

Appendix E5 - Safer Recruitment and Onboarding Checklist
Recruitment & Onboarding Checklist
[Insert Role Title]
[Insert Details e.g. FTC/Funded Role]
Lead Recruiter [Name]
	[bookmark: _Hlk206151005]Recruitment 
	Time Period
	Notes

	Obtain Approval to Recruit / Parish Agreement Signed
(salary/grade/budget)
	Before advertising
Allow 3 weeks

	

	Prepare Job Description & Person Specification
	
	

	Advertising – agree method(s) and where to advertise
	
	

	Prepare Advert / Closing Date
	
	

	Arrange Interview Panel / Interview Location and Date
-Preferably agree panel and when/where interviews will be held before posting advert and indicate on advert in advance
	
	

	Arrange shortlisting date with interview panel
	
	

	Post Live Advert
-State a closing date (always)
-State interview date (preferably)
	Allow 1 month
	

	Manage Applications
-Respond to candidates
-Send applications to panel
	
	

	Shortlist Applications
-Shortlisting panel meeting
	Allow 1 week
	

	Respond to Applicants
-Invite for interview
-Decline unsuitable applicants
	
	

	Hold Interviews
-Possibly arrange/hold 2nd interviews if necessary
	Allow 2 weeks
	

	Make Offer/Send letter and outline terms
-When offer accepted decline remaining candidates
	Allow 1 week
	

	Commence Safer Recruitment Checks/Pre Employment Screening  
-ID/Right to work
-References
-DBS (as applicable)
-Confidential Declaration Form (CDF) (as applicable)
	Varies. 

	Depends on DBS requirements.

	Agree Start Date
	Varies. 

	Depends on DBS requirements.

	Issue Statement of Terms of Employment (Contract)
	Prior to /on first day of employment

	Full statement must be provided within 2 months of commencement

	Send communication out to PCC/others of new starter
	Prior to /on first day of employment
	



	New Starter / Onboarding
	Time Period
	Notes

	Organise and arrange for any resources, equipment required to be provided upon joining
(e.g. laptop, phone, desk, keys etc.)
	Prior to /on first day of employment
	

	Onboarding / Induction
-Induction checklist
-Safeguarding induction
-Welcome and tour, introductions
-Plan training e.g. safeguarding, fire & safety, DSE etc. (online, face to face?)
	Prior to /on first day of employment
*See link below

	

	New Joiner Starts
-who will welcome and carry out initial induction?
	On first day / 4 weeks of joining
*See link below
	

	Montor initial period of employment (probation)
-plan review meetings
-hold review meetings
-record and monitor performance etc.
	12 – 26 weeks
	

	Probationary Review Meeting
-Confirm probationary period successful, 
-or, extend probation,
-or, terminate employment (proper process required).
-Record and document above in writing
	12 – 26 weeks
NB: extensions to probation or termination must be carried out before the end of the 26 week period. Seek advice from HR if unsure.
	



*”Parish Safeguarding Induction for new Volunteers and Workers”
*House of Bishops Safeguarding Help for Parishes” https://www.rochester.anglican.org/safeguarding/parishes/safeguardinghelpforparishes

Signed:…………………………………………………………..Employee/Worker/Volunteer
[Insert Name and role]
Date:……………………………………………………………….

Signed:…………………………………………………………..Parish/PCC
[bookmark: _Hlk206151921] [Insert Name and role]
Date:……………………………………………………………….
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