PRE-EMPLOYMENT CONSULTANCY SERVICE GUIDANCE



Background

The Pre-Employment Consultancy Service (PECS) was established in 1981 following an inquiry into children’s homes & hostels as a result of cases of abuse in a children’s hostel (Kincora). The Pre-Employment Consultancy Service is run by the Department of Health, Social Services & Public Safety. 

Purpose

PECS should only be used as part of an overall recruitment policy.  It provides organisations registered with PECS in Northern Ireland with one means of checking the suitability of an individual seeking work with children or adults with a learning disability. It is designed to be an information service which provides an additional safeguard which complements and strengthens staff recruitment and selection procedures.  The use of  PECS by organisations has a deterrent effect but should never be relied upon to screen out all abusers. It is not a foolproof guarantee of suitability.  PECS provides a means for accessing any information, which might have a bearing on an individual’s suitability held by the:

· Police (criminal records);

· the Department of Health, Social Services and Public Policy (PECS Register);

· the Department of Education (List 99); and 
· Protection of Children Act List (POCAL).

Recent Developments

The Protection of Children and Vulnerable Adults Order became law on 27 February 2003. It is anticipated that it will take some time to bring the provisions of the legislation into operation.

When commenced this legislation will:

· place the Department’s PECS Register on to a statutory basis;

· make it a requirement for ‘childcare organisations’ (as defined by the Order) to carry out vetting procedures and to report those dismissed for harming children;

· introduce a system of accreditation; create new procedures to accredit non-childcare and voluntary organisations;

· introduce court-imposed disqualification orders;

· create a criminal offence of seeking work or working with children while  disqualified

“It is anticipated that new legislation (Protection of Children and Vulnerable Adults Order) will place the PECS Register on a statutory basis, by requiring all child care organisations to inform the DHSS&PS of staff whom they have dismissed / demoted for harming children.  (Harming in the broadest sense).”

(Policy Advisor NSPCC (NI))

Guidance

Part 1
Flow chart of the process for an organisation registering with PECS



Part 2
Guidelines for what must be in an application to access PECS



Part 3
Sample form to be completed by the sport’s organisation to have an individual coach / member checked through PECS once the organisation is registered to use the service



Part 4
Sample coach/volunteer job description

A copy of PECS, a ‘Simple Guide’ is produced and available from the  NI Volunteer Development Agency 028 90236100 

PART 1.

Guidelines on Using the 

Pre-employment Consultancy Service

Process 

Stage 1.
Sports Governing Body forwards details to Child Care Unit enclosing all necessary information (see section 2 for details).

Address :  

Pre Employment Consultancy Service

Child Care Unit

Department of Health, Social Services & Public Safety

Room D1

Castle Buildings

Belfast

BT4 3SQ

Tel:      028 90 522559

E-mail: pecs@dhsspsni.gov.uk

Stage 2.
Child Care Unit issues letter accepting / not accepting Governing Bodies application to use PECS and enclosing a copy of ‘Making the Right Choice’.  (For a copy ‘Pre-employment Consultancy Service – a simple guide’ contact the NI Volunteer Development Agency 028 90236100).

Stage 3. 
Governing Body forwards a completed user agreement to the Child Care Unit.

Stage 4.
Governing Body is advised to contact the Volunteer Development Agency (90236100) to arrange PECS training.

PART 2.

In completing this section I have referred to guidelines in:

· Code of Ethics and Good Practice for Children’s Sport (Pages 50-51)

· Our Duty to Care (Fact Sheet 7) 

· Making the Right Choice – A guide to using the Pre-employment Consultancy Service (Child Care Unit)

· The Pre-employment Consultancy Service – a simple guide (Volunteer Development Agency)

Once an organisation has decided that it wishes to proceed with its PECS application to enable it to carry out checks on coaches or volunteers through PECS, they must provide the Child Care Unit with the following information:

· What your organisation does.

· A copy of its constitution and structure along with the names and addresses of all officers of the Governing Body.

Written confirmation that the Sport’s Governing Body will conform as far as possible to the principles contained in ‘Our Duty to Care’. 
· A detailed job description of the post whether paid or unpaid.

Job Description

This may well be the area that most Governing Bodies have difficulty with as many will not have job descriptions for volunteers or coaches already in place (see Part 4 for sample).  In this section the Child Care Unit will be looking to assess what ‘substantial access’ the individual may have i.e.

· One-to-one: Counsellors, tutors, coaches, befriender’s, providers of personal care

· Unsupervised or unaccompanied: Divers transporting children or adults with a learning disability

· Isolated situations: Away from home (residential care, holidays or competitions)

· Recurring contact: Greater risk of grooming children

(for further guidance in this please refer to the Code of Ethics and Good Practice for Children’s Sport pages 50-51).

If the Governing Bodies genuinely wish to use PECS they must emphasise the fact that the coach / volunteer will have unavoidable access to children .

Remember PECS is not a stand-alone service, it is only one step in a recruitment process and does not offer a guarantee of someone’s suitability.  It only provides information that may enable a Governing Body to make a more informed decision. Organisations which do make volunteers and coaches aware that they use the Pre-employment Consultancy Service will deter many of those with convictions from their organisation. The organisation should seek training from the Volunteer Development Agency on managing information returned from PECS. The Child Protection in Sport Unit can also assist Governing Bodies to complete risk assessments.

PART 3.

PECS 3 - Request for a PECS record check

1 Original and a copy  of this form should be sent.

IN CONFIDENCE

To:
Pre Employment Consultancy Service

Child Care Unit

Department of Health, Social Services & Public Safety

Room D1

Castle Buildings

Belfast

BT4 3SQ


DHSS&PS Ref No.

From:

Postcode:

Tel No:

Date:
_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

COMPLETE IN BLOCK CAPITALS

ALL INFORMATION MUST BE SUPPLIED. IF NOT APPLICABLE, ENTER N/A

POST (Involving substantial access to children and adults with a learning disability)

at

Mr/Mrs/Miss (delete as appropriate)
Date of birth:

Place of birth:

National Ins No:

Prev Address:

(within the last 5 years)
________________________________

________________________________

________________________________

________________________________

________________________________

________________________________

Surname:

Full Forenames:

Previous Surnames:

Address:

Postcode
_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________



Convictions / cautions declared

 FORMCHECKBOX 
   YES

 FORMCHECKBOX 
   NO

I am satisfied that the particulars given above are accurate and that the above-named person has given written permission for the check to be made and is aware that any spent convictions will be disclosed.

I further declare that any information given will be treated in strict confidence and used only in accordance with the Department’s guidance.

SIGNED: 
____________________________
NAME IN CAPITALS:
______________________Date_________



(Original signature of Nominated Officer/Deputy Nominated Officer)






TO BE COMPLETED BY POLICE AND WHOLE FORM RETURNED TOCHILD CARE UNIT

 FORMCHECKBOX 

No trace on the details supplied.
 FORMCHECKBOX 

The subject may be the individual to whom the attached information refers.

SIGNED: 
_____________________________  RANK: ____________________________  DATE: _______________

To be completed by Child Care Unit

 FORMCHECKBOX 

No information held
 FORMCHECKBOX 

A reference should be obtained from

SIGNED: 
________________________________
DATE:
________________________________

PART 4

                     Example Coach / Volunteer Role Description

Name of Organisation

1. To have sole responsibility for the facilitation of activity sessions for children and young people as and when required.

2. Ensure that the general attendance registers are completed as children and young people enter the various venues.

3. Supervise children when, on minibus, trips off-site at public performances etc.

4. When required, assist tutors to ensure the effective delivery of the children’s programme.

5. To undertake First Aid training and administer First Aid when necessary.

6. To supervise and assist during the weekly training sessions for children - this will involve providing assistance in the changing room environment.

7. In the event of illness or an accident, to provide emergency transport to hospital / home.

8. Ensure that the children and young people interact positively with each other - promoting the (Name of Organisation) Health and Safety Policy are adhered to at all times.

9. Attend Volunteer Team Meetings when required and any Volunteer Training Days as required.

10. Undertake Child Protection Training

NB.
In undertaking the above duties, volunteers will have substantial regular contact with children and young people.

