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Safeguarding at TMS Youth & Arts  
 
1. Purpose and scope 
 
1.1 TMS Youth & Arts (the Charity) is commiIed to proacJvely safeguarding children, 
beneficiaries and staff and to taking reasonable steps to protect all those who come into 
contact with the Charity from harm. The safety and welfare of everyone affected by the 
Charity’s acJviJes, especially children is a key governance priority. 
 
1.2 Safeguarding children and protecJng those who come into contact with the charity is 
everyone’s responsibility. This Policy applies to trustees, members of staff (including for the 
purposes of this Policy: employees, consultants, contractors, volunteers, interns and our 
tutors), and others involved or associated with the Charity’s acJviJes. 
 
1.3 The Charity recognises that Safer Recruitment is the first step in safeguarding and 
promoJng the well-being and welfare of children in its care. The Charity wishes to recruit 
and retain the highest calibre of trustees and staff who will support its commitment to 
safeguarding. 
 
1.4 The Charity and its trustees are commiIed to ensuring consistency of treatment and 
fairness, and will abide by all relevant equality legislaJon including the Equality Act 2010. 
 
1.5 This Safer Recruitment Policy forms part of the Charity's wider commitment to 
safeguarding and promoJng the well-being and welfare of children. This Policy should be 
read in conjuncJon with the Charity's Safeguarding Policy and Data ProtecJon Policy. 
 
1.6 The overarching aim of this Safer Recruitment Policy is to help deter, reject or 
idenJfy applicants who might abuse children or young people, or who are otherwise 
unsuitable to work with them and ensure compliance with all relevant legislaJon, statutory 
requirements, and Government and Charity Commission guidance, and best pracJce - 
including guidance and the Code of PracJce issued by the Disclosure and Barring Services 
(DBS). 
 
1.7 Individuals involved in the selecJon and recruitment of employees and volunteers 
must familiarise themselves and comply with this Policy. 
 
2. Principles 
 



 

2.1 The Charity has a principle of open compeJJon in its approach to recruitment and 
will seek to recruit the best applicant for the role. The recruitment and selecJon process 
should ensure the idenJficaJon of the person best suited to the role at the Charity based on 
the applicant’s skills, abiliJes, qualificaJons, and experience, as measured against the role 
descripJon and person specificaJon, and informaJon on an applicant's applicaJon form. 
 
2.2 The recruitment of staff will be conducted in a professional, Jmely and responsive 
manner, and in compliance with current employment legislaJon (as appropriate), relevant 
safeguarding legislaJon and statutory guidance, and best pracJce. 
 
2.3 If an individual involved in the recruitment process has a close personal or familial 
relaJonship with an applicant, they must declare it as soon as they are aware of their 
applicaJon and avoid any involvement in the recruitment and selecJon decision-making 
process. 
 
2.4 The Charity aims to adopt a consistent and thorough process of safer recruitment - 
while obtaining, collaJng, analysing and evaluaJng informaJon from and about applicants 
who apply for roles at the Charity – in order to ensure that those who are recruited are 
suitable to work with children and young people. 
 
3. Roles and responsibiliJes 
 
3.1 It is the responsibility of the Director, and other team members involved in 
recruitment to: 
  
- ensure the Charity operates safer recruitment procedures - including the saJsfactory 
compleJon of all pre-employment checks; 
- monitor contactors’ and agencies’ compliance with this Policy; and 
- safeguard and promote the well-being and welfare of children and young people at 
every stage of the recruitment process. 
 
4. Regulated AcJvity 
 
4.1 Staff engaged in regulated acJvity with children, or with substanJal access to 
children’s data will be required to hold a clear enhanced DBS check with children’s barred list 
checks. 
 
4.2 Staff who have an opportunity for regular contact with children but who are not 
engaged in regulated acJvity will be subject to an enhanced DBS check, without barred lists 
checks. 
 
4.3 Staff who do not have the opportunity for regular contact with children or access to 
their data will be subject to a basic DBS check only. 
 



 

4.4 The full legal definiJon of "regulated acJvity" is set out in Schedule 4 of the 
Safeguarding Vulnerable Groups Act 2006 as amended by the ProtecJon of Freedoms Act 
2012. Guidance on what consJtutes Regulated AcJvity with Children can be found at: 
 
 
Annex F of Keeping Children Safe in EducaJon (September 2022) Website Link: 
Keeping children safe in educaJon 2022 (publishing.service.gov.uk) 
 
Disclosure and Barring Service Guidance “Regulated AcJvity with Children in England” 
 
Website Link: 
hIps://assets.publishing.service.gov.uk/government/uploads/system/uploads/aIachment_ 
data/file/739154/Regulated_AcJvity_with_Children_in_England.pdf 
 
4.5 "Regulated acJvity" includes: 
 
4.5.1 Teaching, training, instrucJng, caring for or supervising children if the person is 
unsupervised, or providing advice or guidance on well-being, or driving a vehicle only for 
children; 
 
4.5.2 Work for a limited range of establishments (known as “specified places,” which 
include schools and colleges, children's homes and childcare premises), with the opportunity 
for contact with children, but not including work done by supervised volunteers. 
 
4.6 In relaJon to (4.5.1) an individual will be carrying out regulated acJvity if they work 
unsupervised frequently – once a week or more, intensively – on 4 or more occasions in a 30 
day period, or overnight – between 2am and 6am. In relaJon to (4.5.2), an individual will be 
carrying out regulated acJvity if they work frequently, intensively, or overnight (i.e. on the 
same basis as immediately above) in the same "specified place." 
 
5. Role descripJons and adverJsements 
 
5.1 A role descripJon and adverJsement are key documents in the recruitment process 
and must be finalised prior to taking any other steps in the recruitment process. They will 
clearly and accurately set out the duJes and responsibiliJes of the role. The role descripJon 
should clearly set out the extent of the relaJonship with, and the degree of responsibility 
for, children with whom the person will have contact. It must also refer to the responsibility 
for safeguarding and promoJng the well-being and welfare of children and young people. 
 
5.2 The person specificaJon is of equal importance and informs the selecJon decision. It 
details the skills, qualificaJons and experience needed for the role; the competencies and 
qualiJes that the applicant should be able to demonstrate; and how these will be tested and 
assessed during the selecJon process. The person specificaJon must include a specific 
reference to an applicant's suitability to work with children and young people. All applicants 
will be assessed equally against the criteria contained in the person specificaJon without 
excepJon or variaJon. 



 

 
5.3 The informaJon should stress that the idenJty of the candidate, if successful, will 
need to be checked thoroughly, and that where a DBS check is appropriate, the person will 
be required to complete an applicaJon for a DBS disclosure straightaway. 
 
5.4 All documentaJon relaJng to applicants will be treated confidenJally in accordance 
with the Charity’s Privacy NoJce. 
 
6. ApplicaJons and shortlisJng 
 
6.1 ApplicaJon forms will require: 
 
- Full personal informaJon, including any former names by which the person has been 
known in the past; 
 
- A full employment history - both paid and voluntary (if applicable), since leaving 
school, including any periods of further educaJon or training (if applicable); 
 
- Details of any relevant academic and/or vocaJonal qualificaJons; 
 
- Both professional and character references; and 
 
- A declaraJon, as appropriate for the posiJon, that the person has no convicJons, 
cauJons, or bind-overs or if they have, to provide details in a sealed envelope and marked 
'Private and ConfidenJal'. 
 
6.2 Incomplete applicaJon forms will not be considered. 
 
6.3 It is a criminal offence for anyone to seek or accept work in regulated acJvity 
knowing that they are barred from working with children; and for an employer to offer work 
to, or employ a person in a regulated posiJon knowing that the person is barred from 
working with children. All applicants will be made aware that providing false informaJon is 
an offence, and could result in the applicaJon being rejected, or summary dismissal, or the 
requirement for a volunteer to cease to carry out their role, if the applicant has been 
selected or recruited, and referral to the police and/or the DBS. 
 
6.4 Applicants for volunteering vacancies will be offered an opportunity to speak with a 
member of the Charity team for an informal discussion about the role, and to ask any 
quesJons they may have. 
 
7. References 
 
7.1 All offers of employment or volunteering will be subject to the receipt of a minimum 
of two independent references which are considered saJsfactory by the Charity. One 
reference must be from the applicant's current or most recent employer or deployer (in 
respect of 



 

  
volunteering), if applicable. If the applicant's current or most recent role does/did not 
involve work with children and young people, but the applicant has worked with children 
and young people in the past, then the second reference should be from the employer or 
deployer of that role who can comment on their previous work with children and young 
people, and their suitability to work with them. The referee should not be a relaJve. 
 
7.2 In addiJon to obtaining references, where possible an online search should be 
carried out as part of the pre-interview checks. This may help idenJfy any incidents or issues 
that have occurred and are publicly available online, that the Charity may wish to explore 
further at interview. 
 
7.3 References must always be supplied directly by referees. References should provide 
objecJve verifiable and factual informaJon to support appointment decisions. In order to 
achieve this, a reference pro-forma with quesJons relaJng to the applicant's suitability to 
work with children and young people should be provided. 
 
7.4 All referees will be asked: 
 
- whether they believe the applicant is suitable for the role for which they have 
applied, and whether they have any reason to believe that the applicant is unsuitable to 
work with children and young people; and 
 
- to confirm whether the applicant has been the subject of any disciplinary sancJons 
and whether they have had any substanJated allegaJons made against them that meet the 
harm threshold or concerns raised which relate to either the safety or welfare of children 
and young people, or about the applicant's behaviour towards children or young people. 
Details about the outcome of any concerns or allegaJons will be sought. The reference 
should not include any allegaJons or concerns that are malicious, false, unfounded or 
unsubstanJated even if they are repeat allegaJons. 
 
7.5 All applicaJons will be checked to ensure that they are fully and properly completed; 
scruJnised for any discrepancies or anomalies in the informaJon provided – which will be 
followed up; and considered with regard to any history of gaps, or repeated changes, in 
employment, or moves to supply teaching work, without clear or jusJfiable reasons. 
 
7.6 Direct contact by phone will be undertaken with referees where references are 
absent or raise concerns. 
 
7.7 The Charity does not accept open references, or tesJmonials provided by an 
applicant, or references from relaJves. 
 
7.8 If the applicant claims to have specific qualificaJons or experience relevant to 
working with children and young people which may not be verified by a reference, the facts 
should be verified by making contact with the relevant body or previous employer/deployer 
and any discrepancy explored during the interview. 



 

 
8. Interviews 
 
8.1 Shortlisted applicants will be invited to aIend an interview. There will always be a 
face-to face interview (either in person or via a video conference planorm). 
 
8.2 QuesJons will be set to test the applicant's specific skills during the interview, their 
abiliJes to carry out the role applied for, and whether they share the same values as the 
Charity. 
 
8.3 The applicant's aptude towards children and young people in general will also be 
tested together with their commitment to safeguarding and promoJng the well-being and 
welfare of children and young people. 
  
8.4 The interview panel will fully explore during the interview any discrepancies or 
anomalies, or gaps in employment history, that have been idenJfied from the informaJon 
provided to the Charity by the applicant or a referee. 
 
8.5 At least one member of the interview panel will have undertaken safer recruitment 
training, or refresher training as applicable, and both will have undertaken safeguarding 
training. 
 
8.6 All applicants who are invited for an interview will be required to bring documentary 
evidence of their idenJty – either a full birth cerJficate, passport or photocard driving 
licence and addiJonally a document such as a uJlity bill that verifies the applicant's name 
and address. Where appropriate, change of name documentaJon must also be brought to 
the interview. Applicants should also be asked to bring original or cerJfied copies of 
documents confirming any necessary or relevant educaJonal and professional qualificaJons. 
If the successful applicant cannot produce original documents or cerJfied copies, wriIen 
confirmaJon of their relevant qualificaJons must be obtained from the awarding body. 
 
9. Offer 
 
9.1 Any offer of appointment made to a successful applicant, including one who has lived 
or worked abroad, will be condiJonal upon saJsfactory compleJon of the necessary pre- 
appointment checks, including: 
 
- verificaJon of the applicant’s idenJty (if this has not previously been verified straight 
aqer 
the interview); 
 
- the receipt of two saJsfactory independent references – if references were not 
obtained before the interview, it is vital that they are obtained and scruJnised before a 
person's appointment is confirmed; 
 



 

- a DBS Disclosure appropriate to the role. An enhanced DBS cerJficate - including a 
check of the DBS's Children's Barred List, for those who will be engaging in regulated acJvity 
- must be obtained (via the applicant); 
 
- a separate children’s barred list check will need to be obtained if an individual will 
start work in regulated acJvity before the DBS cerJficate is available or where an individual 
has worked in a post that brough them into regular contact with children and young persons 
which ended not more than three months prior to that person’s appointment to the 
organisaJon; 
 
- confirmaJon that the applicant is not subject to an Order under secJon 79 of the 
ChariJes Act 2016 for their removal/disqualificaJon from a charity, if applicable; 
 
- verificaJon of the applicant’s mental and physical fitness for the role, if appropriate; 
 
- verificaJon of the applicant's right to work or to volunteer (as appropriate) in the UK, 
including EU naJonals; 
 
- criminal record checks and/or overseas police checks, as appropriate, for an applicant 
who has lived or worked overseas 
 
- verificaJon of any relevant qualificaJons and professional status, as appropriate (if 
not verified straight aqer the interview), and whether any restricJons have been imposed by 
a regulatory body, such as the Teaching RegulaJon Agency. 
 
9.2 Any informaJon which has been provided to the Charity regarding past disciplinary 
sancJons; allegaJons or concerns which relate to the safety or welfare of children or young 
people, or about an applicant's behaviour towards children or young people; or cauJons or 
convicJons will be discussed and considered in the circumstance of the individual case 
during the recruitment process. 
  
9.3 A personnel file checklist will be used to track, and audit paperwork obtained in 
accordance with safer recruitment training. The checklist will be retained on personnel files. 
 
10. Checks on Overseas Applicants 
 
10.1 The same checks must be made on all overseas applicants, including DBS checks (and 
children’s barred list informaJon, for those will be engaging in regulated acJvity), but 
disclosures may not provide informaJon on people convicted abroad, and with respect to 
individuals who have liIle residence in the UK, cauJon will be exercised. Applicants who 
have lived/worked abroad for more than three months within the previous year will need to 
obtain a criminal record check from the relevant authority in that country. Not all countries, 
however, provide this service. The advice of the DBS Overseas InformaJon Service must be 
sought about criminal record checking overseas. 
 



 

10.2 Where an overseas check is not possible or pracJcable, the Charity will obtain an 
addiJonal reference and will may obtain a leIer via the applicant from the professional 
regulaJng authority (oqen the Department or Ministry of EducaJon though this varies) in 
the country (or countries) in which the applicant worked confirming that they have not 
imposed any sancJons or restricJons, and or that they are aware of any reason why they 
may be unable to teach. 
 
11. Visitors 
 
11.1.1  Any visitors on programme related acJviJes should have their ID checked and be 
asked to confirm that they have undergone the necessary DBS checks. They should not be 
asked to produce the DBS cerJficate. 
 
12. Safeguarding InducJon Training 
 
12.1 All new Trustees, employees and volunteers will be required to complete mandatory 
safeguarding inducJon training, regardless of whether they work directly with children and 
young people. This is in accordance with the Charity’s Safeguarding Policy. This will include 
an introducJon to the Charity’s safeguarding policies and procedures, including the 
Safeguarding Policy and the Code of Conduct. It will also explain the idenJty and specific 
responsibiliJes of individuals with designated safeguarding responsibiliJes. 
 
12.2 InformaJon will be provided about safe pracJce. The inducJon training will provide 
trustees, and staff with a full explanaJon of their roles and responsibiliJes – and 
expectaJons which will govern how they carry them out, and the standard of conduct and 
behaviour expected from them. Employees will be made aware of the Charity's personnel 
procedures relaJng to disciplinary issues, and volunteers will be made aware that any 
potenJal breach of the Charity's Code of Conduct will be treated seriously and could result 
in them being asked to cease to volunteer. Staff will also be made aware of the whistle-
blowing policy which is contained in the Charity's Employee 
 
12.3 The inducJon training will also include child protecJon training which will be tailored 
at a level appropriate to the staff member’s work with children. 
 
12.4 ProbaJonary periods of 3 months will typically apply for new employees, during 
which Jme performance will be monitored. The Charity reserves the right to extend this 
period by a further 6 months at its absolute discreJon. 
 
13. Single Central Record of Recruitment and Vepng Checks 
 
13.1 A single central record of recruitment and vepng checks of trustees and staff 
members as well as contractors and agency staff, will be kept by the Charity. This is kept up 
to date by the Human Resources team. 
  
14. Record RetenJon/Data ProtecJon 
 



 

14.1 All data will be processed and retained in accordance with the Charity’s Privacy 
Policy. 
 
15. Ongoing Employment and Volunteering 
 
15.1 The Charity recognises that it must have robust policies and procedures in place for 
recruitment and selecJon which should be viewed as iniJal measures in an ongoing 
commitment to create a safe organisaJon. The Charity will therefore provide ongoing 
training and support for trustees and staff, as idenJfied through its appraisal system.  
 
15.2 DBS cerJficates and other relevant vepng checks will be checked again aqer [3] 
years. 
 
16. Leaving the Charity – referrals to the DBS 
 
16.1 Despite the best efforts to recruit safely, there may be occasions when safeguarding 
concerns or allegaJons are made in relaJon to individuals associated with the Charity. This 
Policy is primarily concerned with the promoJon of safer recruitment, including the 
saJsfactory compleJon of necessary pre-appointment checks prior to a successful applicant 
being offered an appointment. While these are pre-appointment checks, the Charity also has 
a legal duty to make a referral to the DBS in circumstances where both of the following two 
condiJons have been met: 
 
16.1.1 CondiJon 1 
 
-  The Charity withdraws permission for an individual to engage in regulated acJvity with 
children, or it moves the individual to another area of work that is not regulated acJvity. This 
includes situaJons where the Charity would have taken this acJon, but the individual was 
re-deployed, resigned, reJred or leq. For example, an individual resigns when an allegaJon 
of harm to a child is first made. 
 
16.1.2 CondiJon 2 
 
- The Charity thinks the individual has carried out one of the following: 
 
o engaged in relevant conduct in relaJon to children. An acJon or inacJon has harmed 
a child or put them at risk or harm; or 
o saJsfied the harm test in relaJon to children – for example, there has been no 
relevant conduct but a risk of harm to a child sJll exists; or 
o been cauJoned or convicted of a relevant (automaJc barring either with or without 
the right to make representaJons) offence. 
 
16.2 Relevant conduct in relaJon to children 
 
- Relevant conduct refers to when an individual: 
 



 

o endangers a child or is likely to endanger a child; 
o if repeated against or in relaJon to a child would endanger the child or be likely to 
endanger the child; 
o involves sexual material relaJng to children (including possession of such material); 
o involves sexually explicit images depicJng violence against human beings (including 
possession of such images); 
o is of a sexual nature involving a child. 
 
- A person’s conduct endangers a child if they: 
 
o harm a child; 
o cause a child to be harmed; 
  
o put a child at risk of harm; 
o aIempt to harm a child; 
o incite another to harm a child. 
 
16.3 What is harm? 
 
- This is not defined in legislaJon. The DBS view harm as its common understanding or 
the definiJon that may be found in a dicJonary. 
 
- Harm is considered in its widest context and may include: 
 
o sexual harm; 
o physical harm; 
o financial harm; 
o neglect; 
o emoJonal harm; 
o psychological harm; 
o verbal harm. 
 
- This is not a fully comprehensive list, harm can take many different forms. 
 
 
16.4 What is the harm test? 
 
- A person saJsfies the harm test if they may harm a child or put them at risk of harm. 
It is something a person may do to cause harm or pose a risk of harm to a child. 
 
 
17. Contractors and agency staff 
 
17.1 The principles of safe recruitment will be included in the terms of any contract drawn 
up between the Charity and contractors or agencies that provide services for, or adults to 
work with, children in associaJon with the Charity. The Charity will monitor compliance with 



 

the contract which will also include a requirement that the provider will not sub-contract to 
any personnel who have not been part of a safer recruitment process. 
 
17.2 Contractors engaged by the Charity must complete the same pre-appointment 
checks for their employees that the Charity completes for its staff. The Charity requires 
wriIen confirmaJon that these checks have been completed before employees of the 
Contractor can commence work with children and young people in associaJon with the 
Charity. 
 
17.3 Agencies who supply staff to the Charity must also complete the same pre-
appointment checks which the Charity completes for its employees or volunteers. Again, the 
Charity requires wriIen confirmaJon that these checks have been completed before agency 
staff can commence work at the Charity, or with children and young people in associaJon 
with it. 
 
17.4 The Charity will independently verify the idenJty of all staff supplied by contractors 
or an agency, and will require the provision of the original DBS cerJficate before contractors 
or agency staff can commence work with children and young people in associaJon with the 
Charity. 
 
18. Monitoring and evaluaJon 
 
18.1 The Charity is commiIed to monitoring all recruitment procedures to ensure that the 
best possible procedures are in place. The Chief ExecuJve Officer will be responsible for 
ensuring this Policy is monitored and evaluated with respect to its effecJveness and 
implementaJon. 
 
19. Review 
 
19.1 This Policy will be regularly monitored and reviewed by the ExecuJve Team and 
Board of Trustees. 


