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1. PURPOSE.  
To define the necessary procedures required for the safer recruitment and selection of 
Pilgrimage Volunteers in line with gold standards, in order to best safeguard pilgrims.   
The document provides the procedure for initial volunteer appointment and requirements 
thereafter. 

2.  SCOPE.  
Execution of this policy will be carried out by all Team Leaders, within the Diocese of 
Lancaster Lourdes Pilgrimage, who are responsible for the recruitment and selection of 
volunteers. Namely, the Chief Nurse, Chief Brancardier and Director of Youth. 
Pilgrimage Director to oversee policy adherence.   
All official Clergy/religious on pilgrimage are also inclusive of the requirements set out in 
this procedure.  The Diocesan Safeguarding Co-ordinator will be responsible for 
recruiting clergy/religious in accordance with this procedure.  
The procedure applies to all Pilgrimage Volunteers aged 18+yrs at the time of the 
Pilgrimage. 

3.  PROCEDURE. 
 
3.1 Principles 
The Pilgrimage Management Committee seeks to recruit the best and most appropriate 
people to its voluntary workforce. It is committed to a fair, consistent and non-
discriminatory approach to its recruitment and selection.  
Requirements consist of: Interview, Identity Checks, Disclosure by the UK Disclosure 
and Barring Service (DBS), Reference Checks, Registration and Qualification Checks for 
Nurses and Doctors.   
Recruitment and selection will be in line with UK laws including the Rehabilitation of 
Offenders (1974).  Pilgrimage policy is that volunteers on the Medical Team will be 18+ 
years and Volunteers on the Brancardier Team will be 21+ years.  
The Pilgrimage Management Committee aim not to discriminate on the grounds of 
gender, marital status, race, colour, ethnic or national origin, nationality (including 
citizenship), disability (unless justifiable), previous convictions, religion, age or sexual 
orientation.  The Pilgrimage Management Committee also undertakes not to discriminate 
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on any other grounds that are unjustifiable at any stage of the recruitment and selection 
process. 
This document should be read in conjunction with the Pilgrimage Health and Safety 
Policy (Unique Identifier: POL1), Safeguarding Policy (Unique Identifier: POL2) and the 
Volunteer Responsibility Documents (Unique Identifiers: VR1, VR2, VR3) 
This procedure is in line with local Diocesan Safeguarding Procedures, CSSA and DBS  
 
3.2 Duties and Responsibilities 
 
3.2.1 Duties and Accountability of Recruiting Team Leader 
The Recruiting Team Leader is primarily responsible for the appointment of an individual 
to a voluntary post. In most circumstances the Recruiting Team Leader will be the 
person the volunteer will be immediately responsible to.  
For instance: ideally the Chief Brancardier will recruit Brancardier Volunteers.  
As the Diocese is vast in size this may not always be practical, and a recruiting Team 
Leader may be required to carry out recruitment for another volunteer group. However, 
ultimate responsibility lies with the relevant Team Leader in ensuring all his/her team 
have been adequately checked.  
Team Leaders are responsible for recruiting quality volunteers to their best matched 
role. With this in mind, recruiting Team Leaders should recruit and select volunteers with 
consideration of individual’s personal qualities referencing appropriateness in line with 
the approved ‘Role Responsibility’ Documents (Unique Identifiers: VR1, VR2, VR3) for 
the 3 main working groups of Brancardier, Medical Team and Youth Team.   
Constructive feedback should be given to any unsuccessful candidates.  
It is the responsibility of the Recruiting Team Leader to ensure that they effectively 
execute this Recruitment and Selection Policy, have a good knowledge of this policy, 
and indeed any future updates.  
 
3.2.2 Duties and Accountability of the Pilgrimage Director and Diocesan 
Safeguarding Co-ordinator  
It is the responsibility of the Pilgrimage Director to ensure that Team Leaders and indeed 
all members of the Management Committee are recruited as per policy.   
It is agreed that the Pilgrimage Director will inform the Diocesan Safeguarding Co-
ordinator of DBS needed for the Pilgrimage Management Committee and Clergy.  
 
The Pilgrimage Director is required to confirm that the Chief Nurse is currently registered 
with the Nursing and Midwifery Council (NMC) professional body. Evidence will be 
retained. 
 

Selection of the Management Committee and Team Leaders remains with the 
Pilgrimage Director and/or Bishop as appropriate.   
 
 
3.3 Checks – Types of Check Required 
It is the responsibility of the Recruiting Team Leader to ensure that all new volunteers, 
and those transferring between roles, satisfactorily undertake all stipulated checks prior 
to their commencement of duties.  
 
 
These checks will include the following: 
 Interviews  
 Reference Checks  
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 Identity Check 
 Volunteer Self-Declaration DBS 
 Professional Registration Check (where applicable) 
 Volunteer Signatory Declaration Form 
 ID Badge 
 
3.3.1 Interviews (for Brancardier/Medical/Youth Leadership Team only) 
If the applying volunteer has not worked for the Pilgrimage before or is not known to the 
relevant Team Leader, an informal interview should be carried out to ensure mutual 
appropriateness to the role. Due to the vast size of the Diocese, a face-to-face meeting 
may not be possible – in such cases a remote interview or face-to-face interview by 
another Team Leader may be carried out.   
 
Interviews should be informal and should also be informative for the applicant: 
explaining a typical day of being with the Diocese in Lourdes and a general explanation 
of what would be expected of them would be adequate at this stage.  The interview can 
also serve as a good opportunity to answer questions the potential volunteer may have.   
Where interview is appropriate, applicants for the Brancardier and Medical Team are to 
be assessed against the predetermined criteria for the post and findings recorded on the 
Interview Prerequisites Template (Unique Identifier: DOC15).  A copy of this 
documentation should be held on file by the Team Leader and in accordance with the 
Data Protection Act (2018). 
Interview proceedings must be treated on a confidential basis. 
 
3.3.2 Reference Checks 
References are valuable in assessing the person's suitability to undertake the role. With 
this in mind new applicants wishing to volunteer require two references.  Ideally one of 
these would be from the applicants Parish Priest. The references need not be from 
professional sources as they are merely to ensure suitability and good character.   
Please see Document Unique Identifier: DOC16 for a Reference Template to be utilised 
by Recruiting Team Leaders. 
References can only be taken up with the applicant’s consent which is assumed when 
they complete the chosen referees details on  Document Unique Identifier: DOC19 
A copy of the references should be held on file by the Pilgrimage Director and in 
accordance with the Data Protection Act (2018). 
 
3.3.3 Self-Declaration and DBS Check  
A Disclosure (or DBS check) is a document that contains details of an individual's 
relevant criminal record.  A Disclosure enables Pilgrimage Team Leaders to make 
informed recruitment decisions, to ensure that those working with children and/or adults 
are suitable to carry out those duties without presenting an obvious risk.   
Enhanced level DBS (adult and child workforce) disclosure is required for all 18+yr 
volunteers working on the pilgrimage.  In addition, the volunteer is required to register for 
the on-line update service which is a free service for volunteers. A DBS check has no 
official expiry date, however, any information included will be only be accurate at the 
time the check was initially carried out.   Registering for the on-line update service allows 
the Diocesan Safeguarding Officer to check disclosure status online for any subsequent 
pilgrimages and across Diocesan organisations/groups.  Therefore registering for the 
online update service is strongly encouraged.  If the volunteer/clergy has not registered 
for this service, further DBS checks will be required 3 yearly.  
 
Disclosure and self-declaration does not replace usual recruitment and selection 
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practices but is one part of the process. The Diocesan Safeguarding Officer will carry out 
all DBS checks and will inform the Team Leaders/Pilgrimage Director when approved. 
Relevant Team Leaders must ensure every volunteer in his/her team has a satisfactory 
and up-to-date disclosure, as confirmed by the Diocesan Safeguarding Officer/ 
Pilgrimage Director.   
 
DBS Process 
1. An approved ID verifier will meet with the volunteer to complete a DBS3 form.  

Three original documents should be produced for ID evidence to the ID verifier 
who will take photocopies of these documents to send to the Diocesan 
Safeguarding Office.    

2. The Diocesan Safeguarding Office will send an e-mail to the volunteer registering 
their application with the DBS.  Once the volunteer receives this they should 
complete this online and submit back to the DBS. 

3. Once DBS status has been approved the Diocesan Safeguarding Office will e-
mail the volunteer and copy in the ID verifier with certificate verification and 
number.   

4. The applicant has 28 days of receipt of the DBS certificate to complete the online 
Update Service via www.gov.uk/dbs-update-service   

 
When a volunteer has already obtained DBS clearance and has registered for the On-
line Update Service and a recheck is due: The Diocesan Safeguarding Co-ordinator will 
contact the volunteer and ask them to meet with an ID verifier to complete DBS13 along 
with one form of ID.  
 

See Appendix 1 for Overview of Safe Recruitment Requirements for DBS/Roles & 
Responsibilities 

 
3.3.4 Identity Check 
Identity Verification is a critical aspect of the Safer Recruitment and DBS application 
process. The DBS Code of Practice requires adherence to the following obligation:  
“Registered Bodies must accurately and comprehensively verify the identity of the 
applicant prior to the submission of a DBS application”.  
 
The documents presented should be valid and original (photocopies are not acceptable).  
They should be checked for signs of tampering or fraud. The ID must be produced as 
outlined in Unique Identifier DOC14, verified by an ID Verifier and signed by the 
applicant.  
The original documents should be photocopied by the ID verifier and forwarded to the 
Diocesan Safeguarding Office.  
The Team Leader will arrange for an ID badge to be created for the volunteer.  This is to 
be worn at all times whilst on duty.  The ID badge must clearly show the year, the 
volunteers full name, their role, photograph and contain ‘Diocese of Lancaster ‘and the 
Diocesan coat of arms.  It must only be used for that named year. The donning of out-of-
date badges may indicate the applicant is not DBS cleared for the present year and 
therefore likely not be an approved, official volunteer.   
 
3.3.5 Professional Registration Check 
For posts where professional registration is essential to the role (i.e doctors and nurses), 
it is the responsibility of the Chief Nurse to make the appropriate registration check with 
the relevant professional body.  For the NMC the Chief Nurse should register for 
‘Employer Confirmation’ to search for multiple registrants and obtain additional 

http://www.gov.uk/dbs-update-service
http://www.csasprocedures.uk.net/local_keywords/dbs_code.html
http://www.csasprocedures.uk.net/local_keywords/id_verifier.html
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information not freely available using the open public register search. 
The outcome of the check must be documented and a copy should be held on file by the 
Chief Nurse (documentation should be held in accordance with the Data Protection Act, 
2018).  
The Chief Nurse must carry out professional registration checks for each individual 
nurse or doctor annually, prior to the Pilgrimage.  
Any retired Nurses or Doctors who no longer hold registration with a professional body 
can of course still work for the Pilgrimage Medical Team but their role and duties must 
clearly reflect that of a carer or brancardier.  
The Pilgrimage Director is required to check the professional registration of the Chief 
Nurse annually, and keep evidence. 
 
3.3.6 Volunteer Signatory Declaration Form - Regarding Health and Safety Policy 
and its Associated Documents 
All volunteers 18+ are to self-declare on the relevant pilgrimage document (Unique 
Identifier: DOC13) that they have read, understood and agree to adhere to all the 
Diocese of Lancaster Lourdes Pilgrimage policies, procedures, risk assessments, 
volunteer responsibilities and template documents relevant to their role.   
 
3.4 Process for Monitoring Compliance   
The Recruiting Team Leader should complete the documents Unique Identifiers: 
DOC18.  These forms should be taken to Lourdes and retained in the locked file.   
On completion of the Pilgrimage, this form or a copy should be retained by the 
Pilgrimage Director (documentation should be held in accordance with the Data 
Protection Act, 2018).  
 
3.5 Flowchart of Procedure  
See appendix 2 and 3 for flowchart breakdowns of the Recruitment and Selection 
Procedure to be followed.  
 
 

5. ATTACHMENTS  
 

 
 

Appendix Number Title 

Appendix1 Overview of Safe Recruitment Requirements for 
DBS/Roles & Responsibilities 
 

Appendix 2 Flowchart: Applicants for Voluntary Roles 

Appendix 3 Flowchart: Annual Pre-pilgrimage checks for all team 
leaders/management committee members/clergy  

 
5. MANUAL RECORDING OF INFORMATION  
All confidential documentation will be held in accordance with the Data Protection Act 
(2018)  
 
 

6. THIS DOCUMENT HAS BEEN ISSUED TO: 

• All members of the Pilgrimage Management Committee 
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• Lourdes Pilgrimage Trustees 

• Diocese of Lancaster Safeguarding Co-ordinator 
It is available to all volunteers and pilgrims on request and whilst on pilgrimage will be 
contained in the Policies and Procedures Folder located in the Nurses’ Station.  
 

 
7. OTHER RELEVANT /ASSOCIATED DOCUMENTS  

• POL1, POL2 

• VR1, VR2, VR3 

• DOC 12, 13, 14, 15, 16, 17, 18, 19 
 

 

8. DEFINITIONS/GLOSSARY 
  

CSSA Catholic Safeguarding Standards Agency 

Team Leaders The named heads of working groups i.e Chief Nurse, Chief 
Brancardier, Director of Youth 

NMC Nursing and Midwifery Council 

GMC General Medical Council 

DBS Disclosure and Barring Service 

ID Verifier The appointed person/s who is approved to check original identity 
documentation for DBS application purposes. Namely: Linda 
Wisdom, Sean McMahon and Nikki Wisdom, Pilgrimage 
Safeguarding Officer.  

Employer 
Confirmation 

Regarding NHS registration search -Employers can use the 
confirmation service to search for multiple registrants and obtain 
additional information. 

 

9. AUTHOR/ APPROVAL  
 

 
 

Author Name 
 

Nikki Wisdom Author Role  Chief Nurse 

Approved by  Linda Wisdom, Pilgrimage Director 

Ratified by 
 

Pilgrimage Management Committee 

Signature of Author  
 

 Date  

Signature of Pilgrimage 
Director 
(Representing Pilgrimage Management 
Committee Approval) 

 Date  

http://www.nmc-uk.org/Employer-confirmations/
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Diocese of Lancaster Lourdes Pilgrimage  
Overview of Safe Recruitment Requirements for DBS/Roles & Responsibilities 
 
Note this overview is based on CSSA Policy for DBS recruitment  http://www.catholicsafeguarding.org.uk  to obtain the complete guidance. 
 Recruitment Lead  *1 Volunteer/Applicant 

Tasks  
Safeguarding  Office Tasks  Lourdes 

Filing/storage 
Diocesan Filing/storage 

Identity verification Form DBS 3 Meet with the volunteer 
Complete DBS3 ID Form 
Check original ID documents & 
make copies to send to the 
Diocesan Safeguarding Office. 

Meet with the ID verifier 
and provide information 
for DBS3 Form long with 
3 forms of ID 
 

Receive DBS3 Form and copies 
of applicants 3 ID verifications. 

All Forms & 
photocopies  sent to 
Safeguarding Office at 
the Diocese 

Form to be retained by the Diocese for 
10 years and 1 day. 

DBS Application Form 
Phase 1  

 Respond to e-mail from 
CSSA  
Complete online 
information and provide 
the same 3 forms of ID 
already registered with 
the ID verifier. 
 

E-mail will be sent to applicant 
with a link to register online. 

  

DBS Application Form 
Phase 2 

  
 

Once completed, DBS will send 
applicants response to Diocesan 
Safeguarding Office 
 

ID verifier for the 
applicant will receive 
a copy of the e-mail 
sent to the applicant 
confirming their DBS 
certificate.  

 Diocesan Safeguarding Office will send 
e-mail to applicant confirming successful 
application. Advise them to register for 
the Online Update service. 
 

Register for DBS Online Update  
Service  

This must be done within 19 days 
of receipt of the DBS Cert by the 
applicant   Go to  
www.gov.uk/dbs-update-service 
Let your Recruitment Lead know 
if you have successfully done 
this. Do not pass any confidential 
passwords to any 3rd party at this 
stage  

Recruitment Lead note 
who has successfully 
enrolled on update  

Counter signatory will contact 
applicant when a DBS recheck is 
due to seek permission to check 
applicants record online.  A 
DBS13 form should be 
completed with one form of ID. 

Keep note of 
enrolment with letter 
of appointment  

Will record on Diocesan data base that 
you are enrolled. 

http://www.gov.uk/dbs-update-service
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Diocese of Lancaster Lourdes Pilgrimage  
Overview of Safe Recruitment Requirements for DBS/Roles & Responsibilities 
 
Note this overview is based on National Safe Recruitment Policy & Procedure. Go to http://www.csasprocedures.uk.net/ to obtain the complete guidance. 

 
*1 
Note re Recruitment Lead – there are several for the Lourdes Pilgrimage: 
 

Name  Pilgrimage  Role  Recruitment Lead for:-   
 

Nikki Wisdom Pilgrimage Chief Nurse  Nurses, Doctors, Carers, Pilgrim Support roles  
 

Sean McMahon Chief Brancardier  Brancardiers  
 

Katie O Donnell Diocesan Youth Director  Youth Pilgrims/Adult Leaders  
 

Linda Wisdom Pilgrimage Director Any Volunteer, as required 
 

Sharon Tipping  Diocesan Safeguarding Coordinator  Clergy, Members of the Planning Committee   
 

 
 
 

Linked Pilgrimage Recruitment Documents/Forms  
 

1. DBS3a Confirmation of Identity Form  (CSSA Form)  
2. DBS13 Update Service Identity Verification Form  (CSSA Form) 

 

http://www.csasprocedures.uk.net/
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The Team leader:  

• Requests x2  references 

• Checks ID 

• Requests the Diocesan 

Safeguarding Co-

ordinator to check the 

DBS status as to whether 

the individual has applied 

before or registered for 

the online update service 

or 

• Commence DBS process 

by requesting ID verifier 

to meet with the 

applicant to complete 

DBS3a (DOC 12) or  if the 

applicant is registered on 

the Update service then 

DBS13 (DOC14) 

AND 

• If the applicant is a 

registered Nurse or 

Doctor, the Chief Nurse 

checks registration with 

relevant professional 

body. 

 

Applicant is suitable for role ? 

Refer applicant to 

appropriate Team 

Leader 

(In which case the 

recruitment & 

selection process 

starts from the 

beginning) 

Consider – Is  the applicant more 

suited to another role? 

Feedback is given to unsuccessful applicant  

THIS MAY BE THE LAST PROCESS WHEN 

DBS/REFERENCES ARE NOT SATISFACTORY 

CLEARED 

The Team Leader Interviews the applicant as per 

agreed prerequisites and records the 

information gathered on the available 

documentation which is to be held on file by the 

Pilgrimage Director  

           Applicant shows interest in Volunteering in Lourdes  

 

APPENDIX 2:  
RECRUITMENTAND SELECTION PROCEDURE  

◼ FLOWCHART: APPLICANTS FOR VOLUNTARY ROLES 

Did the applicant 

adequately pass all 

checks and complete 

the Volunteer Signatory 

Form, DOC 13? 

Are the applicants’ personality, skills and attributes well known to the relevant Team Leader?   

(Applicant may have been a Lourdes Volunteer before in either the same or a different role or the Team 

Leader may know them in a different capacity) 

Yes  No  

No  Yes  

No  Yes  

No 

Yes  

Inform the successful candidate 

Complete documentation provided in 

DOC18 

 

Feedback to 

Applicant 
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APPENDIX 3:  
RECRUITMENTAND SELECTION PROCEDURE  

◼ FLOWCHART: ANNUAL PRE-PILGRIMAGE CHECKS FOR ALLTEAM 
LEADERS/PLANNING COMMITTEE MEMBERS AND PILGRIMAGE CLERGY 

Team Leader/ Pilgrimage Management Committee 

Member and all Clergy coming on Pilgrimage  

 

       In addition, the Pilgrimage Director must: 

 

Check the Professional 

Registration of the Chief Nurse 

with the NMC  

 

Liaise with the Diocesan Safeguarding Co-ordinator and 

check that all the members of the Management 

Committee adequately passed all checks and 

completed the signatory declaration form (DOC 13)? 

 

No Yes 

Further thought and action as per individual case 

Complete documentation  

Prior to each pilgrimage or when a new member is 

appointed: 

• The Diocesan Safeguarding Co-ordinator checks 

the DBS status of all Planning Committee 

Members that have successfully applied for 

DBS clearance before and have registered for 

the online update service 

 

Or 

 

• The Pilgrimage Safeguarding Officer 

commences the DBS process for individuals 

who have not previously had DBS clearance 

with enrolment for the Online Update Service  

 

 

No further action required 

 

Complete documentation provided in DOC18 

 


