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Safer Recruitment Policy

Created: August 2018
Effective date: August 2018
Revised by: Head of Safeguarding and Governance
Last review date: September 2026
Next review date: September 2027

Governing Framework

The Football Association (FA) — Guidance 3.1: Safer Recruitment of Volunteers in 
Grassroots Football; FA Safeguarding Strategy 'An Ever-Safer Culture' 2024–28

NSPCC Child Protection in Sport Unit (CPSU) — Standards for Safeguarding and 
Protecting Children in Sport (2018); Safer Recruitment guidance

Charity Commission for England & Wales — Safeguarding and Protecting People for 
Charities and Trustees (CC guidance, updated 2019)

Keeping Children Safe in Education – September 2026 (for certain aspects)

Disclosure and Barring Service (DBS) — Regulated Activity guidance; ROA Exceptions 
Order 1975

Positions of Trust legislation — Sports coaches included since 28 June 2022
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1.  Introduction and Purpose
Bloomsbury Football Foundation (“BFF”, “we”, “us”) is committed to safeguarding and 
promoting the welfare of all children and young people in our programmes. Safe recruitment 
is the first line of defence in creating an environment where every child can enjoy football 
safely.
This policy applies to all staff (employees and sub-contractors), volunteers, trustees and any 
third parties who work directly with children on behalf of BFF. It is grounded in FA safer 
recruitment guidance, NSPCC CPSU standards, and the Charity Commission’s guidance.
Our commitment: we will take all reasonable and proportionate steps to prevent unsuitable 
people from gaining access to children through our work.

This policy aims to:
• ensure all recruitment decisions are made on the basis of skills, values, safeguarding 

compliance and suitability
• comply with relevant legislation, FA regulations and the Charity Commission's 

safeguarding guidance
• embed safeguarding at every stage of recruitment — from advertising through to 

induction
• protect the charity, its trustees and its beneficiaries from foreseeable harm

2.  Scope and Role Classification
In adherence with the Disclosure and Barring Service’s guidance on recruiting individuals 
engaged in Regulated Activities along with NSPCC CPSU guidance, we apply a 
proportionate approach, matching the depth of checks and training requirements to the 
demands of the role. Regardless, all BFF Staff will be subject to an Enhanced DBS with 
Children’s Barred List check.

Role Type Check Requirements

BFF Coaches 
(employees, long-term 
volunteers, or sub-
contractors) – individuals 
engaged in Regulated 
Activities with children 
(e.g. unsupervised 
contact with children and 
young people).

Require an Enhanced DBS with Children's Barred List check, 
two references with safeguarding questions, an in-date FA 
Safeguarding Children course certificate, a face-to-face 
interview and a successful trial session.
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BFF employees, sub-
contractors engaged in 
non-coaching roles.

Require Enhanced DBS with Children's Barred List check, 
two references with safeguarding questions, and a face-to-
face interview.

BFF volunteers (non-
corporate), interns, and 
work-experience staff not 
engaged in unsupervised 
contact of BFF children 
and young people.

Require an Enhanced DBS check.

Corporate Volunteers 
(volunteers engaged with 
camps for under a week, 
recruited through a 
corporate partner).

No DBS is required unless they volunteer for more than 3 
days in a 30-day period, regardless of supervision. However, 
all corporate volunteers must a) be risk assessed, b) have 
viewed BFF’s Safeguarding Policy, and c) never be 
responsible for a BFF child without a BFF member of staff 
supervising.

Trustees / committee 
members

Require identity check, self-disclosure, DBS (Enhanced with 
Barred List, where eligible as charity trustees working with 
children), completion of a declaration of eligibility to be a 
trustee, and signing the HMRC fit and proper person 
declaration

Important: DBS eligibility is governed by legislation, not by the charity's preference. Only 
roles meeting the definition of Regulated Activity under the Safeguarding Vulnerable Groups 
Act 2006 are eligible for an Enhanced DBS check with Children's Barred List. Where in 
doubt, seek guidance from the FA or DBS directly.

3.  The Recruitment Process

3.1 Advertising
Every vacancy, whether paid or voluntary, will be advertised to attract the widest possible 
range of suitable candidates. All adverts will:

• include a clear statement of commitment to safeguarding and child welfare
• state that the role is subject to an enhanced DBS check where applicable
• state that the post is exempt from the Rehabilitation of Offenders Act 1974 (for 

regulated activity roles)
• describe the role's responsibilities clearly so applicants can self-select appropriately
• state that online and social media checks will be carried out on candidates who are 

offered a role, in line with BFF’s Online and Social Media Checks Policy

3.2 Application

mailto:info@bloomsburyfootball.com%20.com
http://www.bloomsburyfootball.com


Bloomsbury Football Foundation | Registered Charity no.1178842

LABS Camden - Atrium, The Stables Market, Chalk Farm Road, London NW1 8AH 
info@bloomsburyfootball.com .com | www.bloomsburyfootball.com

All applicants for roles involving direct contact with children must complete our standard 
Application Form. CVs alone are not accepted. The application form will:

• request full employment and volunteering history, including an explanation of any 
gaps

• include a self-disclosure section for relevant criminal convictions (not filtered by ROA)
• request consent for a DBS check and reference checks
• ask applicants to confirm they are not barred from working with children
• notify applicants that, if offered the role, online and social media checks will be 

carried out as part of recruitment

Note on self-disclosure: a self-disclosure form should be submitted in a sealed envelope 
marked 'Confidential' and is opened only if the applicant is shortlisted. This deters unsuitable 
candidates while preserving fairness.

3.3 Shortlisting
Shortlisting will be carried out by at least two people, one of whom must be the DSL or an 
individual who has completed Safer Recruitment training. All decisions will be recorded. The 
person specification and job description are the sole basis for shortlisting decisions. Any 
gaps in employment history or concerns arising from the self-disclosure form will be noted 
for follow-up at interview.

3.4 References
References are required for all roles involving direct contact with children. At least two 
written references must be obtained:

• one from the applicant's most recent employer or organisation (paid or voluntary)
• one from a person who can speak to the applicant's suitability for working with 

children — if the most recent role did not involve children, the second reference must 
be from someone who can address this

References will be sought after a conditional offer has been made and accepted. Open 
references or those provided by the applicant themselves will not be accepted. All referees 
will be asked specifically:

• whether they have any reason to believe the applicant is unsuitable to work with 
children

• about any disciplinary matters relating to conduct with children, even if not concluded
• to confirm dates, role and reason for leaving

Telephone follow-up of written references will be carried out where additional clarification is 
needed. Any discrepancies between the application form and references will be explored 
with the applicant before any appointment is confirmed.
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3.5 Interview
All appointments to roles involving direct, unsupervised contact with children will include a 
face-to-face interview. Interviews will:

• be conducted by at least two people
• include structured safeguarding questions agreed in advance
• explore any gaps in employment or concerns from the application
• give the candidate the opportunity to discuss their approach to working with children
• include a female representative on the interview panel

Interview notes will be recorded and retained securely for a minimum of six months, or 
longer if required for audit purposes.

3.6 Trial Session
All BFF coaches appointed to roles involving direct, unsupervised contact with children will 
complete a supervised trial session as part of their induction, prior to working independently 
with children. The trial session will:

• take place under the direct supervision of an existing member of staff who holds a 
current DBS check

• be used to assess the candidate's conduct, approach to children and alignment with 
our values and Staff Handbook

• be evaluated by the supervising staff member, with findings shared with the DSL and 
recruiting manager

• not replace any pre-appointment checks — identity checks must all be completed 
before the trial day takes place

DBS checks and references will be required following a successful trial success and the 
acceptance of a conditional offer.
Important: the trial session is a supervised observation period and does not constitute 
regulated, unsupervised activity. The candidate must not be left alone with children at any 
point during the trial session.

3.7 Identity Verification
All applicants invited to interview must bring original documents evidencing:

• identity (e.g. passport, driving licence with photo)
• right to work in the UK where the role is paid
• relevant qualifications (e.g. FA coaching certificates)

Copies of identity documents will be taken, date-stamped and held securely on the 
individual's record.

3.8 Online and Social Media Checks
Online checks form part of BFF's safer recruitment process and are carried out on offered 
candidates only, in line with BFF's Online and Social Media Checks Policy. Their purpose is 
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to identify publicly available information that raises a safeguarding or reputational concern 
about a candidate's suitability to work with children and young people. Checks are not used 
to form a general impression of a candidate and are not a substitute for DBS checks, 
references or interview.

 
Key principles
Transparency Candidates are told in the advert and application form that 

online checks form part of recruitment.

Proportionality Checks are limited to what is necessary to assess suitability. 
Offered candidates only.

Separation The check is carried out by someone who is not scoring or 
deciding on the candidate.

Openness of source Publicly available information only. No covert or deceptive 
access.

Minimisation Only information relevant to suitability is recorded. Everything 
else is disregarded.

Fairness No concern is acted on until the candidate has had an 
opportunity to respond.

 
Conducting a check:
The person carrying out the check will:
 - search only publicly accessible content

- not log in to view restricted content, request to connect or follow a candidate, or use 
another person's account or a false identity

- limit the search to the candidate's name and role-relevant terms

- complete the Online Check Record Form, whether or not anything is found 

Protected characteristics and other information unrelated to suitability for the role (for 
example race, religion or belief, sexual orientation, gender identity, disability, health, 
pregnancy, political opinion or trade union membership, and information about family 
members) must never be recorded, retained or taken into account. Where such information 
is encountered, it is disregarded.

 
Where a concern is identified:
1.  The person conducting the check refers the concern to the Head of People. They do not 
discuss it with the hiring panel.

2.  The Head of People notifies the Head of Safeguarding & Governance where the concern 
relates to safeguarding.
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3.  The candidate is informed of the concern and given a fair opportunity to respond before 
any decision is made.

4.  A written assessment records the concern, its relevance to the role, its age and any 
pattern, the candidate's response, and the decision with reasons.

5.  Where an offer is withdrawn, the reason is recorded in writing.

 
Checks are carried out under BFF's legitimate interests in safeguarding the children and 
young people in its care, and in accordance with the Data Protection Policy. Records are 
held securely in the HR system, are accessible only to HR and the Head of Safeguarding & 
Governance, and are retained in line with the recruitment retention period; records relating to 
unsuccessful candidates are destroyed at the end of that period. Full detail is set out in 
BFF's Online and Social Media Checks Policy.

4.  Pre-Appointment Checks
No person in a regulated activity role may start work until the following checks have been 
satisfactorily completed:

Required checks before starting (regulated activity roles)

1.  Enhanced DBS check with Children's Barred List — processed through the FA DBS 
system. Must be FA-accepted and dated within the last three years

2.  At least two satisfactory references — including explicit safeguarding suitability 
question

3.  Verification of identity — original documents checked and copied

4.  Self-disclosure reviewed — by DSL, in confidence

5.  Confirmation applicant is not barred from working with children

6.  Signed Staff Handbook received

7.  Relevant FA safeguarding training completed or enrolled (for coaching roles: FA 
Safeguarding Children course)

8.  Right to Work check (for paid staff)

9.  Online/social media check completed (offered candidates only) — recorded on the 
Online Check Record Form, in line with BFF's Online and Social Media Checks Policy
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DBS validity: the FA requires all accepted DBS checks to be renewed every three years. 
The DSL will track renewal dates via the FA Club Portal and notify individuals when renewal 
is due.

Pending DBS — when an exception may be considered

In exceptional circumstances only, a person may be permitted to begin supervised 
activity while awaiting a DBS result, provided that ALL of the following conditions are 
met:

• All other checks (references, identity, self-disclosure, barred list via the FA) are 
complete and satisfactory

• A written risk assessment has been completed and approved by the DSL

• The individual is supervised at all times by a DBS-checked staff member and is never 
left alone with children

• This arrangement is documented

• The individual has signed the Staff Handbook

This exception does not apply to the Children's Barred List check, which must always be 
completed before any activity begins.

5.  Criminal Records and Recruitment of Ex-Offenders
We will not unlawfully discriminate against any applicant on the basis of a conviction or other 
matter revealed through a DBS check or self-disclosure. A criminal record does not 
automatically bar a person from a role. Each case will be assessed individually and 
proportionately.
All roles involving children are exempt from the Rehabilitation of Offenders Act 1974. 
Applicants must declare all convictions, cautions, reprimands and warnings, including those 
which would otherwise be considered spent. Failure to disclose is grounds for withdrawal of 
an offer or dismissal.
It is a criminal offence for a barred person to apply for a regulated activity role. Where the 
charity receives an application from a barred person, discovers false information has been 
provided, or has serious concerns about suitability, it will report this to the police and the FA.

Where relevant information is received, the following factors will be considered:
• the relevance of the offence to the role and the charity's work with children
• the seriousness and nature of the offence
• how long ago the offence occurred
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• whether there is a pattern of behaviour
• evidence of changed circumstances since the offence
• the explanation offered by the applicant

All information received is handled in strict confidence by the DSL. The FA's Safeguarding 
team will be consulted where there is uncertainty about DBS disclosure relevance. Only 
those involved in the recruitment decision will have access to disclosure information.

7.  Safeguarding Training Requirements

Role Required Training

All coaches, managers, 
assistant coaches 
working with under-18s

FA Safeguarding Children Course (online, ~2 hours) — valid 
for 2 years. Must be completed before working unsupervised 
with children. FA First Aid in Football Training
Bloomsbury Football onboarding safeguarding training and 
quiz completion/pass - valid for 1 year.

All coaches, managers, 
assistant coaches 
working in open age 
football.

Player Welfare in Open Age Football (virtual classroom, 1 
hour)

All coaches, managers, 
assistant coaches 
working in u8s football.

Paediatric First Aid Training

Head of Safeguarding 
and Governance / Club 
Welfare Officer

FA Welfare Officers Course (virtual classroom, 2 hours) + FA 
Safeguarding for Committee Members course. FA 
Safeguarding Children Course (online, ~2 hours) — valid for 
2 years. NSPCC-accredited Designated Safeguarding Lead 
training (virtual classroom, 7 hours) - valid for two years.

Deputy Designated 
Safeguarding Lead

NSPCC-accredited Designated Safeguarding Lead training 
(virtual classroom, 7 hours) - valid for two years.
Bloomsbury Football onboarding safeguarding training and 
quiz completion/pass - valid for 1 year.

Trustees NSPCC-accredited Safeguarding Training for Trustees 
(virtual classroom, 3 hours).

Club Football Team Staff FA Safeguarding for Committee Members course. FA 
Safeguarding Children Course (online, ~2 hours) — valid for 
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2 years. Bloomsbury Football onboarding safeguarding 
training and quiz completion/pass - valid until decided by 
Head of Safeguarding and Governance.

All other BFF 
Programmes Team 
Members

Bloomsbury Football onboarding safeguarding training and 
quiz completion/pass - valid until decided by Head of 
Safeguarding and Governance.

Training certificates will be held on individuals' records. The DSL will track renewal dates 
and notify individuals before expiry. The Head of Safeguarding and Governance will review 
training compliance at least annually. Note that the above trainings are essential to 
participate in the work the relevant work demands and further trainings will occur throughout 
the individual’s time in the role.

8.  Record-Keeping and the Safer Recruitment Register
The charity will maintain a Safer Recruitment Register covering all staff, volunteers, trustees 
and third parties who work with children. This register will record for each individual:

• full name and role
• date DBS check was applied for and received; unique DBS certificate number; 

renewal due date
• date references received and by whom
• date identity documents were checked and by whom
• date the online/social media check was completed (where the role was offered) and 

by whom
• FA safeguarding training course completed and expiry date
• any supervised/pending-DBS period — dates, risk assessment reference, 

supervising staff member

The register will be managed by the DSL, reviewed at least every six months, and made 
available to the FA and County FA on request. Clubs can use the FA Club Portal to help 
manage and track DBS checks and training.

Data retention: records for unsuccessful applicants will be held for no longer than six 
months. Records for appointed individuals will be held for the duration of their engagement 
and for a period thereafter in accordance with the charity's data retention policy. All DBS 
disclosure information will be held securely in locked storage, accessible only to the DSL 
and Chair.

9.  Induction
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All new staff and volunteers will receive a structured induction before working independently 
with children. Induction will cover:

• BFF's safeguarding policy and how to report concerns
• the Staff Handbook — signed copy to be returned before starting
• the role of the Designated Safeguarding Lead and how to contact them
• expectations around social media, photography and communication with children
• supervision arrangements and who to ask for help
• the trial day (for regulated activity roles) — see Section 4.6

The DSL will sign off each induction checklist before an individual works unsupervised with 
children. Induction is not considered complete until all items on the checklist have been 
covered and, for individuals deployed in regulated activities, has completed and passed the 
safeguarding onboarding quiz with a score of 42/60 or higher.

10.  Policy Review and Compliance
• This policy will be reviewed annually by the Head of Safeguarding and Governance, 

Head of People and the Board Safeguarding Representative
• Any breach of this policy by a staff member or volunteer will be treated as a serious 

matter and may result in disciplinary action and/or referral to the FA and/or relevant 
statutory agencies

• Any serious safeguarding incident, including a failure of recruitment checks, will be 
handled in line with our safeguarding policy.

11.  Useful Contacts and Resources

Key Contacts

Head of Safeguarding and Governance: Peter Marment 
safeguarding@bloomsburyfootball.com

FA Safeguarding team: FAChecks@TheFA.com

County FA Designated Safeguarding Officer: safeguarding@londonfa.com and 
safeguarding@leicestershirefa.com 

NSPCC Child Protection in Sport Unit: cpsu@nspcc.org.uk | 0116 234 7278

NSPCC Helpline (concerns about a child): 0808 800 5000 | help@nspcc.org.uk

DBS Customer Services: customerservices@dbs.gov.uk | 03000 200 190
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DBS Referral Service: contactus@dbs.gov.uk

Charity Commission: 0300 066 9197 | www.gov.uk/government/organisations/charity-
commission

England Football Learning (FA training courses): learn.englandfootball.com

FA Club Portal (DBS tracking): https://clubs.thefa.com

National LADO Network: https://national-lado-network.co.uk/

12.  Signatories

__________________________ _______________

Lydia Miles

Head of People

__________________________ _______________

Peter Marment

Head of Safeguarding and Governance

__________________________ _______________

Ali Durban

Trustee, Board Safeguarding Representative
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Appendix: Safer Recruitment Checklist
Use this checklist for each new appointment to a regulated activity role.

Check Completed? (initials & 
date)

Vacancy advertised with safeguarding statement

Application form completed (not CV alone)

Self-disclosure form received (sealed, confidential)

Shortlisting completed by 2 people including DSL

Face-to-face interview conducted with safeguarding 
questions

Identity documents verified (original + copy taken)

Right to Work check (paid roles)

Online/social media check completed (offered candidates 
only)

DBS result received and recorded (number, date, name)

FA Safeguarding Children course completed or enrolled

Staff Handbook signed and returned

Supervised trial day completed and evaluated

Two references requested upon acceptance of conditional 
offer — including safeguarding question

References received and reviewed after conditional offer is 
accepted

BFF-issued Enhanced DBS with Barred List applied for 
through BFF and reviewed for flags

Added to Safer Recruitment Register
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Induction checklist completed and signed off by DSL
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