
 

ASA Safe Recruitment Policy for 

voluntary and paid staff  

The Protection of Freedoms Act 2012 became 

law in May 2012 and places a legal 

requirement on clubs and swim schools to 

ensure all staff and volunteers holding or 

applying for a post deemed to be regulated 

activity are CRB checked. The definition of 

regulated activity will be dependant on the 

type of work they do, if that role is supervised 

and the time / frequency they spend doing that 

work. Further information of potential changes 

can be found in the vetting procedures below.  

It is ASA Policy that all staff and volunteers go 

through an appropriate vetting process prior to 

appointment to establish their suitability to 

work with children.  

In the case of affiliated Swim Schools relevant 

staff should also go through the vetting 

procedure.  

Guidelines on recruitment and selection of 

paid staff and volunteers working with 

children.  

These best practice guidelines were developed 

by The Football Association. We have amended 

these guidelines so they relate to the ASA to 

provide clubs with guidance and advice on the 

recruitment of volunteers and paid staff.  

In the recruitment of paid staff and volunteers 

the wellbeing of the children should be 

paramount. To this end, the ASA are 

committed to providing a safe environment for 

children in our clubs and swim schemes and 

the requirements of the recruitment process 

outlined below will assist the clubs to ensure 

best practice to protect children whenever a 

volunteer is appointed.  

While the ASA acknowledge the vast majority of 

people applying to work with children in our 

clubs are doing so with the best of intentions 

our experience has shown that those less 

suitable will apply and it is only through sound 

recruitment practice that they can be screened 

out.  

This guidance is aimed at those persons working 

with children but can be used for all staff 

appointed including those who work with adults 

who are deemed vulnerable.  

Role profile  

It should be the role of the relevant persons in 

the club to draw up a role profile, which should 

identify the main responsibilities of that job. 

They will need to clearly identify the skills and 

experience required to fulfil the role and draw 

up a person specification.  

A recruitment process must be developed by 

each club to ensure every applicant is treated in 

a fair and consistent manner.  

Application form  

Clubs should develop and use an application 

form to collect the information required for the 

post.  

The form should be developed by more than 

one club officer and should include verification 

of the person’s identity.  

Meeting and interviewing the applicant  

It is important that all applicants are 

interviewed and that the information obtained 

on the application form is explored 

appropriately. Questions of the applicant should 

be prepared in advance and it is important each 

applicant has the opportunity to discuss their 

experiences and qualifications for the role as 

well as be asked examples of how they would 

manage some sample situations.  

In assessing the person’s suitability you should 

consider:  

1. Relevant qualifications and experience.  



2. A timeline identifying a previous role in an 

ASA swimming club / other sports clubs / any 

other role that involved working directly with 

children.  

3. Their attitudes and commitment to child 

safeguarding.  

4. Their previous experience of working with 

children both inside and outside of the 

swimming club environment.  

5. Give the applicant a scenario of a child 

safeguarding nature such as child not being 

collected after a swimming session and ask 

what they do in that circumstance.  

6. Ask them if they have ever been refused 

work that involved contact with children or 

anything that the club should know that could 

affect their suitability to work with children. 
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References  

1. Should not be from a person who is related 

to the applicant.  

2. One reference should be from the 

applicant’s current employer.  

3. If the current employer is not an ASA 

registered club or similar organisation a 

reference must be from the current or most 

recent sports club in which the applicant has 

been employed or volunteered.  

4. If the applicant has not volunteered or been 

employed in a sports club of any kind in the 

past the applicant should be asked to provide 

a referee who knows them personally and if 

possible who has some knowledge of their 

attitude to children’s wellbeing and child 

safeguarding.  

5. Both references should contain a statement 

relating to the referees awareness of the 

responsibility of the post applied for.  

6. All references should be followed up prior 

to any offer of appointment being made.  

Vetting Procedure  

The Protection of Freedoms Act 2012 received 

Royal Assent on 1st May 2012. It contains all 

of the new safeguarding and vetting 

requirements that will affect individuals in 

sport and recreation organisations who have 

contact with children and vulnerable adults.  

The legislation is now fixed and the new legal 

requirements are due to come into force in 

mid to late 2013 with statutory guidance being 

released by the Government in late 2012.  

The CRB (Criminal Records Bureau) and the ISA 

(Independent Safeguarding Authority) will be 

merged in late 2012 to form the Disclosure 

and Barring Services (DBS) which will issue all 

disclosures.  

Supervision and Regulated Activity  

Under the new legislation CRB eligibility will be 

for those individuals deemed to be working in 

Regulated Activity.  

Regulated Activity is defined as:  

• Activity which involves teaching, training or 

instruction of children.  

• Happens frequently (once a week or more 

often) or happens intensively (on 4 or more 

days in a 30-day period, or overnight).  

• The individual carrying out the activity of 

teaching, training or instructing is 

unsupervised.  

The ASA will be required to make a decision 

on the volunteer and paid roles that are 

deemed Regulated Activities. This will be 

based on Government guidance to be made 

available in late 2012. Once this guidance is 

made available the ASA will inform Club 

Welfare Officers of the posts / roles that can 

be CRB checked in future. Information and 

updates will be made available through the 

ASA website and new hard copy guidance will 

be sent to all Welfare Officers.  

Impact of the Act on the sport and recreation 

sector  

There are three significant changes that 

organisations need to start to understand and 

prepare management solutions for in relation 

to checking individuals that have contact with 

children and vulnerable adults in their 

environments.  

These changes are:  

1. Regulated Activity and which individuals 

must be checked legally.  

2. Single Disclosures being sent to individuals 

only.  

3. Continuous updating and portability 

arrangements.  

What should you be doing now?  

1. Continue to run your CRB checks as normal.  
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vulnerable adult. The ASA Safeguarding Team 

will continue to refer such individuals to the 

ISA as required.38  
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Current ASA CRB vetting procedure  

The vetting procedure is very important in determining if the person applying for a role in your club 

is suitable to work with children. Currently as part of that process, an enhanced CRB check is 

required.  

If the person is from outside of the UK or has lived abroad in the last 5 years you should consult the 

ASA CRB Team at CRB@swimming.org to discuss what action you need to take.  

When you have decided to appoint a person to a position requiring an enhanced CRB check it is at 

that point you should ask them to complete the CRB form. This should be sent to the ASA CRB Team. 

Should they have a current ASA CRB then please consult the ASA CRB Team as to whether a new 

check is required. The CRB will be returned to the applicant and the ASA CRB Team and clearance or 

otherwise will be notified to the Club as soon as possible.  

Do not allow the person to undertake the role applied for or any other role with children until the 

CRB has been cleared by the ASA.  

If there is an issue shown on the CRB that is relevant to the role the ASA will make an assessment of 

the information before making a decision whether to clear the applicants check or not. This will 

depend purely on the information received and any further investigation completed by the ASA 

Safeguarding Team.  

It should be noted the ASA will take into account the Rehabilitation of Offenders Act and only 

consider offences relevant to the supervision and training of children.  

The ASA is not allowed to tell the club the offending history to ensure confidentially for the 

applicant. However, the ASA will tell the club if the person is suitable to work in the role (a cleared 

CRB) or with the agreement of the applicant information that is required to be shared with the club 

for whatever reason (cleared with requirements / conditions).  

The club should ensure they tell the applicant the vetting process may take several weeks to 

complete.  

Clubs should be aware of their legal responsibility when they are appointing people to work with 

children or vulnerable adults.  

Recruitment Decisions  

Clubs will be required to consider all the information they have at each stage of the recruitment 

process. The information to consider will be  

1. The application form.  

2. The interview.  

3. All qualifications seen and confirmed.  



4. The references including the follow up prior to recruitment.  

5. The outcome of the enhanced CRB check.  

The decision can then be made to appoint the applicant and agree a start date.  

All new staff / volunteers must  

1. Have a contract, sign up to and abide by the ASA terms of employment, and / or the ASA Code of 

Conduct, Equality Policy and Wavepower - The ASA Child Safeguarding Policy and Procedures.  

2. Be registered as members of the club and the ASA.  

Post Recruitment  

1. The recruit should be formally made aware of, and sign up, to Wavepower 2012/15. All new 

teachers and coaches should be given a copy of Section 4 of Wavepower 2012/15 for information.  

2. The expectations, role and responsibility of the post should be clarified and put in writing to the 

new recruit.  

3. If they have not attended an ASA Child Safeguarding course or not attended one in the last year 

(they will have an attendance certificate to show when they last attended) the club should ensure 

they attend a relevant course within 6 months of appointment.  

4. Any other training needs should be established and a plan made to meet those needs in an 

appropriate timescale.  

5. A statement of roles and responsibilities should be made available to the new recruit.  

6. It is suggested a period of mentoring, supervision, and observation or monitoring be put into place 

to support the new applicant. 


