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INTRODUCTION 

DEFINITIONS 
 

o 

o 

o 

o 

o 

SAFER RECRUITMENT POLICY 
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o 

o 

  

o 

o 

o 

o 

o 

 

o 

o 

o 

o 

o 

o 

WHEN DOES THIS POLICY APPLY?  
 



   

3 

 
ACTIVITES 
 

 
TIME PERIOD  

 

EXAMPLES OF ROLES (N.B not 
an exhaustive list) 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 

 
SAFER RECRUITMENT PROCESS  
 

• 

• 

• 



   

4 
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STAGE ONE - THE ROLE  

APPROVAL PROCESS FOR DIFFERENT WORKER TYPES 

 
PERMANENT / FIXED-TERM ROLES / 
INTERNSHIPS / WORK PLACEMENTS  

 

 

 

 

 
CASUAL ROLES

o 

o 

 
VOLUNTEERS  
 

 

WORK EXPERIENCE  
 

https://forms.office.com/Pages/ResponsePage.aspx?id=g9owEl6D20yACJAmzN2ApzvImonAPHhCjl0R5VjFPJFUQU5UWTg4WFFVOFRITkJLVU04U1BIM1ZYOC4u
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CONSULTANTS

 

 

 

 

 
RECRUITMENT  
AGENCY 

✓ 

✓ 

✓ 
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THIRD PARTY EXTERNAL AGENCY 

✓ 

✓ 

✓ 

WRITING THE JOB DESCRIPTION FOR ALL ROLES  

 
AREA FOR CONSIDERATION  
 

 
OUTLINE  

 
EXAMPLE ONLY  

 
OUTLINING THE 
RESPONSIBILITIES OF THE ROLE 

 

• 

• 

 

 
EXPERIENCE AND SKILL SET 
REQUIRED FOR THE ROLE 
 

 

• 

 

• 

 

• 

 

• 

• 
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• 

 

•  

• 

 

 

 
• 

 

 

• 

• 

• 

• 

• 

 

 

STAGE TWO – ADVERTISING AND BRIEFING  
 

• 

• 

• 

• 

o 

o 

• 

 

• 

• 

• 

• 

• 
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STAGE THREE - SCREENING  
 

• 

• 

• 

 
 

STAGE FOUR- FIRST STAGE INTERVIEW 
 

PREPARING INTERVIEW QUESTIONS  

• 

• 

• 
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• 

• 

• 

PRE-INTERVIEW BREIFING  

✓ 

✓ 

✓ 

✓ 

STAGE FIVE – SECOND STAGE INTERVIEW 

PREPARING 2ND STAGE INTERVIEW QUESTIONS  
 



   

11 

• 

• 

• 

• 

• 

• 

• 

• 

DURING THE 2ND INTERVIEW – SCORING MATRIX & FEEDBACK  

 

 

 

STAGE SIX – MAKING THE OFFER  
 

 
WORKER TYPES 

 

 
OFFER PROCESS 

 
 
PERMANENT / FIXED-TERM ROLES / 
INTERNSHIPS / WORK PLACEMENTS   the
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CASUALS & VOLUNTEERS 

• 

• 

• 

• 

WORK EXPERIENCE  
 

• 

• 

• 

• 
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CONSULTANTS

✓ 

✓ 
 
RECRUITMENT AGENCY 

 
THIRD PARTY EXTERNAL AGENCY  
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STAGE SEVEN – POST RECRUITMENT  
 

• 

• 

• 

• 

STAGE EIGHT- POSITIVE INFORMATION  

STAGE NINE – INDUCTION & TRAINING

• 

• 

• 

• 

• 
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APPENDIX ONE  

 

 

 
 
APPENDIX TWO   
 

 

 

 
SCORE  

 
GUIDANCE ON SCORE  

 
EXAMPLE OF ANSWER  
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