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SAFER RECRUITMENT POLICY

This policy is intended to provide assistance to those members of staff involved in the recruitment process within the organisation and specifies the procedures through from advertising to offer of employment or use as a homestay host. It is also intended to provide advice on best practice to ensure that the company’s recruitment process is consistent and effective and reflects our commitment to the safeguarding of children and adults across our orgamisation.
It applies to staffing, homestay hosts, home visitors transfer company and coach drivers. Agents and school we work with are expected to have their own safer recruitment policies and we can request and retain on file.

Hosts International does not recruit, nor does it employ its own drivers for its car abd coach transfer services. It choses to use a select number of professional companies based in each city in which it works. It ensures and requires of the companies that every driver is current-DBS checked, has a clean licence and is fully insured. In addition, it sets out to each company the way any transfer will be performed.

Recruitment Aims

Through its recruitment procedures the organisation aims to:
· Attract good candidates or homestay hosts
· Ensure equal treatment of all applicants

· Identify and recruit the best applicants

Equal Opportunities

The company’s Equal Opportunities Statement and Policy applies equally to the recruitment process and must be complied with at every stage of the recruitment process.

This means that prospective applicants should not be discriminated against either directly or indirectly on the grounds of race, nationality, ethnic origin, gender, marital status, sexual orientation, gender identity, cultural or religious beliefs, ability, disability, pregnancy and age.

Preparation of position descriptions, person specifications, advertisements, short-listing, interviewing and selection of applicants should reflect a commitment to achieving and maintaining equal opportunities and inclusion within the workplace and that Hosts International Ltd is an equal-opportunities employer should be stated in every job advert.

Interviewers should always only ask job-related questions unless prompted by candidate.
Safer Recruitment for Office and Homestay Visitor Positions
The interviewer will be familiar and trained in Safer Recruitment procedures. Where there are two interviews, at least one interviewer should be familiar and trained in Safer Recruitment procedures. The trainign is refreshed regularly and training records are maintained
· The candidate will be questioned accordingly within the limits of what can be legally asked
· There should ideally be two interviews – intial and follow up
· The candidate’s CV should be referred to. Gaps in eduction and employment history should be queried as should repeated changes in employment

· The successful candidate will be sent an offer email and an Employee Training Pack given on the first day

· The candidate should give two references and these should be taken. Open references should not be accepted as these could be forged.
· For senior managers and those who may come into contact with juniors, a DBS  check will be taken. This will be renewed every three years.
· The candidate will be given a full induction on their first day
· Every successful candidate will be employed for a probationary period. The probationary period may be extended.
· There will be a review at three months and at twelve months with annual reviews thereafter or as deemed necessary
Recruitment Pack for Office Vacancies

Before an office vacancy is advertised the following information must be prepared:

· An updated job description

· A person specification

· Draft advertisement

Office Job and Homestay Visitor Description

The job description must define the nature of the tasks, duties and responsibilities that the post will require and where the post fits into the organisational structure. 

The Operations Manager is responsible for the preparation of the job description. The job description must be written in clear and simple language.

Where a job description already exists for the vacancy then it must be reviewed to ensure that it still accurately describes the current role and must be updated where necessary.

The salary for the post must be determined and may or may not be included in the job description at the discretion of the Director.

The job description may eventually form part of the applicant’s contract of employment.
Office Job Person Specification

This differs from the job description as it provides a summary of the qualifications, skills, experience, knowledge and personal characteristics required to undertake the role. There must be no unnecessary conditions attached, or the use of words, which imply unjustifiable bias.

Office Job and Homestay Visitor Advertisement

The advertisement must be kept short and simple and provide all the relevant information to enable individuals to determine whether they have the relevant skills, experience and qualifications for the post. 

The advertisement must also specify the closing date for the return of the application forms by email and that no telephone conversations on the position will be entertained.

Any advertisement must be carefully worded so as to be free of any discriminatory words, phrases or intention. Where possible relevant skills, rather than qualifications must be highlighted. 

The author must consult with the Company Secretary in the writing, content and English language used in the advertisement
Safer Recruitment for Homestay Hosts
The recruiter will follow this procedure for the safer recruitment of a homestay host

· applicant will first undergo a telephone interview and answer all questions asked (from the set telephone interview form) honestly and openly
· applicant will be questioned accordingly within the legal  limits of what can be asked. A video walk-through of the property may be conducted.
· if applicant appears suitable from the telephone interview, they must make themselves available for a home visit before students are placed with them

· a home visit will be carried out to Hosts International and British Council standards. A risk assessment on location/area and travel will be conducted.
· on successful application, the applicant must give two references (which will be taken and must not be a relative) and sign a Student Protection Declaration for the host and also covering any family members resident in the home. 
· the ID of the applicant host will be checked at the first host visit.

· the applicant host will allow the homesty visitor to take photographs of all common rooms and areas that will be accessed by any student staying

· for those who will accommodate juniors, a suitability to work at home with children Enhanced Child Workforce DBS/PVG specific to being a Homestay Host with Hosts International check will be taken on all adults in the household. Any NOT CLEAR results must be reported to the DSL or DDSL, investigated and reported. Other Enhanced Childworkforce working-at-home as homestay host with juniors, DBS/PVG’s will be accepted but they must be less than three months old. These will be renewed every three years.
· suitable fire risk assessment and current gas checks are required
· any query or complaint against the homestay host must be investigated and a home visit conducted if necessary
· there will be a formal revisit every two years thereafter by an experienced home visitor
· Hosts International reserves the right to spot check any host family at any time with or without notice

· Should any staff member visit any host in the course of normal business, that visit will be recorded on the host record as an interim visit and forms part of Host International’s ongoing assessment of its hosts
Homestay Host Advertisement

The advertisement must be kept short and simple and provide all the relevant information to enable individuals to determine whether they have the relevant skills and experience  for the post. 

Any advertisement must be carefully worded so as to be free of any discriminatory words, phrases or intention. Where possible relevant skills, rather than qualifications must be highlighted. 

Hosts International also uses its website for the recruitment of new homestay hosts and the same rules will apply.
The author must consult with the Company Secretary in the writing, content and English language used..
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