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Buddies Community Care Ltd – Recruitment Policy
Policy Owner: James Daniel Pay – Registered Manager
Contact: 07999 161718 / hello@buddies.care
Review Date: Annually or sooner if legislation or guidance changes

1. Policy Statement
Buddies Community Care Ltd is committed to safe and effective recruitment practices. All staff and candidates will be treated fairly, consistently, and in line with Equality Act 2010, CQC Fundamental Standards, and the Health and Social Care Act 2008.
This policy ensures that all prospective employees are appropriately vetted, qualified, and competent to work with adults in domiciliary care.
Buddies Community Care Limited is a Disability Confident employer and is committed to inclusive recruitment practices. We actively encourage applications from disabled people, ensure reasonable adjustments are made throughout the recruitment process, and assess all candidates on their skills, experience, and values in line with the requirements of the role.

2. Scope
This policy applies to:
· All permanent, temporary, and agency staff
· Volunteers and subcontractors providing regulated activities for Buddies Community Care Ltd
· Recruitment processes conducted at the administrative office, home visits, or remotely

3. Legal and Regulatory Framework
· Health and Social Care Act 2008 (Regulated Activities) Regulations 2014


· CQC Fundamental Standards
· Data Protection Act 2018 / UK GDPR
· Safeguarding Vulnerable Groups Act 2006
· Equality Act 2010
· DBS Code of Practice

4. Recruitment Principles
Buddies Community Care Ltd will:
· Treat all applicants fairly, consistently, and in a transparent manner- 
· Ensure alignment with the Disability Confident Scheme (see link below) where a candidate has a disability
· Ensure all staff are competent, trained, and fit to work with vulnerable adults
· Maintain detailed and secure records of recruitment processes
· Comply with legal and regulatory requirements for employment checks

5. Initial Registration and Application Process
· All candidates will complete a full application form
· Interviews will be conducted in person by a qualified professional familiar with the company ethos
· Employment history, qualifications, and CV will be verified
· Identity checks including proof of right to work in the UK
· Health declaration and immunisation history will be obtained
· CPR, Manual Handling, and any mandatory training will be verified; refresher courses booked if required
· Photographs will be collected for ID badge purposes
· Non-EU nationals’ immigration status checked



6. References
· Minimum of two professional references will be obtained (current/previous employer)
· References must be verified for authenticity and relevance
· Additional references obtained if necessary
· Any discrepancies or concerns will be investigated and documented
Note: References for staff working exclusively with adults are focused on relevant adult care experience.

7. Disclosure and Barring Service (DBS)
· All staff will undergo Enhanced DBS checks, including POVA
· Staff with criminal records will be assessed individually against the role requirements and nature/relevance/context – ACAS advice and independent advice form organisations such as ‘Unlock’.
· Information from DBS is treated confidentially in line with the DBS Code of Practice
· DBS disclosure records are stored securely for up to 12 months post-employment decision
· Staff are required to renew DBS annually or join the DBS Update Service
· Any concerns about suitability will be reviewed by the Registered Manager – suitability is assessed according to individual merits and aligned to ACAS recommendations on the employment of ex-offenders.

8. Verification of Qualifications and Experience
· All professional qualifications will be verified with issuing bodies
· Employment history gaps will be investigated
· Mandatory training and certificates will be verified before deployment



9. Induction and Policy Introduction
· Candidates receive full introduction to Buddies policies, procedures, and Agency Worker Handbook -time will be allocated to read and understanding will be checked
· Roles, responsibilities, and conduct expectations are explained
· Candidates must understand:
· Working under the direction of clients (Care plans and Risk Assessments) and Buddies policies
· Compliance with Health & Safety, confidentiality, equality, and anti-discrimination, Safeguarding, IPC policies
· Reporting of any accidents, incidents, or criminal charges
· Expected standards of conduct, hygiene, dress code, and ID badge display
Induction length and type is subject to review and issues identified in the recruitment phase.
10. Discrimination and Equality
· Recruitment is based solely on merit, skills, and competence
· No discrimination on grounds of:
· Age, disability, gender, race, religion, sexual orientation, or criminal record (unless legally barred)
· Candidates are selected based on ability to meet the required standards safely and effectively
· Buddies Community Care Limited subscribes to the Disability Confident Scheme (see link below)

11. File Retention and Data Protection
· All recruitment records, including applications, references, DBS, health checks, and training records, are stored securely
· DBS information is stored according to DBS guidelines and UK GDPR. Buddies Community Care Ltd ICO registration number is: ZB695542



· Records will be retained for the duration required by law or ICO regulations a minimum of 6 years if successful (post termination, or 12 months if unsuccessful)

12. Candidate Feedback
· Candidates are kept informed throughout the recruitment process
· Unsuccessful candidates will receive reasons for rejection and the opportunity to respond
· Any complaints about the recruitment process should be directed to: letsgetbetter@buddiescare.org

13. Review and Monitoring
· This policy is reviewed annually or sooner if:
· Legislation or guidance changes
· CQC or regulatory requirements update
· Organisational structure changes
· Audit findings or feedback indicate improvement
· All staff are responsible for adhering to this policy and participating in relevant training
For further guidance on the Disability Confident Scheme click on the link:
https://www.gov.uk/government/publications/employing-disabled-people-and-people-with-health-conditions/employing-disabled-people-and-people-with-health-conditions
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Approval:
Policy approved by:  James Daniel Pay - Registered Manager 

Signed: ................................. (MANAGER) 
Date: 18/04/2026

Document Control:
· This document is a controlled policy. Once printed or downloaded, it becomes an uncontrolled copy and may not reflect the latest version. Please refer to the master version stored on the [policy management system / office file / care management software] for current policy.
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