
 
 

Safe recruitment process flow chart 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sections 1 & 2: Identify who is 

responsible for the role, draft a new or 

review an existing role description and 

person specification  
Section 2: Advertise and 

promote the role 

Sections 7, 9 and 10:  Pre-

appointment checks and DBS 

application (Lead recruiter) 

Section 3, 4 and 5:  Application form, 

Confidential Declaration and 

shortlisting. 

 

Section 6:  Interview/ 

selection process 

(employee role)  meeting 

(volunteer role) 

Section 11, 12 and 13: 

Appointment, induction 

and probation or  settling 

in period 
Section 14: Ongoing support, 

oversight and supervision 

Section 16:  Record keeping  

Section 15:  Learning and 

Development 


