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RECRUITMENT AND SELECTION 
 

POLICY 
 
It is the College’s policy to recruit the best person for each vacancy, regardless of gender, 
race, ethnicity, or any other irrelevant distinction and wherever possible existing employees 
will be invited to apply for promotion opportunities. 
 
When engaged in the appointment of new staff, the image presented must uphold the 
principals and standards of the College and recruitment processes must reflect such standards 
and aim to avoid many of the potential pitfalls that may be encountered particularly in the area 
of equal opportunity, where good employment practice is essential to avoid the possibility of 
discriminatory claims being made. 
 
In order to achieve this aim the whole recruitment process must be carefully structured from 
the onset which will not only enable candidates to assess whether the College is a place where 
they would wish to work, but will follow good employment practices ensuring that equal 
opportunity of employment is offered to all potential applicants. 
 
Recruitment processes shall be carefully structured from the onset, which allow sufficient time 
between each stage (e.g. appearance of advertisement, short listing, interview) and supports 
the important principle of recruiting the best candidate for the post. 
 
There are limited circumstances where the law allows a person’s sex or race to be regarded 
as a “Genuine Occupational Qualification” for a jobs and should such a post occur the College 
will seek advice. 
 
The College is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment. 
 
It is vital that the College create a culture of safe recruitment by the adoption of recruitment 
procedures that help deter, reject or identify people who might abuse children.  We will 
therefore institute checks that are, or may be, required for any individual working in any 
capacity at, or visiting, the school or College.    The College will act reasonably in making 
decisions about the suitability of the prospective employee based on checks and evidence 
including criminal record checks (DBS checks), barred list checks and prohibition checks 
together with references and interview information. 
 
 
PROCEDURES 
 
1. upon the Occurrence of a Vacancy and Before Advertisement. 
 

1.1 Consider, in the light of the College’s objectives and future requirements, 
whether the post is still needed and if it should continue in its present form, be 
revised or deleted thereby releasing funding for some other purpose within 
College. 

 
1.2 Consider whether there are any other College Staff in a re-deployment situation 

who should be considered for the vacancy. 
 
1.3 Produce a job specification for the post which is concise but gives a clear 

indication of the main purpose or function of the job.   
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1.4 In line with College policies determine job description, working environment, 
hours of work, temporary or fixed term, extent of evening/weekend work, etc. 
and salary applicable to the post. 

 
1.5 Detail a person specification, i.e. qualities and characteristics to be looked for 

in applicants based upon information within the job description and job 
condition.  The person specification is crucial as this will help focus the 
recruitment process on the required qualities of potential applicants.  It is 
important to separate these features into those which are essential and those 
which are desirable. 

 
1.6 Prepare information packs for candidates which incorporate job specification 

and person specification.  Include within this information arrangements for the 
appointment, e.g. whether receipt of application will be acknowledged, how 
interview process will be conducted, when interviews will take place, likely 
interviewers, etc. 

 
1.7 Plan interview arrangements enabling candidates to be informed about the post 

and have the opportunity to assess whether they are interested in it. 
 
1.8 Posts at middle management level would not normally involve a member(s) of 

the Governing Body.  Senior management posts would always involve 
member(s) of the Governing Body. 

 
  
2. Placing of Advertisement and Responding to Enquiries. 
 

2.1 Avoid word-of-mouth or unsolicited applications as the sole means of filling 
permanent posts. 

 
2.2 Keep advertisements brief and succinct and ensure they are consistent with the 

job and person specification. 
 
2.3 Ensure advertisement contains: 
 - nature of post (including job title); 
 - grade and salary of post; 
 - location; 
 and include reference to the College’s Equal Opportunities and Safeguarding  

Policy.  
2.4 Ensure that all short-listed applicants complete a medical and DBS 

questionnaire. 
 
2.5 Wherever practical, use standard application forms to ensure consistency in the 

information provided and that data protections and Rehabilitation of Offenders 
Act requirements are met. 

 
2.6 Monitor response to the advertisement so that the effectiveness of the 

information can be gauged and staffing information can be gathered on general 
recruitment policies. 

 
 
 

 
3. When Shortlisting and Prior to Interview. 
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3.1 Provide applications to shortlisters’ in advance of shortlisting session. 
 
3.2 Produce shortlisting criteria, which should be: 
 - based on the job description and person specification; 
 - capable of assessment through the application documents. 
 
3.3 Current legislation, Equal Opportunities and other College policies should be 

borne in mind and adhered to. 
 
3.4 The Principal, shall determine the member(s) of staff who should be involved in 

the shortlisting. 
 
3.5 Keep a note of the shortlisting criteria and retain all applications (including those 

from applicants not interviewed) for six months.  This will ensure that any query 
about shortlisting decisions, whether or not this is based on a claim of 
discrimination, can be responded to properly. 

 
3.6 Take up references on shortlisted candidates. 
 
3.7 Consider supplementing interview with other means of assessing candidates, 

e.g. informal discussion with candidates either in groups or individually (perhaps 
involving other senior staff and/or members of the department) about the job, 
its place in the College, the ethos of the College; brief presentation; submission 
of paper; comment on a video; etc. 

 
3.8 Arrange a pre-interview briefing with all members of the interview panel and 

particularly with any members of the Corporation involved in interviews. 
 
3.9 Make sure candidates know of format and where and when to report for 

interview and who will be interviewing them. 
 
3.10 Arrange courteous, helpful reception of candidates for the day of interview. 
 
 

4. When Interviewing. 
 

4.1 The selection panel for interview should include at least one senior member of 
staff and one other member of staff who is experienced, or has been trained to 
interview. 

 
4.2 Make certain that the interview panel meets before the formal interviews are 

scheduled to begin so that the structure of the interview, role of interviewers, 
including areas of questioning, and method of ranking can be planned and 
agreed. At least one panel member should be trained in principles of ‘Safer 
recruiting’ 

 
4.2 Agree criteria against which candidates will be assessed and use a standard 

assessment sheet.  This does not mean that everyone has to use the same 
system of assessment but it is important that each individual interviewer should 
be assessing candidates against the same job criteria. 

 
4.3 Make sure that candidates know whether to wait for a result or whether they will 

be informed of the outcome later. 
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4.4 Try to create a relaxed, informal atmosphere for interview. 
 
4.5 Via open-ended questions explore any queries that have arisen from the 

application form;           
                                                                                            

4.6 Avoid questions about marital status, children and domestic obligations, 
marriage plans or family intentions. 

 
4.7 Probe such matters as attendance capability or possible duration in 

employment, where these questions need to be asked, by 
 
 - explaining why the question has been posed; 
 - showing it is job related; 
 - stating that no generalised assumptions will be made; 
 - asking the same questions of all candidates. 
 
4.8 Base final selection decision on criteria previously defined. 
 
4.9 Retain all interview assessment sheets for six months from date of offer of 

appointment.  This will ensure that any query about an interviewing decision, 
especially if this based on an allegation of discrimination can be dealt with in an 
informed way. 

 
5.0 Where possible we will offer informal debriefing to candidates.   This would 

normally be done by a telephone conversation within three working days after 
the interview. 

 
5 . Pre –appointment checks 

 
5.1 Any offer of appointment made to a successful candidate, including one who 

has lived or worked abroad, must be conditional on satisfactory completion of 
the necessary pre-employment checks. When appointing new staff we will  
  

• verify a candidate’s identity. 
  

• obtain a certificate for an enhanced DBS check which will include barred list 
information, for those who will be engaging in regulated activity, in line with legal 
guidance in place at the time of appointment. 

 
• obtain a separate barred list check if an individual will start work in regulated 

activity before the DBS certificate is available;  
 

• verify the candidate’s mental and physical fitness to carry out their work 
responsibilities.  A job applicant can be asked relevant questions about 
disability and health in order to establish whether they have the physical and 
mental capacity for the specific role 

 
• verify the person’s right to work in the UK.   

 
• if the person has lived or worked outside the UK, make any further checks the 

school or college consider appropriate,   
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• verify professional qualifications, as appropriate 
 

• ensure that a candidate to be employed as a teacher is not subject to a 
prohibition order issued by the Secretary of State, 
 

• references should be sought for all short listed candidates, including internal 
ones, before interview. 
 

• Undertake medical checks 
 
 
5.2 Where an enhanced DBS certificate is required it must be obtained for the candidate 

before, or as soon as practicable after the appointment. If we are unable to complete a 
DBS check a risk assessment will be conducted. 

 
5.3 The College will only accept applications via completion of the College’s application 

forms.  This should include previous employment history and a declaration regarding 
disclosure of criminal convictions, and be signed by the applicant.  CV’s will not be 
accepted. 

 
5.4 References will be scrutinised and any concerns should be addressed and resolved 

satisfactorily before the employment is confirmed.  The College will not accept open 
references but instead references will be requested directly from previous employers.  
Any discrepancies or concerns should be taken up with the candidate. 

 
6 Single Central Record 
 
6.1 The College will keep a single central record holding information with regard to whether 

the required checks have been carried out, including dates that checks were 
completed.  This will cover the following people 

 
• All staff, including supply staff, and teacher trainees 
• A non-employee list will also be maintained i(including volunteers etc.) 

 
7. Individuals who have lived or worked abroad. 
 
7.1 Individuals who have lived or worked outside the UK must undergo the same checks 

as all staff.  In addition, they will be asked to obtain a ‘Certificate of Good Conduct’ or 
equivalent if they have been living and working abroad within 5 years from date of 
appointment.  

 
7.2 Failure to produce a ‘Certificate of Good Conduct’ would not automatically exclude an 

applicant from employment but further safeguarding checks and a risk assessment in 
conjunction with the safeguarding office would be undertaken. 

 
8. Trainee/Student teachers 
 
8.1 Where applicants for initial teacher training are salaried by the College the above 

checks will be carried out 
 
8.2 Where trainees from partner organisations or other training providers visit the school 

or are on placement the College will check with the other providers that the necessary 
safeguarding checks, including DBS and barring checks have been undertaken. 
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9. Volunteers 
 
9.1 Volunteers who are recruited to the College will be required to undergo a DBS check if 

they have unsupervised access to students. 
 
9.2 The College will undertake a risk assessment and use professional judgement when 

deciding whether to seek an enhanced DBS check for any volunteer not engaging in 
regulated activity. 

 
10. Governors 
 
10.1 Governors are volunteers and are treated on the same basis as other volunteers.  In 

order to facilitate contact and access with students Governors would normally be 
required to have an enhanced DBS check.  Governors without this would need to be 
supervised on visits to the College. 
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