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Safeguarding Policy and Procedure 
 

Backstop Support Ltd. is committed to safe and thorough recruitment processes for candidates 

working with children and vulnerable adults. To ensure that our locums meet the criteria of our 

safeguarding requirements all our locums undergo our compliance process.  

On registering with Backstop, possible future candidates will be asked to provide the below 

documents / information in order for background and suitability of employment checks to be 

completed. 

 Original social work qualification certificate (applicable for qualified roles) 

 Professional registration (applicable for qualified roles) – an online check of current 
registration will also be made. In addition we will carry out monthly checks on the 
registrations status. 

 Proof of identity 

 Proof of eligibility to work within the UK 

 Two Proofs of address 

 Professional referee details for the last 5 years (including character referees for gaps longer 
than 4 weeks) 

 Any training certificates applicable  
 

These documents will be scanned and attached to the candidate file for future reference. 

Additionally our experienced recruitment consultants will have a face-to-face values and 

safeguarding interview to confirm the work experience given on the candidates CV. 

In the next step Backstop requires references of the past five years of work history. A record of the 

work history of the past ten years will be held on record. 

All candidates are required to apply for an Enhanced DBS certificate through Backstop. This 

certificate is renewed every 12 months. The candidates may apply for the DBS Update Service. In this 

case an online check will be done every 12 months and a screenshot will be taken and stored. If a 

candidate has already applied for the Update Service of a certificate not through Backstop, a copy of 

the ported DBS certificate will be stored and a screenshot of the online check will be held on record. 
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DBS Policy 
The DBS is responsible for processing requests for criminal records checks as well as checking the 

DBS children’s barred list and adults‟ barred list for eligible roles. The DBS also has responsibility for 

deciding if a person should be placed on or removed from a barred list for England, Wales and 

Northern Ireland. 

This policy provides guidance to managers on how to manage the Disclosure & Barring Service (DBS) 

certificate process (to include employees and volunteers) to positions where they will typically have 

access to vulnerable groups. 

Backstop has a duty of care to protect the well-being of those groups or individuals in care who are 

considered to be especially vulnerable or at risk, such as children, the elderly and those with 

disabilities. 

Backstop will take every step to ensure that those of its employees who work with or otherwise 

come into contact with these vulnerable groups are suitable to undertake the work. 

Backstop will only apply for checks in respect of posts that are included in the Exceptions Order to 

the Rehabilitation of Offenders Act 1974. It may be an offence under section 123 (2) of the Police Act 

1997 to apply for a check in respect of a post not covered by the Exceptions Order 1975. 

 

LEGISLATION 
This policy has been written with regard to the following legislation and guidance: 

 The Protection of Freedoms Act 2012 

 Human Rights Act1998 

 Data Protection Act 1998 

 The Police Act 1997 

 The Safeguarding Vulnerable Groups Act 2006 

 The DBS Code of Practice 

 The Rehabilitation of Offenders Act (ROA) 1974 

 The Criminal Justice and Court Services Act 2000 
 

 

RECRUITMENT OF EX OFFENDERS 
As an organisation using the DBS to assess candidates‟ suitability for positions of trust, Backstop 

complies fully with the DBS Code of Practice and undertakes to treat all candidates fairly. It 

undertakes not to discriminate unfairly against any subject of a DBS certificate on the basis of 

conviction or other information revealed. 

Backstop is committed to the fair treatment of its staff, potential staff or users of its services, 

regardless of age, disability, gender reassignment, marriage or civil partnership, pregnancy and 

maternity, race, religion or belief, sex, sexual orientation or offending background. 
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We actively promote equality of opportunity for all with the right mix of talent, skills and potential 

and welcome applications from a wide range of candidates, including those with criminal records. 

We select all candidates for interview based on their skills, qualifications and experience. A 

certificate is only requested for posts that are eligible as per the Exceptions Order of the 

Rehabilitation of Offenders Act 1974. For those positions where a certificate is required, all 

application forms, job adverts and recruitment briefs will contain a statement that a check will be 

requested in the event of the individual being offered the position. 

Where a DBS certificate is to form part of the recruitment process, we encourage all candidates 

called for interview to provide details of their criminal record at an early stage in the application 

process. The appointing Recruitment Consultant will pose this question to candidates during the 

interview process. 

Unless the nature of the position allows Backstop to ask questions about a candidate´s entire 

criminal record we only ask about unspent convictions as defined in the Rehabilitation of Offenders 

Act 1974. 

All Recruitment Consultants as part of Backstop´s recruitment process have access to guidance and 

expertise from suitably trained officers to identify and assess the relevance and circumstances of 

offences. As part of Backstop´s disclosure of offences procedure, the Recruitment Consultant seeks 

approval from the Managing Director regarding the final decision on suitability. 

Having a criminal record is not necessarily a bar to working with Backstop. This will depend on the 

nature of the position and the circumstances and background of the offences. 

 

DISCLOSURE AND BARRING SERVICE (DBS) BARRED LISTS 
The DBS children’s barred list contains details of those individuals barred from working with children 

and replaces List 99, the POCA list and disqualification orders. The DBS adult’s barred list contains 

details of those individuals barred from working with vulnerable adults (replacing the POVA list). 

When recruiting to posts which undertake “regulated activities” with one or both vulnerable groups, 

Backstop will request checks to be made against the relevant barred list(s) as part of the DBS check. 

It is a criminal offence for individuals barred by the ISA to work or apply to work with children or 

vulnerable adults in a wide range of posts including most social care posts, those in education, 

childcare, NHS and posts in the Prison Service. Employers also commit a criminal offence if they 

knowingly employ a barred individual in such posts. Further information about regulated activities 

and levels of DBS checks can be found in the DBS Guidance. 

 

EMPLOYING PEOPLE WITH CRIMINAL RECORDS 
Possessing a criminal record is not necessarily a bar to working through Backstop, but it may 

preclude working in certain positions. This will depend on the nature of the position and the 

circumstances and background of the offences committed. 

https://www.gov.uk/disclosure-barring-service-check/overview
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An application to the DBS will be requested only where this is considered relevant to the post and is 

permitted under the Exceptions Order to the Rehabilitation of Offenders Act 1974. 

It must be established that the candidate is likely to be applied to a post to be filled that is exempt 

under the Exceptions Order of the Rehabilitation of Offenders Act 1974. This makes it possible for 

questions about the candidate´s criminal background to be asked and for an application to be made.  

For all candidates or individuals with an offer of employment, in the event of a certificate returned 

from the DBS highlighting either a disclosed or undisclosed conviction or other causes for concern 

the Managing Director must be informed as lead signatory. The MD will have responsibility for 

ensuring that the compliance manager is notified of the conviction or concerns, and will determine 

the employment status of the individual to ensure consistency across Backstop.  

Considerations 
Addressing issues relating to criminal offences needs an objective common sense approach which 

takes account of the following: 

 The employer's duties in law 

 The nature of the crime 

 When it happened 

 The circumstances involved 

 The sentence 

 Patterns of offending 

 Efforts to avoid re-offending 

 Job requirements 

 Safeguards against offending at work 

 Possible reactions of employees, customers etc, objectively assessed. 

Candidate awareness 
Applicants should be forewarned that enhanced checks might include non-conviction information 

such as details of cautions, reprimands, warnings and may include police intelligence relating to 

ongoing investigations and relationships with any known or suspected criminals. 

As highlighted above the fact that someone has a criminal record will not necessarily lead to a bar in 

employment with Backstop, and an interview will be arranged to discuss the nature of the criminal 

record with the applicant who has disclosed they have a criminal record. 

During the interview, the applicant should be able to give a full account of the circumstances of the 

offence(s), any extenuating circumstances and of their efforts to avoid re-offending. 

Where assessment against the risk criteria indicates that the applicant could be employed on a 

conditional basis provided that extra safeguards are put into place, the Recruitment Consultant 

should discuss these with the applicant and explain the reasons for them. 

Failure to reveal criminal history could lead to withdrawal of the conditional offer of employment. 
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Recruitment Process 
 

1. Recruitment & Selection 

Backstop aims to provide equal access to employment. Managers will endeavour to 

follow these guidance notes when recruiting new staff: 

 Job descriptions and person specifications will include only requirements that 
are necessary and justifiable for the effective performance of the job 

 All posts (where appropriate) will be advertised internally and externally, and 
where possible placed in a diverse range of media 

 All short-listing and interviews will be thorough, conducted on an objective basis 
and will deal only with the applicants’ suitability for the job and ability to fulfil 
the job’s requirements 

 Timing of interviews will be as flexible as possible to accommodate candidates 
with family commitments 

 Staff who carry out selection interviews will have received appropriate training 

 Reasonable adjustments will be made where possible to allow people with 
disabilities to be employed by Backstop. 

2. Training 

 All employees will receive induction training during which the equality and 
diversity policy and practices will be discussed with their line manager in relation 
to their role. 

 Selection for ongoing training will be based solely on the needs of the individual 
and the organisation in carrying out their job effectively. 

 When appraising staff performance, managers should base their assessments on 
an individual's capabilities and inherent potential. 

 Suitable and relevant diversity and equal opportunities training will be made 
available to all staff. 

 All staff will be encouraged to discuss their career development and training 
needs with their immediate manager. 

3. Pay and Terms and Conditions 

 Backstop will endeavour to ensure that discrimination does not occur in relation 
to rates of pay for similar work. 

 Backstop will ensure that flexibility is exercised in terms of working hours and 
other terms and conditions of employment so that they do not directly or 
indirectly discriminate against any employee or groups of employees.  Staff who 
wish to be considered for job share arrangements, career breaks or 
secondments should first consult their line manager. 

 Backstop will ensure that policies, procedures, terms & conditions of 
employment, benefits and facilities are regularly reviewed to ensure there is no 
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unlawful direct or indirect discrimination and that they provide for the varying 
needs of all staff. 
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Equality and Diversity 

1. Statement of Policy 

Backstop is an equal opportunities employer and values the benefits a diverse workforce 

can bring. This also means working towards family-friendly/career-friendly approaches and 

the avoidance of bullying and harassment.  

The aims of this policy are: 

 to enable all staff to maximise their potential and contribution to Backstop by 
recognising their individual needs and talents; 

 to ensure that no applicant or employee receives less favourable treatment on grounds of 
age, disability, gender reassignment, race, sex, sexual orientation, colour, nationality, ethnic 
or national origins, gender, marital status, or political or religious beliefs or any other factors 
not affecting the individual’s ability to perform the relevant duties. 
 

Backstop is committed to the letter and spirit of all UK equal opportunities legislation. In 

particular Backstop abides by the Equality Act 2010 which replaces other employment 

legislation including the Race Relations Act, Sex Discrimination Act, Disability Discrimination 

Act Age Discrimination Act etc.  

2. Scope of Policy 
The scope of this policy is the application of equal opportunities in the selection, training, 

management and treatment of employees, volunteers, learners, young people, trainers and other 

people who come in to contact with Backstop. 

We require all those representing and working for Backstop (including full time, part-time and 

temporary employees, trainers and contractors and guest speakers) to understand and demonstrate 

that it is everyone’s responsibility to: 

 respect individual’s abilities and legal rights 

 translate this policy into practice 

 create a working environment where individuals can develop their full potential 
in order to contribute to Backstop’s goals. 
 

Any employee found to be practicing discrimination, whether intentionally or not, faces disciplinary 

proceedings.  

3. Definitions 
The following are terms which may be used when discussing matters of equality and diversity. 

 Protected Characteristics 
Under the Equality Act 2010 the following groups are protected by existing and extended equality 

legislation: age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, 
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marriage & civil partnership and pregnancy & maternity. They are referred to as ‘protected 

characteristics’ and some needing further explanation are briefly described below: 

o Age  
The Act protects people of all ages. However, different treatment because of age is not unlawful 

discrimination if it can be justified i.e. if you can demonstrate that it is a proportionate means of 

meeting a legitimate aim.  

o Disability  
Under the Equality Act, a person is disabled if they have a physical or mental impairment which has a 

substantial and long term adverse effect on their ability to carry out normal day-to-day activities, 

e.g. using a telephone, reading a book or using public transport. Backstop will make reasonable 

adjustments to help staff overcome disadvantage resulting from an impairment e.g. by providing 

technology to help visually impaired staff to use computers effectively. This will be done in 

consultation with the individual, whether they are existing staff members, contractors or potential 

recruits. We will only ask about a candidate’s health before offering them work in order to meet our 

obligations under the Equality Act.  

o Gender reassignment  
A transsexual person is someone who proposes to, starts or has completed a process to change his 

or her gender. The Act no longer requires a person to be under medical supervision to be protected 

– so a woman who decides to live permanently as a man but does not undergo any medical 

procedures would be covered.  Transgender people such as cross dressers, who are not transsexual 

because they do not intend to live permanently in the gender opposite to their birth sex, are not 

protected by the Act. Transsexual people undergoing gender reassignment medical procedures will 

be treated the same as if they were off work through illness or injured and will not be discriminated 

against.  

o Pregnancy and maternity 
A woman is protected against discrimination on the grounds of pregnancy and maternity during the 

period of her pregnancy and any statutory maternity leave to which she is entitled.  Backstop will 

not take into account an employee’s period of absence due to pregnancy-related illness when 

making a decision about her employment.  

o Religion or belief 
Religion includes any religion or lack of religion. A religion must have a clear structure and belief 

system. Belief means any religious or philosophical belief or lack of such belief. Humanism is 

considered a protected philosophical belief but political beliefs would not be.  

 Direct Discrimination  
Direct discrimination takes place when a person is treated less favourably than others (in the same 

circumstances) because of a protected characteristic they have or are thought to have (see 

perceptive discrimination below), or because they associate with someone who has a protected 

characteristic (see associative discrimination below).  
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 Perceptive discrimination 
This is direct discrimination against an individual because others think they possess a particular 

protected characteristic. It applies even if the person does not actually possess that characteristic. It 

applies to age, race, religion or belief, sexual orientation, disability, gender reassignment and sex.  

 Associative discrimination 
This is direct discrimination against someone because they associate with another person who 

possesses a protected characteristic. Associative discrimination applies to race, religion or belief, 

sexual orientation, age, disability, gender reassignment and sex.  

 Indirect Discrimination  
Indirect discrimination means applying a condition, or requirement, which adversely affects one 

particular group more than another, and cannot be justified in terms of the requirements for 

performing a job. It applies to age, race, religion or belief, sex, sexual orientation, marriage and civil 

partnerships, disability and gender reassignment.  

 Victimisation  
Victimisation occurs when an employee is treated badly because they have made or supported a 

complaint or raised a grievance under the Equality Act; or because they are suspected of doing so. 

An employee is not protected from victimisation if they have maliciously made or supported an 

untrue complaint. 

 Harassment/Bullying  
Harassment and bullying take many forms, occurs on a variety of grounds and may be directed at 

one person or many people. In general terms it can be described as persistent unwanted behaviour 

which a person finds intimidating, upsetting, embarrassing, humiliating or offensive.  

Employees are able to complain of behaviour that they find offensive even if it is not directed at 

them, and the complainant need not possess the relevant characteristic themselves. Employees are 

also protected from harassment because of perception and association (described above). 

 Third party harassment 
Employers are potentially liable for harassment of employees by people (third parties) who are not 

employees of the company, such as customers or clients. Employers will only be liable when 

harassment has occurred on at least two previous occasions, they were aware that it had taken 

place, and had not taken reasonable steps to prevent it from happening again.  It covers sex, age, 

disability, gender reassignment, race, religion or belief and sexual orientation.  

 Positive Action  
Positive Action is allowed by law to encourage employees who are members of disadvantaged 

groups which have been under-represented in particular work areas to receive special training 

programmes so as to enable them to compete equally for jobs. 

 Positive Discrimination  
Positive Discrimination is where an employer discriminates in favour of a certain group with the 

intent of raising the profile of that particular group. It is illegal in this country but used widely in the 

USA and allows employers to limit activities to specific under-represented groups.  
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 Genuine Occupational Qualification  
The law recognises that there will be occasions when it is necessary to restrict certain jobs to certain 

categories or groups of people. This is rare and an employer would have to demonstrate that they 

have ed the requirement thoroughly before setting it. These are known as GOQs e.g. an employer 

whose work requires them to recruit a female to work in a woman’s refuge may place this 

requirement as part of the selection criteria. 

4. Discipline and Grievance 
Any member of staff who believes he or she has received less favourable treatment on grounds of 

race, colour, nationality, ethnic or national origin, gender, marital status, sexual orientation, 

disability, age or political or religious beliefs should use the formal stages of Backstop grievance 

procedure to resolve the situation.  

Staff have the right to request a formal written explanation of treatment they believe to be 

discriminatory. 

Individuals who are not meeting Backstop’s Equality and Diversity standards will be offered guidance 

in order to identify any training needs.  Where an individual does not benefit from advice and 

training, Backstop will use the Disciplinary Procedure to resolve the situation. 

5. Time off for Religious Observance 
Backstop will, wherever possible, grant leave requests for time off for religious observance. 

Where religious observance includes prayer times within the normal working day, a member of staff 

will be allowed to take prayer time, within the day, provided that the time is made up at other times. 

A location where prayers may take place will be offered where available. 

6. Staff Leaving Backstop 
Before leaving staff will have the opportunity for an exit interview with a member of the 

management team.  The purpose of the interview is to obtain feedback from the employee on any 

aspect of the organisation which can be improved or enhanced. 

7. Responsibility 
The management team is responsible for implementation of the diversity and equal opportunities 

policy under the direction of the Managing Director.   

Line managers are responsible for ensuring that all staff for whom they have responsibility are aware 

of this policy and that there is no unlawful discrimination of any kind. 

An equality and diversity champion is appointed within Backstop in addition to their normal duties in 

order to promote best practice and keep colleagues up to date with developments in equality and 

diversity.  

8. Equality & Diversity Champion 
The E&D champion will undertake the following activities: 

 Identify and implement equality activities within Backstop. 
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 Work with colleagues to find ways to embed equalities into all areas of activity including 
learning plans, schemes of work and evidence requirements for learners. 

 Act as first point of reference or advice for colleagues on equality and diversity issues. 

9. Monitoring 
The management team and equality and diversity champion will monitor the practice and results of 

the equality and diversity policy and implement changes where necessary.  

10. Human Resources Advisor 
Backstop managers and staff have access to an independent HR Advisor who can advise them on 

working practices, and implementation of policies and procedures. 
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Allegations and Misconduct 

A.  Purpose of the Procedure 
The purpose of this procedure is to: 

 Enable individuals to raise legitimate concerns relating to misconduct 

 Detail the procedure for concerns to be raised, investigated and, where appropriate, acted 
upon in a fair and transparent manner and in confidence if possible 

 Demonstrate that where staff believe it is necessary to make an allegation of misconduct, 
this will be taken seriously by Backstop and in accordance with the Policy and Procedures on 
Public Interest Disclosure 

 Ensure the confidence of all parties (including clients, candidates, their colleagues and the 
children and vulnerable adults they work with) that Backstop maintains the highest 
standards of integrity in recruitment for the criminal justice sector 

B.  Principles in the Conduct of an Investigation into an Allegation of 

Misconduct 
The gathering and assessment of information in cases of alleged misconduct can be extremely 

difficult. It is essential to protect the professional reputations of those involved, as well as the 

interests of the public and of any who might be harmed by the alleged misconduct. In the course of 

conducting enquiries or investigations, the following provisions are applicable: 

 Individuals against whom allegations of misconduct have been made will be provided with 
full details of the allegations(s) in writing and provided with the opportunity to respond to 
them including provision for asking questions, presenting evidence, calling relevant 
witnesses and providing responses to information presented 

 Expert assistance should be sought as necessary to conduct a thorough and authoritative 
evaluation of all evidence 

 Precautions should be taken to avoid real or apparent conflicts of interest on the part of 
those involved in the Preliminary Enquiry or Formal Investigation 

 The confidentiality of individuals against whom allegations of misconduct have been made 
and, if they wish it, that of those who in good faith report the alleged misconduct, should be 
protected as far as possible, and care should be taken to protect their positions and 
reputations 

 Except as required in the reporting provision above, only those directly involved in an 
enquiry or investigation should be aware that the process is being conducted or have any 
access to information obtained during its course 

 Where appropriate, efforts should be made to restore the reputations of those against 
whom allegations of  misconduct have been made when they are not considered to be 
founded 

C. Submission of an Allegation of Misconduct 
Allegations of misconduct may be brought to the attention of Backstop internally or externally by an 

individual or by an organisation. This policy and procedure applies to all those undertaking work 

under Backstop’s auspices. This includes both undertaken on Backstop’s premises using its facilities, 

and work undertaken on its behalf, by staff, associates, contract holders, contractors and 

consultants. 
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Backstop is only empowered to investigate activities that have occurred within its precincts or that 

have been undertaken on its behalf but if necessary, it may request that the employing organisation 

either cooperates in the investigation or undertakes its own investigation.  

It applies across all departments of Backstop: Compliance, Recruitment, Marketing and Finance. All 

members of staff, have a responsibility to report to Backstop any concerns about misconduct, 

whether this has been witnessed or for which there are reasonable grounds for suspicion. 

To make a complaint of misconduct, the individual (referred to as the complainant) should write to 

their known Backstop contact (http://www.backstop.org.uk/#!meet-the-team/ct66 ) stating that 

they wish to make a complaint of misconduct. The complainant should provide as full details as 

possible in writing regarding the allegation, including confirmation of the individual against whom 

the allegation is being made (referred to as the respondent) and the exact nature of the complaint 

with any and all evidence available to them. 

The individual against whom allegations of misconduct have been made will be informed. 

If the complaint is against the individual’s known Backstop contact it should be made directly to the 

MD and this should be reported in the notification to the MD; if it is against the MD it should be 

made directly to Sarah Thorne - Director of Backstop 

If the complaint is from a member of staff in another department within Backstop, s/he should raise 

this with the Head of Department (HoD) of the individual against whom the complaint is being made 

If an individual is considering raising a complaint about misconduct but is not sure whether it falls 

within this definition, they should discuss this with their HoD in the first instance.  

Concerns relating to misconduct raised by others external to Backstop should be referred to the MD 

in the first instance 

The HoD will advise the MD that allegations of misconduct have been made and seek advice from 

the Compliance Officer or Manager. Compliance will inform the HR Partner or HR Advisor. The HoD 

will request the MD to carry out a preliminary enquiry. The HR Partner or HR Advisor will provide 

advice and support to the MD when carrying out a Preliminary Enquiry and Formal Investigation. 

The Head of Department will conduct a formal investigation. For ease of reference, the HoD is 

referred to as the Investigating Officer (IO) for the formal investigation. 

D. Referral for consideration under an alternative employment 

procedure 
 If after commencing this procedure, the HoD/IO in conjunction with the HR Partner 

considers that the case in question should be dealt with under an alternative procedure this 
may be discussed with the MD and the Director of HR and the case may be transferred to a 
different procedure 

 The respondent may also make representations regarding the procedure to be followed 

 In cases of disagreement the MD and Director of HR will determine the appropriate 
procedure to be followed and there shall be no appeal against that decision 

 Those involved will be informed of the reasons for the movement between procedures 

http://www.backstop.org.uk/#!meet-the-team/ct66
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 There may be occasions when as a consequence of information obtained under one 
procedure it is appropriate to initiate action under an alternative procedure 

 Investigations that have been undertaken in one procedure may be used as and where 
appropriate to inform another procedure 

E. Involvement of HR and Compliance Officer 
Specific roles and responsibilities are set out in detail in Section 6 of Backstop Policy on Integrity 

attached at Appendix 1. 

As a general principle, on receipt of an allegation of misconduct the HoD should seek advice from 

the Compliance Department who will inform the HR Partner or HR Advisor. The HoD will request the 

MD to carry out a preliminary enquiry. The HR Partner or HR Advisor will provide advice and support 

to the MD when carrying out a preliminary enquiry 

F. Collaborative working 
Backstop will work with partner institutions to ensure the agreement of, and compliance with, 

agreed standards and procedures for the conduct of collaborative , including the resolution of any 

issues or problems that may arise and the investigation of any allegations of misconduct. 

G. Stages of the Misconduct Procedure 
There are 2 stages to the procedure detailed below with clarification of the principles and processes 

applying to each stage 

Stage 1 – Preliminary enquiry by the Head of Department 

 The preliminary enquiry will be the responsibility of a senior member of Backstop - usually 
the MD – though this may be an alternative senior member of staff 

 The MD may seek advice where necessary from an independent expert 

 Normally it is in the best interests of all parties to discuss an allegation informally and the 
MD will enquire into the allegation and decide if there is a case that requires formal 
investigation, contacting the respondent and involving any other parties as appropriate. The 
MD should discuss any queries informally with the Compliance Officer at as early a stage as 
possible 

 The preliminary enquiry will determine whether the matter may be resolved or whether a 
formal investigation is necessary 

 Requests to be accompanied by a work colleague or trade union representative during the 
informal stage of the procedure shall be considered, where this is likely to assist in the 
resolution of the case 

 Where evidence from the preliminary enquiry indicates that unacceptable conduct may have 
occurred, the procedure provides for a more detailed, formal investigation 

 The MD should seek advice from the Compliance Officer who will inform the the HR Partner 
or HR Advisor. The HR Partner or HR Advisor will provide advice and support to the MD 
when carrying out a preliminary enquiry 

Stage 1 - Preliminary enquiry - Process to be followed 

 On receipt of a complaint of misconduct, the HoD will inform the MD  of the allegations and 
– where practicable - request the MD to attempt to informally enquire into and resolve the 
matter 

 The respondent will be informed of the allegations unless the MD is able to determine very 
easily and evidently that there is no substance to the allegation that has been made 
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 The MD will meet separately with the complainant and any other relevant individuals to 
establish full details of the complaint 

 The MD will meet with the respondent and any other relevant individuals who will be invited 
to respond to the allegations 

 The MD will produce a draft report of the preliminary enquiry which should include 
sufficient detail to enable an assessment of the determination of whether or not a full, 
formal investigation is necessary 

 The respondent will be provided with a copy of the draft report and be given an opportunity 
to comment on the findings 

 The complainant will also receive the portions of the draft report which concern his/her role 
and/or views and will be given an opportunity to comment on the findings 

 Comments on the draft report from the respondent or the complainant should be appended 
to the final report 

 The MD will produce a final report which will include any comments made by the 
respondent in response to the draft report and made by the complainant in response to the 
relevant sections of the draft report 

 The final report should be submitted to the HoD within 60 days of receipt of the complaint. 
A discussion about timescales will take place between the HoD, MD and the HR Partner or 
HR Advisor at the beginning of a Preliminary Enquiry so that where possible and appropriate 
this timescale will be reduced. If this timescale is not possible in a particular case, the 
reasons should be documented  

 

The report should include the following: 

a) details of the allegation(s) 

b) a brief description of the process followed 

c) details of how, from whom and what information was obtained 

d) whether the MD considers a formal investigation is necessary and the basis for this 

e) appendices of relevant documents 

The documentation should include sufficient detail to permit an assessment of whether or not a 

formal investigation is necessary 

The MD will recommend to the HoD whether a formal investigation is warranted.  

At any time during Stage 1, the MD may discuss with the HoD if s/he thinks the Investigation Stage 

(Stage 2) of the procedure should be invoked 

Stage 2 – Formal Investigation by the Head of Department - Principles 

Where evidence from the preliminary enquiry indicates that unacceptable conduct may have 

occurred, this will proceed to a formal investigation. The formal investigation will usually be 

undertaken by the Head of Department (HOD) unless there are particular reasons against this. The 

individual undertaking a formal investigation is referred to as the Investigating Officer.  

An investigation is a formal examination and evaluation of relevant evidence to determine whether 

or not – on the balance of probability - misconduct has taken place 
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The formal investigation will begin within 30 days of the completion of the preliminary enquiry, if 

this is not possible, the MD, Individuals against whom allegations of misconduct have been made 

and the individuals who made the complaint will be informed.  

The investigation should be completed and the final report sent to the MD within 90 days. 

A discussion about these timescales will take place between the MD, the HoD and the HR Partner or 

HR Advisor at the beginning of a Formal Investigation so that where possible and appropriate these 

timescales will be reduced. If an investigation cannot be completed within this timescale, the MD 

should be notified as soon as possible 

The investigative process must be thorough, fair and – as far as reasonably practicable - protective of 

the confidentiality and reputations of all participants 

The HR Partner for the department will support the Investigating Officer throughout the formal 

investigation process 

Professional advice – on a confidential basis - should be sought from Backstop’s Compliance Officer 

and/or other specialist advisors as required 

Stage 2 – Formal Investigation - Process to be followed 

 An investigation will normally include an examination of all documentation, including but 
not limited to relevant  data and proposals, publications, correspondence, file notes of 
telephone calls and email exchanges. It may be necessary for the IO to seek external advice 
in order to assess the data 

 Those making allegations, those against whom allegations have been made, and those who 
may have information related to the matter should be interviewed. Notes of each interview 
should be provided to the individual being questioned and any comments should be 
appended to the summary, or reflected in a revised summary if the IO agrees 

 All relevant issues should be pursued until the IO is reasonably certain that s/he has 
obtained all necessary and available information 

 A draft written report of findings should be made available to the respondent 

 The complainant should also receive the portions of the draft report which concern his/her 
role and/or views 

 Comments on the draft from the respondent or the complainant should be appended to the 
final report. 

 

NOTE: If there is more than one individual against whom complaints have been made, and their 

involvement is found not to be identical, separate draft reports should be prepared if practicable, in 

order to maintain confidentiality. 

 

In addition to the interview summaries and comments by the respondent and complainant on the 

draft report, the final report should include the following: 

a) background and context including details of the allegation(s) 

b) a description of the process followed 
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c) how, from whom and what relevant information was obtained 

d) the findings and basis for them 

e) conclusions and recommendations – examples are detailed below 

f) appendices of relevant documents 

Conclusions and recommendations 

Conclusions and recommendations which are not exhaustive, may include the following: 

 The evidence has established that  misconduct has not taken place and the allegation is 
unfounded 

 The evidence has established that  misconduct has not taken place but that there appears to 
be a capability or competency issue which may be resolved through stated recommended 
actions including referral for consideration under Backstop’s Capability Procedure 

 The evidence has established that  misconduct has taken place and it is recommended that 
action is taken forward under Backstop’s Disciplinary Procedure 

 There is insufficient evidence to reach a definitive conclusion, setting out the reasoning for 
this and recommending any possible methods for closure 

Burden of proof 

In accordance with employment legislation and Backstop’s employment procedures, the burden of 

proof to be established for investigations of misconduct is the “balance of probability”. In order to 

be in a position to recommend an individual has a disciplinary case to answer, the Investigating 

Officer needs to have arrived at a genuine belief based on reasonable grounds following a thorough 

investigation. 

Final report 
The final report will be provided by the IO to the MD. If the IO considers that there is a disciplinary 

case to answer, the MD will determine whether the matter should be referred for consideration 

under Backstop’s Disciplinary Procedure 

 

The final report will be send to all parties as necessary and will be duly noted  
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Complaints 
We welcome all feedback! Good or bad, we are keen to find out what your Backstop experience was 

like. We welcome your comments via email or telephone.   

Backstop Support Ltd is committed to providing a high level service to everyone we work with. If you 

were happy or impressed with the service, do let us know as you are our main concern. If however, 

you do not receive satisfaction from us, or we fall below your expectations of us, we need you to tell 

us about it. This will help us to improve our standards.  

1. Compliments 
If you have been very happy with the service and feel your needs are being adequately met, we 

encourage you to tell us about it. Send an email through to : 

info@backstop.org.uk  

2. Complaints, Allegations and Misconduct Procedure 
If you have a complaint, please contact Andrew Thorne, MD. You can write to him at:  

9 Disraeli Road, London, SW15 2DR 

Alternatively you may email him at andrew@backstop.org.uk  

2.1 After you have send us your Complaint 

 We will send a letter acknowledging the complaint to the sender and ask to confirm or 
explain the details set out. We will also let them know the name of the person who will be 
dealing with the complaint. They can expect to receive our letter within 2-5 days of us 
receiving your complaint. 

 We will record the complaint in our central register within a day of having received it. 

 We will acknowledge the reply to our acknowledgment letter and confirm what will happen 
next. They can expect to receive our acknowledgement letter within 2-5 days of the reply. 

 We will then start to investigate the complaint. This will normally involve the following 
steps;  

o We may ask the member of staff who dealt with the issue of complaint to reply to 
the original complaint within 5 days of our request;  

o We will then examine the member of staff’s reply and the information they have 
provided for us. This will take up to 4 days from receiving their reply.  

 Andrew Thorne will then invite them to meet him to discuss and hopefully resolve the 
complaint. He will do this within 5 days of the end of our investigation. 

 Within 2 days of the meeting Andrew Thorne will write to sender to confirm what took 
place and any solutions he has agreed with them. 

 If they do not want a meeting or it is not possible, Andrew Thorne will send a detailed reply 
to the complaint. This will include his suggestions for resolving the matter. He will do this 
within 5 days of completing the investigation. 

 At this stage, if they are still not satisfied they can write to APSCo, our trade association of 
which we are a member marked for the attention of the Professional Standards Manager, 
Terracotta Court 167 Tower Bridge Road, London SE1 3LN or email complaints@apsco.org  

mailto:info@backstop.org.uk
mailto:andrew@backstop.org.uk
mailto:complaints@apsco.org
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 If they are still not satisfied, they can contact the Employment Agencies Standards Office at 
the Department of Trade and Industry. 

If we have to change any of the time scales above, we will let anyone know and explain why. 
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Data Protection and Processing 
Privacy Policy 

Under the Data Protection Acts of 1984 and 1998, we must comply with certain regulations which 

are designed to ensure that any data you provide to us is processed with due care and attention. 

Backstop Support collects personal data about you to help in the recruitment process. This data 

consists of information such as your name, address, e-mail address, work and education history and 

your responses to and the results of assessments administered through the site, plus your 

nationality which we are required to collect by law. We also collect information in the aggregate to 

provide us with a better understanding of the users of our website as a group, but which does not 

contain personally identifiable information. 

We process this personal data as necessary to aid the recruitment process. We may also use data 

collected in the aggregate to help us to understand our users as a group so that we can provide you 

with a better service. 

We collect and process sensitive personal data only so far as is necessary to ensure we conform with 

legal requirements, for example under the equality of opportunity laws. By using this website and by 

registering your details with us, you consent to us collecting and processing sensitive personal data 

supplied by you and disclosing this information to prospective employers and clients in connection 

with the recruitment process. 

Where necessary we may pass data to third parties that help us to process data and to prospective 

or intended employers or customers for the purpose of recruitment. We may also share aggregate 

information with selected third parties, such as our auditors. 

The security of your data is extremely important to us. Access to your personal data is only provided 

to our staff and third parties who help us to process data and, in order to help with the recruitment 

process, to prospective employers or customers. 

Any policy changes, either due to business reasons or future changes in legislation, will be posted on 

this page and, if substantial, may be promoted on the website or through e-mail notification. 

Under the Employment Agencies Act, Backstop Support is obliged to hold your data for 12 months 

after it was last used. After 12 months of non-usage we will contact you and ask you if you want to 

keep your details on our database. If you do not indicate by signing in to Backstop Support that you 

wish your details to be retained on our database, we will archive your account. 

Data Collection Principles 

Backstop Support Ltd. needs to collect and use certain types of information about people with whom 

it deals in order to operate. These include current, past and prospective employees, suppliers, 

clients, locums and others with whom it communicates. In addition, it may occasionally be required 

by law to collect and use certain types of information of this kind. This personal information must be 
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dealt with properly however it is collected, recorded and used (whether on paper, in a computer, or 

recorded on other material) and there are safeguards to ensure this in the DPA. 

Backstop Support Ltd. regards the lawful and correct treatment of personal information as very 

important to successful operations, as it maintains confidence between those with whom it deals. 

Backstop Support Ltd. ensures that its organisation treats personal information lawfully and 

correctly. 

Specifically, the Principles require that personal information: 

(1) Shall be processed fairly and lawfully and, in particular, shall not be processed unless specific 

conditions are met; 

(2) Shall be obtained only for one or more specified and lawful purposes, and shall not be further 

processed in any manner incompatible with that purpose or those purposes; 

(3) Shall be adequate, relevant and not excessive in relation to the purpose or purposes for which 

they are processed; 

(4) Shall be accurate and, where necessary, kept up to date; 

(5) Shall not be kept for longer than is necessary for that purpose or purposes; 

(6) Shall be processed in accordance with the rights of data subjects under the Act; 

(7) Appropriate technical and organisational measures shall be taken against unauthorised or 

unlawful processing of personal data and against accidental loss or destruction of, or damage to, 

personal data; 

(8) Shall not be transferred to a country or territory outside the European Economic Area unless that 

country or territory ensures an adequate level of protection for the rights and freedom of data 

subjects in relation to the processing of personal data. 

Therefore, Backstop Support Ltd. will, through appropriate management, and strict application of 

criteria and controls: 

 Observe fully conditions regarding the fair collection and use of information; 

 Meet its legal obligations to specify the purposes for which information is used; 

 Collect and process appropriate information, and only to the extent that it is needed to fulfil 
operational needs or to comply with any legal requirements; 

 Ensure the quality of information used; 

 Apply strict checks to determine the length of time information is held; 

 Ensure that the rights of people about whom information is held, can be fully exercised 
under the DPA. (These include the right to be informed that processing is being undertaken, 
the right of access to one's personal information, the right to prevent processing in certain 
circumstances and the right to correct, rectify, block or erase information which is regarded 
as wrong information); 

 Take appropriate technical and organisational security measures to safeguard personal 
information; 

 Ensure that personal information is not transferred abroad without suitable safeguards. 
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In addition, Backstop Support Ltd. will endeavour to ensure that: 

 Everyone managing and handling personal information understands that they are 
contractually responsible for following good data protection practice; 

 Everyone managing and handling personal information is appropriately trained to do so; 

 Everyone managing and handling personal information is appropriately supervised; 

 Anybody wanting to make enquires about handling personal information knows what to do; 

 Queries about handling personal information are promptly and courteously dealt with; 

 Methods of handling personal information are clearly described; 

 Methods of handling personal information are regularly assessed and evaluated; 

 Performance with handling personal information is regularly assessed and evaluated. 
 

Data Retention 
 

STEP2 – retention policy 

1.       Every 3 months we go through all ACTIVE, HOT and COOL locums and delete all documents 
older than 24months. 

2.       Every time we upload a new DBS cert or snapshot, we delete the old one. 
 

Documents:  

proofs of address (older than 24 months) 

DBS Copy/Snapshots (older than 12 months, if new is in place) 

HCPC certificate and screenshots (older than 24 months, certificate: new one needs to be in place) 

App Form and Interview Notes (older than 24 months) 

DL (if expired) 

PP (if expired, except visa and travelstamps) 


