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Safer recruitment - taking on new
volunteers,
employees and contractors

Five steps to safer recruitment:

1.Take a background and history — this is particularly important for
employees, but also applies to those seeking senior committee roles and
to coaches who are contracted to provide junior coaching. Make sure that
you have seen a full CV or work history. Ask about any gaps or
inconsistencies. This can be a very useful way of spotting previous
problems or concerns. You might not take a full history from volunteer
helpers, but don’t be afraid to ask about their experience and skills.

2. Ask for references — as with the background and history checks, this
Is particularly important for employees, contractors and committee
members. Ask for the names of two referees and follow these up. Both
referees should be people who have known the candidate in a
professional capacity for a substantial period of time (at least 3 years).
Ask them to comment on the candidate’s suitability to work with children
and vulnerable people, and about the quality of their work. Also ask if
they ever had reason to take disciplinary action against the candidate.
You may not require references for volunteers taking on minor roles, if
they are well-known to you or other club members. However, consider
pursuing these for volunteers taking on large or important roles. Seeking
references is one of the best ways of ensuring that you take on the right
people. Make all roles subject to satisfactory references and be prepared
to follow this up, if they are not produced.

3. Get a Criminal Records Bureau (CRB) disclosure — CRB
disclosures are useful for ensuring that any known risks can be properly
managed. It is important to remember, however, that a CRB disclosure is
only one of the five steps outlined here. It is a good way of finding out



significant information but it should not be used in isolation. The LTA
offers a CRB service and has a dedicated CRB team. This team will help
you to apply for any checks that are needed, while the Child Protection
team provides individual risk-assessment and support to ensure that all
disclosures are dealt with fairly and safely. You should seek a CRB
disclosure from anyone who will be coaching or in sole charge of
children or vulnerable people. Other people who should complete a
disclosure are: senior committee members; junior co-ordinators and
captains; coaching line-managers; and others who may be required to deal
with sensitive information involving welfare or disciplinary issues.
Volunteers do not have to pay to complete a CRB disclosure. You will
normally request a CRB check on anyone who is new to the organisation,
or taking on a child-related role for the first time. You should be cautious
about accepting checks that were not carried out by the LTA: do not
accept a candidate’s own copy of a CRB disclosure, without first
checking the status of the disclosure with the LTA (anything over than 12
months old is likely to be rejected). The LTA produces separate guidance
on this issue, and you can seek advice by contacting the CRB or Child
Protection departments. If you are waiting for a CRB check to come back,
you could use ‘self-disclosure’ as an interim measure. But remember to
make things clear to the candidate: they could be asked to leave their role,
if the CRB reveals anything of concern, and inaccurate self-disclosure
can lead to further action. CRB disclosure is not an award, certificate, or
guarantee. It is only one source of information and it should be
considered alongside all others.

4. Set up agreements or contracts — make sure that roles and
responsibilities are absolutely clear. Even for volunteers, there should be
a clear ‘line manager’ who takes responsibility for supporting and
overseeing the role. There should also be clear expectations around
conduct.. For employed and contracted coaches, make sure you have
proper contracts in place. Any contract should clearly outline the roles
and responsibilities of the parties, and include details of how performance
will be monitored and reviewed. It should also make it clear that action
will be taken if conduct falls short of the relevant standards. Some clubs
are nervous about putting contracts in place; but without them, it is
difficult to deal with problems when they arise. If your coaching
programme (and a significant percentage of your financial turnover) is in
the hands of a coach, it can make sense to spend a small sum on getting a
solicitor to draft a simple contract. LTA licensed coaches must abide by
general conditions

imposed by the LTA. If your coach does not have an LTA Coach
Licence, it is even more important to have a rigorous contract in place.



5. Organise an induction — make sure that all new starters are given a
proper induction. This should include information on the standards
expected of those working with children, and on the arrangements in
place at the club for ensuring the welfare of children and young people.
Remember to hand out a copy of your child protection policy and to
provide contact details for relevant Child Protection officers and
agencies.

What if the recruitment process reveals a concern?

You may feel that someone is not suitable to hold a particular position.
They may lack the skills you require, or have a track record of poor work
or dishonesty. You might decide not to take on that person. If you are
concerned that a candidate might pose a risk to children, you can get
advice on what to do by contacting the Child Protection Officer at your
county LTA, or by contacting the LTA Child Protection Department
using the details below. By taking recruitment seriously, you can help to
make British tennis friendly, professional and safe for children and young
people.

This policy was reviewed by the board in January 2023 and will be
reviewed in January 2024

LTA Child Protection

T: 0208 487 7008/7116

M (24 hour): 07971 141 024

E: childprotection@Ita.org.uk
www.L TA.org.uk/childprotection
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