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1. Purpose
To ensure all new staff are recruited safely and lawfully, with the right checks completed before they start work, so that only suitable people care for our residents. Safe recruitment is a legal requirement (fit and proper persons).
2. When this procedure applies (the trigger)
1. Recruiting any new employee, bank worker or volunteer.
3. What to do — step by step
1. Define the role and use a clear job description and person specification.
1. Shortlist and interview against the role requirements; keep records of decisions.
1. Before a start date, obtain and verify: proof of identity; right-to-work documents; a satisfactory enhanced DBS check (see STA-04); a full employment history with gaps explained; at least two satisfactory references including the most recent employer; and relevant qualifications/registration (e.g. NMC PIN for nurses).
1. Check professional registration is current and not restricted, where applicable.
1. Do not allow a new starter to work unsupervised until all required checks are satisfactorily completed and recorded.
1. Keep all recruitment records securely in the staff file.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Verify identity and right to work before starting
1. Obtain an enhanced DBS before unsupervised work
1. Take up references, including the most recent employer
1. Explore gaps in employment history
1. Verify professional registration where relevant
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT let anyone start unsupervised before checks clear
1. Do NOT accept unverified or photocopied-only ID
1. Do NOT skip references or accept only personal ones
1. Do NOT ignore unexplained employment gaps
1. Do NOT recruit without recording the decision trail



5. Who to contact
	Manager / HR
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	DBS umbrella/provider
	______________

	Professional regulator (e.g. NMC)
	______________



6. Recording
Each staff file must hold evidence of every check. CQC inspects recruitment files against the fit-and-proper-persons requirement.
7. Related procedures
1. DBS checks SOP (STA-04)
1. Induction SOP (STA-06)
1. Training matrix SOP (STA-05)
8. Manager review checklist
Confirm: a recruitment checklist exists; DBS provider and HR contacts are recorded; reference and ID standards are clear. Complete header boxes and mark 'Done'.
Uncontrolled when printed — check the tracker for the current version.   Page 
