makes it a criminal offence for an employer to knowingly carry out, or 

enable another person to obtain, a standard or enhanced disclosure check on 

a person in respect of a role which is not exempt from the ROA. 

4 Roles and responsibilities 

4.1 Human Resources will undertake the following; 

• Review with the recruiting manager the eligibility of the role for a DBS check 

and the appropriate level 

• Provide, or give access to, all recruitment documentation to applicants that 

reflects the Council’s commitment to safer recruitment and safeguarding of 

vulnerable groups 

• Provide advice and support to recruiting managers on the safer recruitment 

process 

• Provide training to managers in the safer recruitment procedure and keep 

records of all managers who have attended training 

• Undertake all pre-employment checks in accordance with Council policy and 

review with the recruiting manager/Director of Service as appropriate where 

the checks have not been completed to the Council’s satisfaction 

• Support recruiting managers when meeting with applicants to discuss any 

individual circumstances regarding a positive DBS outcome for instance or 

any other areas of concern regarding their application 

• Support the Service Manager when completing a risk assessment related to a 

positive DBS outcome 

• Undertake a referral to the DBS as needed. 
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4.2 Recruiting managers will undertake the following: 

• Review the post to determine the skills, knowledge and experience required 

for the role and ensure that the recruitment documents are accurate 

• Undertake the shortlisting process using the template assessment form 

consistently and fairly, demonstrating that the candidate has met the essential 

criteria as outlined on the person specification for the post and in accordance 

with the Council’s commitment to equality, diversity and inclusion and 

recording any issues for exploration with applicants as appropriate 

• Ensure that selection processes enable the applicant to demonstrate how 

they meet the requirements of the post and exploring any issues with the 

applicant identified during the shortlisting process. 

• Liaise with HR should any issues arise during the pre-employment check 

process and meet with the applicant, with HR, as appropriate. 

• Ensure that induction is planned for the new employee, including safeguarding 

and other compulsory training in accordance with role responsibilities. 

• Provide supervision, induction and probation for the employee on 

commencement of employment and specifically ensure they understand their 

responsibilities within the Safeguarding policy. 

• Complete recruitment training so that at least one member of the interview 

panel has received this training prior to the selection process being 

undertaken. 

• Understand the requirements of checking documents supplied by applicants 

by undertaking document fraud training, reading guidance available or seeking 

guidance from Human Resources 

• Provide feedback to applicants as requested. 

5 The Recruitment Process 

5.1. Stage 1 – What to do when a vacancy arises 

 When a position has or is going to become vacant, the first step is to review 

whether it needs to be filled and how the requirements have or may need to 

change. Whilst there is a tendency to replace like for like, the Council 

recognises that positions and service requirements can develop over time and 

this is a good opportunity to look at the different options available. 

5.2. Stage 2 – Authorisation to fill 

If it is decided that the position (either as it is or amended) needs to be filled, 

then managers must review the position with the appropriate HR Business 

Partner. 
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If a new job role is identified (or the existing post has changed significantly) 

then a job description should be submitted to HR so that job evaluation can 

be completed to determine the grade of the role.  

 

At this stage, a review should be undertaken to determine the eligibility of 

the role to have a Disclosure and Barring Service check undertaken via the 

on line eligibility tool https://www.gov.uk/find-out-dbs-check.  This review 

should be referred to the relevant HR Business Partner in the first instance.     

 

All positions require authorisation to fill. To do this, Managers must 

complete an ‘Authorisation to Fill’ Form.  

 

Once this has been authorised it should be given to the HR Support Team 

along with proposed advertisement text, a copy of the job description and 
person specification. These documents will underpin the recruitment 

process and it is important that they accurately reflect the role 

requirements with an appropriate reference to the level of safeguarding 

responsibilities of the role.  In addition, wording should be included in the 

recruitment material – advertisement, job description and person 

specification – which references the Council’s commitment to safeguarding. 

 

Should the vacancy not be authorised by the Director the post may be 

removed from the Council’s establishment. 

 

5.3. Stage 3 – Advertising the vacancy 

5.3.1 Redeployment  

HR will look at the pool of employees for whom redeployment or relocation 

needs to be considered in accordance with the redeployment policy and 

procedure and identify anyone for whom the job could be a suitable 

alternative to the one currently held. Only when it is agreed that the job is 

not suitable for someone in this position, will advertising methods be 

considered.   

All recruitment exercises must be co-ordinated by HR to ensure a corporate 

approach and compliance with employment legislation. 

 

Personal recommendation or word of mouth recruitment will not be 

acceptable. This does not prevent friends or relatives of existing employees 

responding to advertised vacancies in the normal way along with other 

candidates. 

5.3.2 Internal Advertisement 

Line managers should consider the kind of role for which they are recruiting 

and the possibility of finding a suitable candidate in-house before deciding 

whether or not to advertise internally and/or externally.  Positions that are 

https://www.gov.uk/find-out-dbs-check
https://www.gov.uk/find-out-dbs-check
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advertised internally and externally at the same time will have the same 

closing date.   

Internal candidates will include all permanent and temporary employees of 

the Council and under the Agency Worker Regulation October 2011 also 

includes those employed via an employment agency. Recruiting managers 

should be aware that they need to understand and confirm with the agency 

any related costs involved with the recruitment of an agency worker and the 

move to employment with the Council.  

The iTrent recruitment portal can be accessed via the People Management 

link on the Council’s intranet. 

All internal applicants should apply via web recruitment using their user name 

and log in details that they would usually use for Self Service, using the online 

application form.   Paper applications will be accepted in exceptional 

circumstances.   

5.3.3. External Advertisement 

Managers may choose to use to use a mixture of internal and external 

recruitment options, to widen the pool for selection and reach a diverse 

audience which can help generate new ideas and creativity to a team. 

Should external advertising be required then decisions on the placement of 

adverts will be made based on the following criteria: 

- Advice from advertising agency 

- Cost of advertising 

- Relevance of media  

- Target audience 

- Time of year 

 

Services are required to fund all specific external advertising and will need to 

provide an expenditure code to the HR Support Team prior to the 

placement of the advert. Specific media will require different deadlines for 

submission of text, and this should be considered when deciding closing date. 

 

All external applicants should apply via web recruitment portal using the 

online application form.  Computers are available at the Job Centre, library or 

the Customer Service Centre for this purpose. Paper applications will be 

accepted in exceptional circumstances.   

 

5.3.4 Wording of Adverts – Safeguarding 

 

Adverts should include a safeguarding message as per below and where 

appropriate should also notify applicants of the requirement of Disclosure 

and Barring Checks. 

 

‘Chelmsford City Council is committed to safeguarding and protecting the 

children and young people that we work with. As such, all posts are subject 
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to a safer recruitment process, including the disclosure of criminal records 

and vetting checks. We ensure that we have a range of policies and 

procedures in place which promote safeguarding and safer working practice 

across our services.’ 

 

5.3.5 Wording of Job Description - Safeguarding 

 

Job descriptions should include the wording: 

 

‘You will be made aware and undertake training as required in line with your 

responsibilities set out in the Council’s Safeguarding policy.’ 

 

5.3.6 Job Centre/Find a Job website 

 

Chelmsford City Council has a commitment to local jobs for local people. All 
external adverts will be advertised via the Job Centre 

https://www.gov.uk/jobsearch to enable local people the opportunity of 

viewing and applying for jobs at the Council. 

 

5.3.7 Recruitment and selection agencies, interims and consultants 

 

For short term temporary requirements (i.e. usually for less than 6 months) 

or specialist roles which cannot be filled internally, an off-payroll worker may 

be engaged.  The appropriate authorisation must be undertaken prior to 

engagement.  Please refer to the Agency worker, Interim and Consultants’ 

Policy. 

 

It remains the Council’s responsibility to ensure that pre-employment checks 

including DBS checks as appropriate have been completed and undertaken to 

the standard as undertaken within the Council for interim and consultant 

appointments.  All employment agencies supplying a worker should comply 

with a safer recruitment procedure as described in this policy.  

For Senior or hard to fill posts the Council can also consider using search and 

selection agencies. HR will advise managers on the use of these agency 

services, the contracts in place for such recruitment activities and the likely 

costs.  

5.3.8 Recruitment Information 

 HR will prepare a PDF job pack which will be attached to the advertisement 

for applicants to review.   This will usually consist of: 

• the job description and person specification 

• Information on the salary, hours, summary of terms and conditions 

and employee benefits 

• The Council’s Safeguarding/Criminal Records statement including 

details of any DBS check requirements 

 

Should Services wish to include any additional information to applicants (e.g. 

https://www.gov.uk/jobsearch
https://www.gov.uk/jobsearch
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annual reports, City guides, promotional material) they will be required to 

supply the links to information in advance of the advertising date.   

 

Only applications made on the Council's application forms via web 

recruitment will be accepted, to ensure that information from candidates is 

consistent and can be compared equally.  It will also ensure candidates 

provide the information required and not just the information they wish to 

present. 

CVs will not be accepted on their own. Anyone submitting a CV will be 

contacted and asked to complete an application form via web recruitment.  

5.3.9 Duration of Advertising 

 

Deadlines for receiving completed applications will be clearly outlined on the 

advertisement. The date given on deadlines ends at midnight on the specified 

date.  
 

For internal advertisements the deadline will generally be one week after 

advertisement. For external advertisements this will generally be two weeks 

after advertisement. However longer periods can be agreed in liaison with 

Human Resources. 

 

5.4 Stage 4 – Selection Process 

5.4.1 Short listing 

Short-listing is the process by which applicants are reviewed and selected for 

interview. This must always be completed against the person specification 

which has been prepared for the post.   

The recruiting manager can access applications through the recruitment 

portal on ITrent.  Once the closing date has passed, HR will forward the 

shortlisting documentation for completion.  Shortlisting should be completed 

within two weeks and documentation should be returned to HR together 

with the interview date/s.  This paperwork should be returned even if the 

selection process has not identified any suitable applicants for interview. As 

part of this process HR will remove all monitoring information and will 

review all applications made under the Disability Confident Scheme.   

 

Short-listing must be carried out by at least two individuals and should ideally 

be the same people who will be on the interview panel. If any proposed panel 

member is related to an applicant, or has a close relationship (married, co-

habiting, dating, relation, close or family friend) with him/her outside work, 

they must not take part in the selection process. 

 

For Chief Executive,  Director and statutory appointments, a panel of 

Members must be fully involved in the short-listing and interview process as 

per the Council’s Constitution. 

 

When short listing, recruiting managers must identify: 
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• Incomplete sections in application 

• Unexplained gaps in employment history which must be asked of 

applicants if they are invited to interview and responses recorded 

• Periods of time spent working or living oversees 

• Employment history inconsistent with referees 

• Reasons for leaving past employment 

• Career changes without any clear career or salary progression 

• Moves from permanent to temporary positions 

 

These elements are important as they may suggest that information is being 

withheld and may be of concern in relation to safeguarding. Information 

should be noted on the shortlisting record to enable the recruiting manager 

to ask the applicant for explanation if interviewed. 

 

Managers should return short-listing/interview details form to Human 

Resources together with interview dates which will be set on ITrent for 

candidates to book themselves on.  Applicants should have sufficient notice 

to be able to attend the designated interview date.  Managers will have ITrent 

access to the schedule in order to make changes to slots in order to 

accommodate change requests by candidates.  

 

It is important to make notes of the reasons for selection and non-selection; 

the short listing and rejection codes forms can be used to detail this. These 

will be useful if any concerns about the selection process are raised by 

candidates at a later stage. 

HR will advise candidates by email who have not been successful after the 

shortlisting stage.   

5.4.2 Assessment Methods 

 

For all vacancies, managers will be required to conduct an interview. 

However, the use of other assessment tools, in addition to the interview, is 

recommended as this can help to improve the robustness of the selection 

process by enabling additional information about applicant skills and 

experience to be available to recruiting managers.  

 

Managers need to think carefully about how they intend to assess each 

element of the person specification and decide on the most appropriate 

method. This may be via interview questions but can also include, for 

example, psychometric testing, work sample tests and presentations etc. 

 

Any tests must be related to the requirements of the job/person specification 

and be shown to be valid as part of the selection process. 

 

HR Business Partners should be consulted in the selection and application of 

tests.  
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For some tests a trained administrator or assessor will be required. A list of 

assessors can be obtained from the HR Business Partners. In all other 

circumstances Services must organise and provide their own administration. 

 

Services will be required to fund any testing used, where necessary. 

5.4.3 Interview Preparation 

 

Services are responsible for ensuring that the appropriate arrangements have 

been made for their interviews i.e.: 

• Ensuring that a suitable room is available (this should be fully 

accessible for those with particular access needs),  

• Booking and setting up any equipment required i.e. laptops for 

presentations 

• Ordering refreshments (if required, usually for assessment days) 

• Via the on-line calendar, notifying the customer services team of 

candidates reporting to the Civic Centre 

 

It is the Managers responsibility to check and chase applicants after they have 

been invited to interview by HR.  

Managers should log in to their ITrent Recruiting Manager profile during the 

recruitment process for information and updates on progress.  

5.4.4 Interview Panel 

 

The interview panel must consist of at least two people who should be the 

same people who completed the short-listing.  It is essential that at least one 

member of the panel has been trained in safer recruitment interview 

techniques. 

 

If any proposed panel member is related to an applicant or has a close 

relationship with the person outside work, they should not take part in the 

selection process.  

 

Consideration should also be given to the composition of the Panel to ensure 

diversity is represented. 

Interviews should be conducted in an appropriate setting, face to face, even if 

there is only one candidate. 

5.4.5 Interview Questions 

 

A set of questions matched to job requirements/person specification needs to 

be agreed by the panel prior to the interview. This is to help ensure that the 

interview is conducted on an equitable basis and means that all candidates are 

asked essentially the same questions. Ideally model answers will also be 

identified and noted at this time. This does not prevent the panel from asking 
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follow-up questions or additional questions related to the candidate’s 

application form.  

Any weighting of scores should be agreed prior to the interview.  Weighting 

may be useful to ensure that the skills, knowledge or competence that are 

integral to the role delivery are identified and appropriate weight is given to 

these factors during the selection process. 

 

Panel members must avoid questions which could be interpreted as being 

discriminatory and potentially unlawful e.g. about marital status or 

family/domestic arrangements. It is essential to concentrate on job 

requirements and ensure that candidates have the opportunity to enable 

them to evidence that they can meet them.   

 

Guidance on how to write interview questions related to role requirements 

can be obtained from your HR Business Partner. 

 

Panel members should review application forms and shortlisting notes before 

interview to act as a reminder of additional questions to be asked of 

applicants at interview related to gaps in employment history or other 

discrepancies identified. Clarification at this stage will mean that the pre-

employment vetting process may be quicker. 

5.4.6 At the Interview 

 

Before commencing the interview the right to work, identity documents, and 

qualifications should be checked and a member of the Panel will introduce 

themselves and other panel members to the candidate and will ensure that 

the candidate understands the format that the interview will take. 

 

All panel members must take notes throughout each interview. Candidates 

can request to see their assessment forms and interview notes so panel 

members must ensure that these are legible and factually correct and do not 

include any subjective remarks.  The notes will help in the completion of 

assessment forms and can be referred to at a later stage to assist in the fair 

comparison of candidates.  

At the end of the interview candidates should be asked if there are any 

questions which they wish to ask about the job or the appointment process.  

Finally, the candidates should be informed when a decision is likely to be 

made and how they will be notified.   

 

Assessment forms should be completed for each candidate interviewed. 

These should be completed jointly by the panel with evidence for each mark 

clearly indicated, ensuring that detail is given as to what part of the interview 

/ assessment process has been used for scoring. (e.g. Interview Question x / 

Assessment on Y etc.) 

 

The candidate with the highest assessment against the essential criteria 

should generally be the person whose application should be progressed to 
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the next stage. However, this needs to be considered along with the results 

of any selection testing used. In the event of a tie, the panel should review the 

marks against the desirable elements.  Your HR Business Partner can provide 

advice on selection criteria application and weighting.  

 

Ensure that any gaps in employment history or discrepancies highlighted in 

preparation stages have been asked and clarified, detailing answers so these 

can be attached to application form to ensure that questions are not asked 

unnecessarily at the vetting stages. 

5.4.7 Checking Documentation 

The lead panel member will be required to collect and check any 

documentation which the candidate has been asked to bring with them. This 

will include: 

• Self declaration of criminal conviction form (in sealed envelope – not to 

be opened) 

• Evidence of essential qualifications and memberships 

• Documentation to prove that they have eligibility to work in the UK 

 

A list of suitable documents, (to evidence eligibility to work in the UK), are 

included in the interview pack and are available on the HR intranet site. 

Managers must check the original documentation and take a photocopy for 

the Council’s records, ensuring that they write ‘This is a true Copy’, sign, 

print name, state job title and then date. 

Should the successful applicant not hold a European passport, the passport 

and any other right to work documentation will need to be seen to verified 

and further advice is available from the HR team.   

 

All documents must be returned to HR. These will be stored or destroyed in 

accordance with the Corporate Document Retention Policy. 

 

HR will review the criminal conviction form and will inform the manager of 

any information which is relevant to the post. If a criminal conviction is 

declared, then this will be handled in accordance with the Council’s 

Rehabilitation of Offenders policy. 

5.5  Stage 5 – Appointment Process 

5.5.1 Offer of Appointment 

 

Once a decision has been made by the Panel, the lead member must 

complete an appointment form detailing all information relevant to the post 

and successful applicant.  
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An initial conditional verbal offer can be made to the candidate, ensuring the 

candidate is aware this is subject to placement health questionnaire, 

references, relevant criminal conviction check and DBS disclosure if 

applicable (see the Disclosure and Barring Checks policy for more 

information). This conditional offer, subject to the completion of pre-

employment checks, can be made by the Service or exceptionally by HR.  No 

offer should be made if eligibility to work in the UK has not been evidenced. 

Please consult your HR Business Partner for advice in such cases. 

The commencing salary will usually be at the minimum of the advertised 

grade.  Any higher salary offer should be discussed with the HR Business 

Partner and agreed by the Service Manager. 

The HR Support Team will send out a conditional offer of employment letter 

with a copy of the health questionnaire that needs to be completed along 

with DBS forms (if applicable to the post). Start dates will not be confirmed 

till the pre-employment vetting has been completed. 

 

The HR Support Team will co-ordinate all pre-employment checks and will 

inform the manager when these have been completed. No individual should 

start employment with the Council until these checks have been cleared. 

5.5.2 Pre-Employment Vetting Checks 

 

All posts require pre-employment checks to ensure there are no known 

reasons why a candidate should not undertake the role they have applied for. 

Some checks will be specific to posts that have contact with children or 

young people. 

5.5.3 References 

For all permanent appointments or temporary appointments over three 

months in duration, a reference period covering two years must be sought.   

These should include the present and/or most recent employer.    For any 

gaps of 3 months or greater in employment history, a satisfactory explanation 

will be sought from the worker and additional references taken as 

appropriate. Gaps of greater than 6 months will be further explored, and 

evidence obtained from the applicant regarding the reason for the gap.  For a 

contract 3 months or under, one reference must be obtained.  In the case of 

first-time employees, references may also be sought from their school or 

other educational institution.  Friends and family members will generally not 

be accepted. 

 

For all posts the HR Support Team will review the candidate’s previous 5 

years’ employment / education history from the application form and notes 

from recruiting managers. Employment history background checks are carried 

out via online verification methods, i.e. a google search.   
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For employees/workers returning to Council employment after a break, a 

DBS check is required after a 12 month break in employment. 

 

Telephone references may be undertaken in order to avoid delay.  However, 

the questions should be restricted to those asked for all candidates and must 

be followed up in writing to confirm the responses noted.  

 

The contents of a reference may only be disclosed to a candidate with the 

referee’s permission as employment references are exempt from disclosure.   

When requesting sickness absence details on reference forms, absence 

periods relating to pregnancy or gender re-assignment will not be taken into 

account should this is provided by a referee. 

5.5.4 Internal Reference Form 

For internal candidates transferring to a different section or Directorate, one 

reference should be obtained from their current line manager by HR with the 

exception of employees or workers taking on additional casual roles.  When 

the Support Team have received the appointment form for a successful 

candidate by the new line manager, they will request a reference from the 

current line manager.  As part of the reference form, HR will provide the 

sickness and absence information.  The completed reference form should 

then be returned to HR.   

5.5.5 Placement Health Questionnaire 

 

Placement Health Questionnaires should be completed for all employees, 

whatever the duration of the contract. 

 

The placement health questionnaire will be sent to the successful applicant by 

the HR Support Team with the conditional offer of employment letter. The 

response will be forwarded to the Occupational Health Provider. The basis of 

this document will decide the Health Surveillance requirement, as well as the 

needs of the post and the applicant’s ability to meet the fitness requirements 

for the role.    An employee may be required to attend a post-employment 

health check or health surveillance during the probationary period. 

5.5.6 Disclosure and Barring Service (DBS) Checks and overseas checks 

 

Eligibility for DBS check information is held within iTrent in HR and further 

information on obtaining disclosure can be found in the Disclosure and 

Barring Service checks policy  on the Intranet. 

 

Where a DBS disclosure is required the applicant will be sent a log in to 

enable an on-line application to be made.   

Where a role requires a DBS check, an employee will not be able to start 

until a satisfactory disclosure has been received.  
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An overseas check may be required depending on the applicant’s employment 

history or gaps in employment history which have been declared. 

Further information on the Council policy on DBS checks is included in the 

DBS check policy. 

 

It is Council policy to undertake rechecks every 3 years. 

For roles that access government systems such as Civica a Memorandum of 

Understanding should be completed, and Basic Disclosure check obtained in 

accordance with the Baseline Personnel Security Standard if required for the 

role.  

5.5.7 Declaration of Interest 

 

Candidates offered certain roles within the Council will be required to sign a 

‘Declaration of Interest’ form. This informs the Council of any potential 

conflict of interest and which the relevant service will review.     

 Declaration of interests’ forms should be completed by Management team 

and Service Managers as identified in the Declaration of Interests protocol 

and in accordance with the Anti-Bribery policy. 

5.5.8 Checks for Agency Workers appointed to Council employment 

 

Where agency workers, apply for and are offered posts within the Council 

the above pre-employment checks will apply and HR will ensure that the 

checks are undertaken in accordance with Council policy 

 

Agency workers will not be able to transfer from the agency to the Council’s 

employment until all necessary checks have been undertaken to the Council’s 

satisfaction.   

6. Employment of Young People 

While there is no requirement for an employer to carry out a separate risk 

assessment specifically for a young person aged under 18, a general risk 

assessment should be undertaken and take into account the specific factors 

for young people, before a young person starts with you.  However due 

regard should be had to working time regulation.  See policy on Intranet or 

ACAS.  ACAS Working Hours guidance 

Additional guidance is available at the following links: 

ACAS guide 

GOV.UK guidance 

For more information please contact your HR Business Partner. 

http://www.acas.org.uk/index.aspx?articleid=1373
http://www.acas.org.uk/index.aspx?articleid=1373
http://www.acas.org.uk/index.aspx?articleid=5410
http://www.acas.org.uk/index.aspx?articleid=5410
https://www.gov.uk/child-employment
https://www.gov.uk/child-employment
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7 Employing people with disabilities 

The Council actively promotes employing disabled people and have been 

assessed as meeting the Disability Confident standard.   

Under the standard the Council guarantees interviews to all applicants with a 

disability who meet the essential requirements of the post as set out in the 

person specification. 

HR can provide advice on making reasonable adjustments to the interview 

arrangements for candidates with a disability including seeking the advice of 

Occupational Health or another appropriate agency as needed. 

If at the interview stage the manager is unsure if the applicant will be able to 

fulfil all aspects of the role then guidance should be sought from the relevant 

HR Business Partner who will assist managers in the decision regarding 

reasonable adjustments to enable them to carry out the role.  They will 

consider the following: 

• Removal of duties from the post and reallocated.   

• Adjustment to the working hours for the employee 

• Offering a temporary work trial to enable a fuller assessment of the 

needs of the applicant. Access to Work can assist with and fund 

adaptations to work equipment, transportation to and from work and 

the provision of assistants/mentors etc. Contact should be made with 

Access to Work by the individual.  The Access to Work Mental 

Health Support service is also available to employees. 

8. Casual Enquiries 

A waiting list for roles is not held by HR nor will CVs be held on file.  

Potential applicants will be guided to the Council’s website for details of all 

available roles.   

9. Induction 

Good Induction will ensure that new employees understand how their role 

fits in to the organisation, and that they have the basic tools to do the job.  

 

Some pre-employment actions will include the request for IT equipment, and 
an email account.   

 

For information on induction please visit the induction pages on the intranet. 

https://intranet.chelmsford.gov.uk/hr-for-everyone/induction-and-

performance-management/inductionof-new-employees/ 

 

 

https://intranet.chelmsford.gov.uk/hr-for-everyone/induction-and-performance-management/inductionof-new-employees/
https://intranet.chelmsford.gov.uk/hr-for-everyone/induction-and-performance-management/inductionof-new-employees/
https://intranet.chelmsford.gov.uk/hr-for-everyone/induction-and-performance-management/inductionof-new-employees/
https://intranet.chelmsford.gov.uk/hr-for-everyone/induction-and-performance-management/inductionof-new-employees/
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10. Related policies and procedures 

• Disclosure and Barring checks policy 

• Volunteering policy 

• Safeguarding policy 

• Equality, Diversity and Inclusion policy 

• Agency workers, interim and consultants’ policy and procedure 

• Probation policy 

11. Duty to refer 

It is an offence for an employer to knowingly allow a barred person to engage 

in regulated activity with the group with which they are barred from working 

(i.e. children or adults at risk of harm or both).  It is also an offence for a 

barred person to seek work with the group with which they have been 

barred from working. 

Employers have a legal duty to refer to the DBS any person who has been 

removed by the employer (or would have been removed had the person not 

resigned, retired or left the workplace) from engaging in regulated activity 

because they: 

• Harmed or posed a risk of harm to a child or adult at risk of harm or 

• Satisfied the harm test or 

• Received a caution or conviction for a relevant offence 

It may also be appropriate to refer the person to the Police and the Local 

Authority Designated Officer. 

 

HR will advise on or lead on a referral if necessary, liaising with the Service as 

appropriate. 
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