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Our Approach to Recruitment

CAFCASS Always
Takes More Care
– Before And
After You Join Us

Our Approach
to Recruitment

CAFCASS values diversity and promotes a culture

that seeks, respects and harnesses difference. 

Our policies, practices and procedures are

designed to be fair to all applicants regardless

of race, gender, sexuality, disability, age, religion,

HIV and AIDS, caring responsibility or Trade

Union membership.

We positively encourage applications from all

sections of the community for all posts, and we

require all our employees to be committed to

equal opportunities in accordance with our

Diversity Policy. 

How Is CAFCASS’ Diversity

Policy Reflected In The

Recruitment Process?

CAFCASS recognises that society is enriched by

diversity. Therefore we are committed to building

a workforce that is valued, diverse and able to

serve all communities as best it can. 

We base our recruitment decisions on a person’s

qualifications and merit and on the needs of

the service. 

We establish terms and conditions of

employment on the needs of the service and not

on any discriminatory grounds.

We have made a positive commitment to

employing disabled people. This means that all

applicants with a disability who meet the

minimum shortlisting criteria for a job vacancy

will be automatically guaranteed an interview.

We ensure that members of our recruitment

panels are competent to assess applicants, and are

trained in recruitment and selection techniques. 

We base our recruitment process on the needs of

the job, and ensure that all applicants are made

aware of how we will assess each stage of the

process, and what we are looking for.

Our Commitment To You

CAFCASS employees involved in recruitment and

selection will make every effort to treat you in

accordance with the following standards:

• You will be treated in a polite, helpful and

friendly manner at all times.

• We will try to take account of any particular

needs you may have to enable you to fully

participate in the selection process.

• Whenever you call us or we write to you, we

will provide the name and telephone number of

the person who will deal with your enquiry.

• Your application will be dealt with confidentially.

• Your application will be dealt with efficiently.

• All information provided to you will:

- be written in a clear, jargon-free, easy to

understand and unambiguous way

- be up to date and produced to

professional standards

- reflect the nature of the job accurately.

Prior To Your Appointment

If your application is successful, you will receive

an offer of appointment which will be subject to:

• Two satisfactory references: one reference must

be from your current or most recent line

manager. If you have just left full-time

education, you should provide the details of

your course tutor. 
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Disability
CAFCASS’ statutory duty to monitor the employment rates of disabled people requires us to use the definition of

disability in the Disability Discrimination Act. You are therefore asked to tell us if you have a mental or physical

condition which has a substantive and long-term adverse effect on your ability to carry out normal day-to-day activities,

which lasts or is likely to last for more than 12 months.Please answer the question below. Do you consider yourself to have a disability or condition that satisfies the above condition?  
Yes  No

If yes please indicate below the nature of this disability or condition.

5
Other Employment Please give details of any other paid employment you intend to continue if offered a position within CAFCASS. This

information is required to:• ensure working hours do not exceed the requirements of the Working Time Directive

• ensure that any appointment with CAFCASS will not create a conflict of interest within your professional or

personal life.
CAFCASS reserves the right to notify you of any conflicts of interest and any offer of employment would be dependent

upon this conflict ceasing.

References
Please give details of two people who are prepared to act as referees for you. One of these must be your current or

most recent line manager and one of your referees must be contactable before interview. If you have just left full-time

education, you should provide details of your course tutor. You should also provide details of the dates when you

worked with them or they were your course tutor.
Referees will automatically be contacted for applicants shortlisted to attend interview and assessment, unless your

application has been clearly marked to show that an approach should not be made. You should ensure that your

referees are in a position to respond promptly.Please note: CAFCASS reserves the right to request a reference, or to contact any of your employers or educational

establishments, in addition to the two referees you have nominated in your application. 

CAFCASS requires the names and contact details of two referees, one of whom must be your current or most recent line manager.

One of your referees must be contactable before interview.Name

NamePosition

PositionOrganisation

OrganisationProfessional Relationship

Professional Relationship 
Date(s)

Date(s)Address

Address

Postcode

Postcode

Telephone

TelephoneFax

FaxE-mail address

E-mail address
May we contact this referee prior to interview?  Yes  No May we contact this referee prior to interview?  Yes  No

Disability: Reasonable Adjustments/Arrangements For Interview
Please tell us about any access requirements or reasonable adjustments you require in order for you to fully participate

in the selection process.

Criminal Records 
PLEASE REFER TO THE COVERING LETTER BEFORE COMPLETING THIS SECTION AND THEN COMPLETE EITHER SECTION A

OR SECTION B. The Rehabilitation of Offenders Act 1974 ensures re-offenders who have not re-offended for a period of

time since the date of their conviction are not discriminated against when applying for jobs.

SECTION A
Please tell us about any unspent criminal convictions and whether any police investigations are currently being processed following

allegations made against you. 

SECTION B
Due to the nature of your role, the post that you are applying for is exempt from the Rehabilitation of Offenders Act

1974. You are therefore not entitled to withhold information about convictions, warnings, cautions and reprimands

which for other purposes would be regarded as spent under the provisions of the Act. Although cautions, reprimands

and final warnings are not considered to be criminal convictions these will be considered by us in relation to the post

that you are applying for.
Please list all convictions, warnings, cautions and reprimands (including any pending) with dates. 

CAFCASS will use Part V of the Police Act 1997, to obtain a criminal records check for prospective employees. These

checks are known as disclosures and are carried out by the Criminal Records Bureau (CRB). 

I give my consent to a disclosure to be carried out by the CRB if I am selected for appointment and understand that my

appointment is subject to a CRB Disclosure.Signature

Date

Note: If you are convicted or receive a warning, caution or reprimand, during the application process, you must inform the

HR Representative of the details.

Declarations
Please tick the boxes and sign this section to confirm your agreement to the statements listed in this section of the

form. Please remember this information may be used as evidence should this be required in the future.

Are you related to an employee of CAFCASS? Yes  NoIf yes, please state their name and your relationship
I confirm that, to the best of my knowledge, the information given in this application is correct and that I am legally entitled

to take employment in the UK. I understand that I will also be required to produce original documents as specified in the

Asylum and Immigration Act 1996.I give my consent for CAFCASS to obtain my attendance records from my previous employers.

I give my consent for CAFCASS to process my diversity monitoring information.

I understand that my appointment is subject to medical clearance, satisfactory references and, in appropriate cases, evidence

of professional registration will be required. I understand that, if my application is successful, the information will be used to compile a personal file/records and for payroll

purposes and may be disclosed to the Inland Revenue. The information provided will be processed both manually and automatically.

I understand that providing false or misleading information during the recruitment and selection process may disqualify me

from appointment or, if appointed, may render me liable to dismissal. I declare that the information I have given is to the best

of my knowledge true and complete.Name

Signature

Date

Employing organisation
Job title

Hours per week Weeks per year
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