
Rec ruitment and 

Selec tion Polic y
(last reviewed Jan 2010)

Objec tive: to ensure we rec ruit fa irly, 

and for the long term needs of our business

General

Host is ded ic a ted  to ensuring  tha t rec ruitment and  selec tion is c a rried  out in line with 
our Equa l Opportunity & Diversity Polic y. We a re a lso c ommitted  to sa feguard ing and  
p romoting the welfa re of c hild ren and  vulnerab le peop le in line with our Vulnerab le 

Peop le Polic y and  expec t a ll sta ff to share this c ommitment. To assist in this, Host 
fo llows a  forma l Rec ruitment Proc edure for the emp loyment of a ll sta ff.

Hostõs procedure for recruitment is as follows (c ont overleaf):

Posts a re norma lly to be advertised  interna lly and  in the loc a l or na tiona l p ress and  
elsewhere (i.e. Job  Centers, agenc ies etc ) as appropria te. All c and ida tes rec eive an 

app lic a tion form, job  desc rip tion, person spec ific a tion and  polic ies on Equa l 
Opportunities. Job  app lic a tions a re to be by app lic a tion form ac c ompanied  by a  CV. 

The written app lic a tion will be c onsidered  by appropria te senior members of sta ff.   
Any anoma lies, d isc repanc ies or gaps in emp loyment history a re to be noted            

and  a re to be thoroughly investiga ted  a t interview. A shortlist of                     
c and ida tes for interview will then be d rawn-up . 

A set of questions and  issues to be exp lored  with eac h c and ida te is to be dec ided  
p rior to interview. Follow up  questions will be asked  a t interview and  these a re likely to 

be d ifferent for eac h c and ida te. Qua lific a tions a re to be verified  when shortlisted  
c and ida tes visit for interview, usua lly by the sighting  of c ertific a tes as appropria te. 

Identity is c hec ked , norma lly aga inst a  passport or d riving  lic ense. A CRB app lic a tion 
form for an Enhanc ed  Disc losure is c omp leted  a t the job  offer stage.

App lic ants for a ll posts a re to be forma lly interviewed  by no less than two peop le 
(either separa tely or as a  panel). Cand ida te assessment forms a re to be c omp leted  
independently by both interviewers and  a  meeting  held  post interview to d isc uss the 

c and ida tes. At least two written referenc es a re to be ob ta ined  d irec t from the 
referees, one of whic h should  be from the c urrent or most rec ent emp loyer.

Referenc es a re to be requested  on the appropria te form and  to inc lude spec ific  
questions regard ing the suitab ility of the c and ida te for a  post whic h involves c ontac t 

with c hild ren. An Enhanc ed  Disc losure from the Crimina l Rec ords Bureau is to be 
ob ta ined  through an Umbrella  Body (CAPITA).
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A forma l job  offer is made in writing , but is sub jec t to verific a tion of identity and  the 
rec eip t of sa tisfac tory written referenc es and  Enhanc ed  CRB d isc losure. 

A new CRB Disc losure app lic a tion will be c omp leted  for a ll new members                    
of sta ff irrelevant of when the last c hec k was c omp leted .

All job  offers a re sub jec t to c hec ks regard ing elig ib ility to work in the UK (deta ils of 
appropria te doc uments ava ilab le within our Equa l Opportunities sec tion of the 
Matrix). Orig ina l doc uments must be supp lied  and  c op ies taken and  kep t on 

ind ividua ls personnel files. 

All jobs a re sub jec t to the sa tisfac tory c omp letion of                                                        
our three month p roba tionary period . 

Disc ip lina ry ac tion (inc lud ing d ismissa l) will ensue where a  c and ida te:

is found  to be on DfES List 99 or the Protec tion of Child ren Ac t List, 

w �K�R�·�V���&�5�%���' �L�V�F�O�R�V�X�U�H���V�K�R�Z�V���K�H/ she has been d isqua lified  from                                  
working with c hild ren  or vulnerab le peop le by a  c ourt,

is found  to have p rovided  fa lse information in, or in support of, his/ her app lic a tion,

is  the sub jec t of serious expressions of c onc ern as to his/ her                                
suitab ility to work with c hild ren or vulnerab le peop le.

In some c irc umstanc es the polic e will be informed.

Take the time to get selec tion and rec ruitment right 

and we gain a loyal, long term, motivated 

person ð c ut c orners and everyone loses

Objec tive: to ensure we rec ruit fa irly, 

and for the long term needs of our business /  c ont...


