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ANNEX 7

SELECTING, CONTRACTING AND MANAGING STAFF (INCLUDING EXTERNAL SERVICES PROVIDERS)




This annex addresses the actions Educo considers appropriate for protecting children and minimising the risk of any type of violence on behalf of: 

1. Educo Board of Trustees
2. Educo team: staff, volunteers, interns, trainees and people on work experience.
3. External services providers

Risk management is the key to good recruitment and contracting. Although it must be understood from the start that no recruitment and contracting process can guarantee the absence of errors, the establishment of procedures that focus on the importance of child safeguarding reduces this risk, as they are dissuasive and contribute to detecting the people that represent a possible threat in this regard.  

Therefore, the people responsible for the HR department (at head office, regional teams and/or country offices) will be in charge of elaborating and applying the most adequate recruitment and contracting procedures, ensuring that the principles established by the HR department from a child safeguarding perspective are respected.


1. Educo Board of Trustees

In the selection process for the members of the board, their commitment to this Child Safeguarding Policy will be taken into account, as well as a certificate from the Central Sex Offenders Register (issued by the Spanish Ministry of Justice). 


2. Educo staff team

Job description

· Every job (including temporary jobs, regardless of their duration) will have a document with a clear description which establishes their main responsibilities. 

· For each job a “Level of child safeguarding” factor will be established, and the main child safeguarding risks will be identified. 

This “Level of child safeguarding” will be established according to three variables: 

· Level of contact with children.
· Level of accompaniment (by other adults) during contact with children.
· Level of access to children’s personal information.

	
	NO CONTACT WITH CHILDREN
	CONTACT WITH CHILDREN ACCOMPANIED BY OTHER ADULTS
	
CONTACT WITH CHILDREN UNACCOMPANIED BY OTHER ADULTS
	DIRECT WORK WITH CHILDREN IN ESPECIALLY VULNERABLE SITUATIONS (children with disabilities, children that have been forced to migrate, children living on the street, etc.) 

	NO ACCESS TO PERSONAL INFORMATION ABOUT CHILDREN
	Level 0
	Level 1
	Level 2
	Level 3

	WITH ACCESS TO PERSONAL INFORMATION ABOUT CHILDREN
	Level 3
	Level 3
	Level 3
	Level 3



Level of Child Safeguarding 0: There is no access to personal information about children and contact with them is non-existent or almost non-existent.
Level of Child Safeguarding 1: There is no access to personal information about children, but there is contact with children, with the accompaniment of other adults.
Level of Child Safeguarding 2: There is no access to personal information about children, but there is contact with children, but without the accompaniment of other adults.
Level of Child Protection 3: There is access to personal information about children, regardless of the level of contact with them. All jobs that involve working directly with children in especially vulnerable situations will be classified with level 3.

Recruitment procedure

· Educo will make its commitment to child protection explicit in all advertisements for recruitment or collaboration with our organisation (staff, volunteers, interns or work experience), for example, by providing a link in the advert to this Safeguarding Policy.

· Each application must be accompanied by an up-to-date curriculum vitae. 

· The identity of the candidates and their relevant qualifications will be verified, using original documents if possible.   

· The HR department will carry out the relevant interviews to determine the suitability of the candidate for the post required. In all recruitment interviews there will be a discussion of the Rights of the Child and child protection and safeguarding, so that the candidate understands and adheres to Educo’s values and commitments. 

· For positions that involve a special risk for child safeguarding, the HR department will consider the possibility of carrying out specific tests to assess their suitability for the post.

· A reference check will be carried out for the professional, academic and/or previous voluntary work the candidate has done. At least two references will be verified, to corroborate, where possible, the identity of the people that made the references. 

· If the recruitment process is externalised, compliance with the Educo Child Safeguarding Policy must be guaranteed, and, in particular, this annex. 

Contracting and induction

· [bookmark: _GoBack]A certificate of police and/or criminal records will be requested if local law permits. If not, the selected people will be asked to provide a self-declaration stating that they do not possess a criminal record for offences relating to human rights violations, and child rights in particular. These documents will be renewed every two years, unless they expire earlier, in which case they will also be renewed.

· The contract and/or agreement of collaboration will reflect Educo’s commitment to protecting children and the relevant letter of commitment should be signed (see Annex 1. Letters of commitment to the Child Safeguarding Policy).

Management and dismissal 

· In the event of non-compliance of this policy, the HR department will be informed in a timely manner as established in Annex 5. Basic reporting and response procedures in the case of concerns, suspicions and incidents, and will ensure that the relevant measures are applied. 

· In the event of a change of responsibilities and/or tasks of a person which affects the “Level of child safeguarding”, the necessary measures will be taken to prepare the person for the new position. These measures include any relevant training. 

· In the case of serious or very serious non-compliance with the Chid Safeguarding Policy, the HR department will include this information in the file of the person in question. 

· During the dismissal process, interviews will be carried out and any lessons learned on behalf of the organisation will be registered, with special attention to those related to child safeguarding and positive treatment. 

· Educo will provide the relevant references to any organisations that ask for them, as long as these are agreed within the framework of the local legislation. 

Wellbeing and resilience

· From the HR department strategies aimed at strengthening resilience of the staff and ensuring their wellbeing will be developed, especially in the case of people who have witnessed or known about violent situations. 


3. Staff that provide external services

Description of the terms of reference for recruitment and contracting 

· When an external service is required, the department that need sit will write the terms of reference for this purpose, which should reflect:

· Unequivocal commitment to child protection and positive treatment and, therefore the Child Safeguarding Policy. 

· The condition that states that at least two professional references will be requested and verified.

· Assessment of the “level of child safeguarding” relevant to the contract, established in accordance with the table presented previously in point (b).

· The condition that, in the case of contracts with Child Safeguarding Level 2 or 3, a certificate of police and/or criminal records will be requested if local law permits. If not, the external staff will be asked to provide a self-declaration stating that they do not possess a criminal record for offences relating to human rights violations, and children’s rights in particular.



Recruitment, contracting, induction, management and dismissal process

· The contracting of an external service will include a clause that establishes the termination in the case of serious or very serious non-compliance with the Chid Safeguarding Policy.

· The HR department will facilitate the people who contract the external services with the necessary tools for carrying out a safe recruitment process. 
image1.png
eOouUucCo

Member of ChildFund Alliance




