H
>= Since 1999 =<

www.skill7.org

Safeguarding Policy (2020/21)

All Skill 7 Limited staff will be checked and vetted prior to any employment offer being made.

A satisfactory, advanced CRB form must accompany all applications along with five references of
which one must be a family member, one a close friend and three professional people who have
been in contact with the applicant for at least three years, including within the past twelve months.

Skill 7 Limited operates a system whereby most of its staff are made up of past players and
placement students. The definition of past players and placement students will include applicants
who have attended Skill 7 FC sessions for at least two years or undertaken an on-going voluntary
work placement which lasted a minimum of three months.

All applicants must display a willingness to be part of a team and the ability to work on their own
when required. A proactive approach during the applicant’s trial period would be viewed as
favourable.

Once an application has been received, the applicant will be invited in for an interview, subject to a
vacancy being available. Once the application and CRB are deemed satisfactory, and the first
interview has taken place, a second and final interview will take place, (if the applicant is under the
age of 18, a parent/guardian must be present for both interviews).

Subject to a position being available, a post, as coach or assistant, will be offered if all the above
criteria are met.

Coaching qualifications may be taken within the first six months of the position being taken. All First
Aid and Safeguarding Children courses will be taken prior to the first date of employment unless an
applicant is taken on as an apprentice, in which case, Herts Career Services and/or the student’s
educational institute will deliver the appropriate courses throughout the duration of the
apprenticeship period.

All complaints are to be made in writing, within 30 days of an applicant’s second and final interview,
to Skill 7 Limited company founder and sole director, Savvas John Savva.

The procedure for complaints during employment is the same as above.

Definition
Staff recruitment is the process of hiring people to complete roles in your organisation. There are
standard elements of recruitment, whatever position is being appointed.

Guidance

Job Analysis:

Prior to recruiting to a position, it is important to gather information about the nature of the job.
This should include the purpose of the job, the tasks associated with the job and the outputs
required. If the position is a result of a vacancy within the company, it is advisable to check changes
within the existing role are required. Exit interviews can also inform whether changes may be useful.



Job Description:

The job description provides information to potential candidates and can aid performance
assessment when the person is in post. The description should include the job title, the salary range
and a paragraph outlining the overall purpose of the role. This is then followed by a list outlining the
principal duties and responsibilities of the post.

Person Specification:

The person specification sets out the essential and desirable competencies required to carry out the
job role. These requirements are generally used to inform the criteria used to shortlist applicants.
Such competencies include the required skills, knowledge, experience, education and training.
Criteria relating to personal qualities that are essential to the delivery of the role should also be
included. This information also informs prospective candidates as to their suitability for the job.

Inviting Applications:

Marketing the post correctly ensures the best response. Any advertisement should be clear and
reasonably concise. It should include the relevant information, such as details of the organisation’s
activities, outline of the job including essential criteria, reward package, location and details of how
to apply. There must be no discriminatory references and a statement of commitment to equal
opportunities should be included in the advertisement.

It is good practice to acknowledge receipt of application forms.

There are several methods that can be adopted to generate interest, including:

Engaging an executive search recruitment agency. These companies often specialise in an area of
recruitment and therefore have the knowledge to attract an appropriate pool of candidates. This
method is often suitable to specialist fields, e.g. in the construction industry.

Engaging a commercial recruitment agency. Commercial agencies have a register of available
candidates’ types of work, e.g. secretarial and administrative.

Advertising on-line. This has become a very popular platform for recruitment and is inexpensive by
comparison to some other methods of advertising.

Advertising in the media, local and/or national. Advertising in the national press/specialist journals is
expensive but likely to produce a good response for specialist vacancies.

Advertising internally within the company. This method provides prospects for existing staff, builds
on skills and training and assists in motivation.

Selecting Candidates:
The initial part of this exercise is called short-listing. This is carried out by measuring the details in
an application form against the criteria set out in the person specification.

It is often beneficial to ‘telephone screen’ candidates who meet the specification, particularly when
large numbers of applications are received (and who meet the criteria). This process can be useful in
narrowing down those candidates who you identify for face-to-face interview. The telephone call can
address any gaps in the CV / application form, why they are leaving / left their current position and
what appealed to them about the role in your organisation. Candidates who best match the
specification should be invited for interview.

The next stage of this process is the interview. An invitation letter should be sent to invite
candidates to the interview. This should state when and where the interview will take place and who
will be conducting the interview. It should also state whether the organisation will pay travel
expenses for the interview.

The interview should be carried out by more than one person, e.g. line manager / supervisor and HR
manager / representative, and it is essential to be well prepared. The interview panel should read
the application form and familiarise themselves with the job specification. Questions, relevant to the
business and the job in question (see person specification), should be prepared beforehand.

This is a two-way process where the candidate is also given an opportunity to find out more about
the business. An assessment, based on the essential and desirable criteria, can then be made
regarding the applicants’ suitability to the role.



References:

It is important to follow up references prior to making a job offer. It is usual for applicants to give
details of former employers, college tutors, etc. who will be able to check information. Express
permission should be sought from the candidate before approaching a current employer.

Appropriate checks:

Employers have a responsibility for checking that applicants have the right to work in the UK. A list
of appropriate documents is available from the Home Office. It is also reasonable to ask candidates
for proof of qualification or licences.

Making an appointment:

A decision should be made as soon as possible following the interview. It is helpful to use a scoring
system based against the criteria set for the post. This method enables comparisons to be made
between candidates. An offer letter should be sent to the successful candidate, which forms part of
their contract of employment. This should state the title and salary for the position, together with
how the salary will be paid, the hours of work and holiday entitlement. It should also include other
relevant information, for example, if the offer is subject to satisfactory completion of a probationary
period and, if so, for how long; if a company pension scheme operates within the business together
with the details. It is also good practice to include a copy of the job description and person
specification. You should request that acceptance of the position (and the terms stated in your offer
letter) is agreed in writing.

It is also good practice to inform all unsuccessful applicants of the outcome as soon as possible.

Induction Process for New Employees:

An induction process enables new employees to become fully briefed about the organisation and
other members of staff and enables smooth integration. It is also advisable to familiarise yourself
with Employment Law when involved in recruitment/HR topics.

What to avoid

Do not use discriminatory language, whether intentional or unintentional. This means not using
gender or culture specific language. Do not be ‘over-personal’ or ask questions based on conjecture.
Be friendly but try not to be over-inquisitive. If the candidate is not appointed this could be
construed as discriminatory. Avoid opening yourself to risks by being prepared for each stage of the
process.

In job adverts keep the text short and specific. Longer pieces are more expensive and can be less
eye-catching. Avoid using generalisations such as ‘appropriate qualifications’ instead specify which

ones are needed. This will make it less likely that unqualified people apply for the job. This will save
time in the screening process.
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