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Safer Recruitment Policy 
 
Introduction 

 
The company understands the importance of applying a Safer Recruitment 
strategy when recruiting for staff to hold roles associated closely with our 
apprenticeship Programmes.  We are committed to ensuring that through our 
recruitment processes we deter, reject or identify people who may not be safe to 
work alongside young adults or vulnerable adults to ensure their safety and 
security. 
 
Roles Applicable 

 
The company’s safer recruitment practices apply to all roles were a close 
working relationship in a potentially unsupervised environment is required with 
young adults and vulnerable adults as part of the apprenticeship programmes of 
learning.   
These include; 
• Head of Qualifications 
• Programme Managers 
• Coaches 
 
A strict condition imposed is that all coaching sessions and 1-2-1 meetings would 
be held on site at the apprentice’s place of work and not in a private or social 
setting and take place within the open plan office or in a room with a door that 
remains open to the communal office space. All remote learning sessions are 
booked on Bud and follow our calendar principles, which enables programme 
managers and the Head of Qualifications to drop in and audit a session.  
 
Safer Recruitment Practice 

 
Providing safer practice in recruitment requires the company to consider 
safeguarding issues at every stage of the recruitment process to ensure that our 
commitment to safeguarding and the welfare of our learners is known to any 
potential applicants. 
 
To ensure best practice is applied at all stages of the recruitment process the 
actions to be taken at each of these stages are outlined below; 



Advertisement Stage 

Reference to be made in the job description that a DBS Basic/Enhanced 
Disclosure will be a requirement for the role. 

Interview Stage 

• Candidates invited to second interview stage will be asked to bring with them 
documentary evidence of their identity for the purposes of supporting a DBS 
Basic/Enhanced Check i.e. driving licence or passport plus a utility bill or financial 
statement displaying their current name and address 
 
• Candidates will also be required to demonstrate the professional qualifications 
they hold that relate to the role being applied for through the provision of 
certificates from awarding bodies  
 
• Copies of all the above documents will be maintained for the candidates 
personnel file and for the purposes of satisfying the Single Central Record if 
successful in gaining the role 
 
• The interview panel will consist of a minimum of two people to reduce the 
possibility of any dispute about what was said or asked during the interview. 

Offer Stage 

Prior to the offer being made the following will be checked to ensure all required 
documentation is in place; 
 
• the request of at least one satisfactory reference 
 
• verification of the candidate’s identity and right to work in the UK 
 
• a satisfactory DBS Basic/Enhanced Disclosure 
 
• verification of professional qualifications 
 
• Candidates to be provided with a copy of the Libra Europe Employee 
Handbook and relevant policies.  
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Staff Training 

 
All staff who are involved in the recruitment for key apprenticeship roles will be 
required to complete the Safeguarding, Prevent, Sexual Harassment, Equality 
and Diversity and GDPR online training. 
 
Records of the completed learning will be maintained through retention of the 
online certificates for the purposes of the Single Central Record. 
Refresher training will be undertaken on an annual basis unless significant 
changes in legislation deem it necessary to be undertaken earlier.  
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