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1. Purpose
Spectrum Provision is committed to recruiting self-employed contractors in a fair, consistent and safe manner.
The purpose of this policy dated 09/08/26 is to ensure that appropriate checks are carried out before a self-employed contractor is engaged, especially with involving contact with children, young people, adults at risk, customers in their homes, confidential information or other situations where safeguarding concerns may arise.
Spectrum Provision recognises that safer recruitment is more than carrying out a criminal record check. Recruitment decisions will consider a person's identity, qualifications, experience, references, suitability for the role and any safeguarding concerns.

2. Scope
This policy applies to all self-employed contractors, freelancers, consultants and other individuals engaged directly by Spectrum Provision under a contract for services.
The policy applies whether the contractor works:
· at company premises;
· at a customer's premises;
· in a person's home;
· remotely or online; or
· at another location on behalf of the company.
Where a contractor uses their own employees or subcontractors, the company will require appropriate checks and safeguards to be applied to those individuals before they undertake work on behalf of the company.

3. Employment status
Spectrum Provision will establish the appropriate employment status of any contractor before engagement and will keep this under review.
Spectrum Provision will not use the term "self-employed" simply to avoid employment responsibilities. The actual working relationship will be considered, including the degree of control, contractual arrangements, responsibility for financial risk, invoicing arrangements and other relevant factors.
Where the circumstances indicate that an individual may legally be an employee or worker rather than self-employed, the company will seek appropriate advice and take the necessary action.

4. Safer recruitment principles
Spectrum Provision will:
1. recruit against clearly defined role requirements;
2. use fair and consistent selection procedures;
3. verify identity;
4. verify relevant qualifications, licences and professional registrations;
5. obtain appropriate references;
6. undertake appropriate criminal record checks where legally permitted and justified by the role;
7. assess safeguarding risks before engagement;
8. explore any relevant gaps or inconsistencies in an applicant's history;
9. provide contractors with relevant safeguarding and conduct requirements;
10. keep appropriate records of recruitment decisions; and
11. review contractors' suitability where circumstances change.
Recruitment decisions will be based on the suitability of the individual for the specific role and will not unfairly discriminate against applicants.
5. Role risk assessment
Before recruiting a contractor, Spectrum Provision will assess the role to determine the level of safeguarding and vetting required.
The assessment will consider whether the contractor will:
· work directly with children or young people;
· work directly with adults at risk;
· provide personal care or support;
· work alone with customers or service users;
· regularly enter private homes;
· have unsupervised access to vulnerable people;
· have access to sensitive personal information;
· work with financial information or company assets;
· drive customers or service users;
· have access to premises outside normal working hours; or
· carry out any other activity presenting a significant safeguarding or trust risk.
Spectrum Provision will record the outcome of the risk assessment and identify the checks required before the contractor starts work.

6. Identity checks
Before engagement, Spectrum Provision will establish and verify the contractor's identity using appropriate original identification documents or an approved identity verification process.
Spectrum Provision will check that the identity information provided is consistent across the application, contract, references and other relevant documents.
Any unexplained discrepancies will be investigated before engagement.

7. Right to work
Where applicable, Spectrum Provision will complete the appropriate right-to-work checks before the individual starts work.
Spectrum Provision will retain evidence of the check in accordance with applicable legal and data-protection requirements.
8. Qualifications, experience and professional registration
Where qualifications, training, licences or professional registration are required for the role, Spectrum Provision will verify them before engagement.
Spectrum Provision may request evidence of:
· professional qualifications;
· training certificates;
· licences;
· professional registration;
· insurance;
· relevant memberships; and
· previous experience.
Spectrum Provision will not rely solely on a contractor's statement that they hold a required qualification where independent verification is reasonably available.

9. References
Where appropriate to the role, Spectrum Provision will obtain at least two references, preferably including a recent or current client or organisation.
References should, where possible, confirm:
· the individual's identity;
· the nature and dates of the work undertaken;
· the individual's reliability and professionalism;
· relevant experience and qualifications; and
· whether there was any known safeguarding, conduct or disciplinary concerns relevant to the role.
Any concerns or inconsistencies identified through references will be considered before a final engagement decision is made.

10. Criminal record checks and DBS
Spectrum Provision will identify the legally permitted level of DBS check based on the duties of the role.
Spectrum Provision will not request an Enhanced DBS check unless the role is legally eligible for that level of check.
For eligible self-employed individuals, the contractor may be required to obtain the appropriate Enhanced or Enhanced with Barred List DBS check through a DBS Umbrella Body.
Spectrum Provision will ask the contractor to provide the original DBS certificate for inspection where appropriate. Copies or photographs will not be treated as substitutes for viewing the original certificate.
Where appropriate and available, Spectrum Provision may use the DBS Update Service to help establish whether a certificate remains current, subject to the necessary consent and applicable DBS requirements.
A DBS check will be treated as one part of the safer recruitment process and not as the sole basis for deciding whether someone is suitable.

11. Overseas applicants and previous overseas residence
Where a contractor has lived or worked outside the UK, Spectrum Provision will consider whether additional checks or evidence are appropriate.
Spectrum Provision recognises that a UK DBS check does not provide a complete criminal-record history for periods spent overseas.
Where relevant, Spectrum Provision may request appropriate overseas criminal-record information, references or other evidence of suitability.

12. Safeguarding concerns
Any information raising a concern about a contractor's suitability to work with children or adults at risk will be considered carefully.
Spectrum Provision will assess:
· the nature of the concern;
· its relevance to the proposed role;
· the seriousness and circumstances;
· how long ago the matter occurred;
· any evidence of rehabilitation or changed circumstances;
· the individual's explanation; and
· any potential risk to customers, service users, staff or others.
Where necessary, Spectrum Provision will seek specialist HR, safeguarding or legal advice before deciding.
If there is an immediate safeguarding concern, the contractor will not be permitted to undertake the relevant work while the concern is investigated.

13. Recruitment decision
The person responsible for recruitment will record the outcome of the safer recruitment process.
The decision will normally be one of:
· Approved – the contractor may be engaged;
· Approved with conditions – additional safeguards or restrictions are required; or
· Not approved – the contractor will not be engaged.
Conditions may include additional supervision, restricted duties, further training or additional checks.
The reasons for significant recruitment decisions will be documented proportionately and confidentially.

14. Contractors and subcontractors
A contractor must not introduce another person to carry out work on behalf of Spectrum Provision without the company's prior approval where the contract requires approval.
For safeguarding-sensitive work, Spectrum Provision may require the company to approve the named individual before they undertake any work.
No person who has not completed the required checks may undertake regulated or safeguarding-sensitive duties.
15. Safeguarding induction
Before undertaking relevant work, contractors will be provided with information appropriate to their role, including:
· the company's safeguarding expectations;
· professional boundaries;
· appropriate conduct;
· confidentiality and data protection;
· reporting safeguarding concerns;
· procedures for allegations or complaints;
· lone-working requirements;
· health and safety requirements; and
· who to contact if they have a safeguarding concern.
Contractors must comply with Spectrum Provision's safeguarding procedures while carrying out work on its behalf.

16. Ongoing suitability
Safer recruitment does not end when a contractor is engaged.
Spectrum Provision may review suitability where:
· the contractor's duties change;
· they begin working with a different group of service users;
· a safeguarding concern or complaint is raised;
· professional registration or licensing changes;
· required insurance expires;
· information provided during recruitment is found to be inaccurate; or
· there is another reasonable cause for concern.
Where appropriate, Spectrum Provision may request updated evidence or checks.

17. Allegations and safeguarding concerns
Any allegation or concern regarding a contractor's behaviour will be taken seriously.
Spectrum Provision will:
1. record the concern;
2. assess any immediate risk;
3. take reasonable steps to protect affected individuals;
4. investigate or refer the matter as appropriate;
5. contact relevant safeguarding authorities or emergency services where required;
6. seek specialist advice where appropriate; and
7. take contractual action where justified.
A contractor may be temporarily removed from relevant duties while an allegation or concern is investigated. This will not automatically mean that the allegation has been proven.

18. Equality and fairness
Spectrum Provision is committed to fair and non-discriminatory recruitment.
Applicants and contractors will not be unfairly discriminated against because of protected characteristics or because a criminal record is disclosed.
Where criminal-record information is disclosed, the company will consider it proportionately and in relation to the specific role.

19. Confidentiality and data protection
Information obtained during recruitment will be treated as confidential and accessed only by people who have a legitimate need to see it.
Spectrum Provision will collect, store and dispose of personal information in accordance with applicable data-protection requirements and the company's privacy procedures.
DBS information will be handled in accordance with applicable DBS requirements and guidance.
Spectrum Provision will not retain personal information for longer than necessary.

20. Records
Spectrum Provision will maintain an appropriate recruitment record for each contractor, which may include:
· application or contractor information;
· identity verification;
· right-to-work evidence, where applicable;
· references;
· qualification and registration checks;
· DBS information or confirmation of relevant checks;
· insurance information;
· risk assessment;
· safeguarding training or induction;
· recruitment decision; and
· relevant ongoing suitability reviews.
Records will be stored securely, and access will be restricted appropriately.

21. Responsibilities
Company Director/Manager
The Director or nominated manager is responsible for ensuring this policy is implemented and reviewed.
Recruiting manager
The recruiting manager is responsible for completing the required checks before the contractor starts work and recording the recruitment decision.
Contractors
Contractors are responsible for providing accurate information, maintaining required qualifications and insurance, complying with safeguarding procedures and immediately reporting any relevant change in circumstances.
22. Exceptions
Any exception to this policy must be authorised by Diane Roy and recorded with the reasons for the decision.
No exception may permit Spectrum Provision to disregard a legal requirement or knowingly allow an unsuitable person to undertake work where this would create an unacceptable safeguarding risk.

23. Policy review
This policy will be reviewed at least annually and sooner if:
· legislation or government guidance changes;
· Spectrum Provision's services change;
· a safeguarding incident identifies a need for improvement; or
· significant changes are made to Spectrum Provision's recruitment arrangements.
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