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Recruitment of Volunteers and Paid Workers in Congregations 
Interview Checklist and Record

Congregation: 


Position Sought: 


Applicant’s Surname: 

Title:


Forenames: 


Interview Date: 


Present at interview



Status: 




Status: 




Status: 


	Has the applicant received a role/job description (SG1)? 

Has the applicant completed an application form (SG2)?
	Yes
(  No (
Yes
(  No (

	Have two suitable personal or job related references been obtained?
	Yes
(  No (

	Has the applicant been made aware of the Church of Scotland’s Code of Good Practice and read the Safeguarding Pocket Guide?
	Yes
(  No (

	Has the recruitment procedure (if applicable, including the PVG Scheme or Basic Disclosure process) been explained to the applicant?
	Yes
(  No (

	Has the applicant been advised that the confirmation of appointment is subject to the outcome of their application to join the PVG Scheme or Basic Disclosure and that they cannot take up the role until the appointment is ratified by Kirk Session?
	Yes
(  No ( N/A  (

	Has a PVG Scheme Application form and Self-Disclosure form been completed?
	Yes
(  No ( N/A  (

	Has a Basic Disclosure, SG23 Basic Disclosure Certificate Undertaking form and SG25 Basic Disclosure Record form been completed? 
	Yes
(  No ( N/A  (

	How long has the applicant been known to the congregation?
	


	How much time is being offered?
	



Interview notes

1.
Relating to roles/jobs, experience, qualifications, training

2.
If application - Relating to children’s learning and development and/or working with protected adults 
3.
Relating to attitudes

4.
Relating to working with parents/guardians/carers
5.
Relating to working in a team

6.
Relating to ongoing personal development and training

7.
Other

Signatures of interviewers

The purpose of the UK Data Protection Act 2018 is to ensure that any personal data an organisation holds about an individual is stored and used in an appropriate way. This congregation, through presbytery, is registered with the Information Commissioner’s Office and strives to comply fully with data protection law. The Information Commissioner’s website provides in-depth information regarding the requirements of the Data Protection Act: https://www.ico.org.uk/ 
This congregation is committed to protecting privacy and safeguarding personal data. We shall use the information recorded here for the purpose of the administration of the role the applicant has applied for and will only keep the data for as long as required for that purpose.  The full Privacy Notice for our congregation is available on our website. Please ask for details from your Safeguarding Coordinator.
Should you have any questions concerning the use of the information you provide to us please contact the Safeguarding Coordinator.
March 2022
March 2022

