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POLICY: Fair Recruitment & Selection Policy and Procedure
This policy has been written in consultation with the College’s recognised Trade Union representatives.

PURPOSE: The College is committed to ensuring planned, professional, fair, efficient and cost-
effective recruitment across the organisation. This policy sets out best practice and provides guidance
for each stage of the process.

The College’s aim is to recruit the best people for the wide range of posts which are necessary to
ensure the standards of excellence to which it aspires. The purpose of the College’s recruitment and
selection procedures is to ensure an appointment system that is transparent, consistent and
unbiased.

Managers can obtain further guidance on this procedure from Human Resources.

SCOPE: All staff. This document sets out the separate procedures for all appointments within the
College including Standard Appointment, Agency Worker Appointments, Casual Worker Appointments
and Volunteer Appointments.

GENERAL DATA PROTECTION REGULATION (GDPR)

The College is aware of its obligations under the General Data Protection Regulation (GDPR) and
ensures full compliance. As a Data Controller, the College will protect and safeguard the personal
data that it processes and collects from applicants for all positions at the College.

All personal information will be treated confidentially and only used for the purposes stated, in line
with the Data Protection Act (2018) and with the General Data Protection Regulation (GDPR).

In relation to personal data, the College will:

e process it fairly, lawfully and in a clear, transparent way;

e collect personal data only for necessary, legitimate reasons, for the purpose of Fair and Safe
Recruitment & Selection, and for the purposes of any subsequent employment; and will

e only data it in the way that applicants have been informed of;

e ensure that data is correct and kept up to date;

e process and retain applicants’ data only for the time period and bases for which it is
legitimately required;

PROCEDURE:
1. Principles
1.1 The College will endeavour to attract and recruit the best candidate for each job.

1.2 All applicants will be treated with respect and dignity and will be subject to a fair, equitable and
transparent selection process.

1.3 All recruitment and selection processes will comply with the College’s legal obligations and
responsibilities, under the Equality Act (2010), the Rehabilitation of Offenders Act (1974), and where
applicable, Immigration legislation, to ensure that the most suitable person for a job is selected based
on their relevant merits and abilities and that no employee/job applicant is unfairly treated on any
grounds including:
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Gender reassignment
Pregnancy and maternity

e Race

e Religion and belief

e Sex

e Sexual orientation

e Marital and civil partnership
e Age

e Social background

o Disability

]

]

The College is committed to safeguarding and promoting the welfare of children, young people and
vulnerable adults and expects all staff to share this commitment, with specific reference to, and in
accordance with, the Keeping Children Safe in Education 2020 guidance for Schools and Colleges.
This Policy and Procedure has been developed in line with those guidance and recommendations.

1.4 The College will ensure that:

e Vacancies reach as wide a pool of potential applicants as practicable;

e There are clear and up to date Job Descriptions and Person Specifications for every
job;

e The Single Central Record is maintained and kept up to date and accurate at all
times;

e Procedure and good practice for recruitment and selection for appointment or
promotion is followed by every employee involved in the recruitment and selection
of staff;

e Staff involved in the recruitment and selection process are given adequate,
appropriate training on the College’s procedures, their responsibilities, current
statutory requirements and best practice;

e Positive action is taken to make this procedure fully effective including steps to
encourage applications from under-represented groups within the College.

2. Equality, Diversity & Inclusion

2.1 Stoke On Trent College is proud to be a multi-cultural community. Equality, Diversity and
Inclusion values are embedded into all aspects of the recruitment and selection process, and
discrimination of any type, at any stage, will not be tolerated.

2.2 In addition, the College is committed to taking positive steps to employ people with disabilities
and in recognition, has been awarded the ‘Disability Confident’ Employer symbol:

B disability
B confident

- EMPLOYER ——

Applicants who declare that they have a disability, who confirm that they wish to partake in
the scheme, and who meet the essential criteria, will be guaranteed an interview.
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3. The procedure
3.1 Recruitment and Selection for Standard Appointments
3.1.1 Authorisation

For all posts, a Recruitment Requisition form, available to download from the Intranet, must
be completed by the recruiting manager and submitted to HR, before a vacancy is advertised.
In addition, a Recruitment Planning form must be completed in liaison with a member of the
HR team, to agree and set out all of the terms, conditions and arrangements for the post
being recruited to. An up to date Job Description & Person Specification must be attached to
the Recruitment Planning form.

Authorisation for the post will be given by the Senior Management Team.

The occurrence of a vacancy is an opportunity to review the necessity for the post and its
duties, responsibilities and grade, and to carefully plan for any recruitment.

Prior to advertising, consideration must also be given to any employees on the Redeployment
register who are at risk of redundancy, etc, who it may be possible to redeploy into the
vacant post. The recruiting manager will discuss this with their HR Assistant/Advisor during
the completion of the Recruitment Planning form.

The key stages of the recruitment and selection process are as follows: -

3.2

3.2.1

3.2.2

The Vacancy

Every vacancy must be supported by an up to date Job Description and Person Specification.
It may be necessary, for newly created posts, for Job Evaluation to be carried out. HR will
advise on this as part of the Planning process.

The job description should state the overall purpose of the job and list the key responsibilities.
The Person Specification describes the minimum (essential) qualifications, experience, skills
and attributes that someone would require to be able to do the job. The ‘desirable’ criteria
describe the additional qualities and achievements which, although useful to someone in the
job are not essential. The College’s Job Description and Person Specification template should
be used and is available from the Human Resources web pages.

Discriminatory references must be avoided in all documentation and Human Resources will
check text before publishing.

3.3

3.3.1

3.3.2

Advertisement

Once full permission to advertise the post has been obtained via full sign off of the Recruitment
Requisituion form, and the Recruitment Planning form, the post will be advertised on the
College’s website (via E-Recruit), with Job Centre Plus (DWP), on FEJobs, Facebook, LinkedIn
and via Indeed. To meet our Equal Opportunities requirements and to ensure that the UK
labour market is adequately covered, advertisements are published to reach as widely as
possible. Exceptionally, if any of these media are not appropriate for a particular role,
managers should speak with the Human Resources Department to discuss alternative media
options.

Following the completion of the Recruitment Planning form, the Human Resources Department
will discuss media options and preferences with the recruiting manager. If there are additional
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advertising media that the recruiting manager wishes to explore or use, the manager should
discuss this with their Human Resources Advisor/Assistant prior to advertising, as this ay be
subject to agreement of costs and budget based on feasibility and likely productivity, etc.

3.3.3 The advertisement should be designed to attract the best pool of applicants. It should be
succinct and focused and should avoid discriminatory references. To bring the vacancy to the
attention of the most suitable applicants, it should be advertised in the most appropriate media.

3.3.4 Human Resources will check the advertisement text and will advise on media choices, if
required.

3.3.5 From time to time, the College may use an executive search agency for very senior or specialist
roles.

3.3.6 All vacancies will be advertised internally to College staff via email. The details will also be provided to
staff who are absent from work due to maternity leave or long term iliness (as appropriate).

3.3.7 When a decision is made to also advertise a vacancy externally, consideration will be given to
targeted advertising, where particular groups are under-represented.

3.4 Applications

3.4.1 The College has a standard application form. All candidates are required to complete this to ensure the
provision of standard and consistent information from each candidate and to assist the assessment
process by ensuring that information can be assimilated and compared in an efficient manner. The
application form also helps to ensure that candidates are given equal consideration.

3.4.2 CVs are not accepted as an application in response to an advertised vacancy. However, for
any posts (often at management level) recruited via engagement of a Specialist Education
Recruitment Agency/Consultancy, CVs may be accepted in accordance with the recruitment
consultancy processes. This may often include the use of a recruitment micro site, CVs and a
supporting statement may be submitted to the site, and will be accepted in lieu of completion
of an application form for these vacancies recruited via this alternative specialist route.

3.4.3 Special provision may be made for applicants with a disability or other need who may wish to
submit their application in a different format. Advice is available from the Human Resources
Section in such cases.

3.4.3 Job applicants are also asked to complete an Equal Opportunities form which is retained by
Human Resources for monitoring and reporting purposes.

3.4.4 Further Particulars
All applicants will be provided with the same information and opportunity to make an
application. Comprehensive further particulars with up to date information will be available
to candidates including:

o College Information

. Job Description and Person Specification

. Terms and Conditions of Employment

. Closing date

. Details of how to apply

. HR contact

o Staff benefits

o Safeguarding and Disclosure and Barring Service checks
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3.5 Appointment Panels

3.5.1 In addition to the requirement for all panel members to have undertaken mandatory Safer
Recruitment training, recruiting managers must ensure the correct structure of panels,
according to the grade and type of job. The panel should be comprised of relevant, suitably
qualified members of staff at an appropriate level of seniority in relation to the post. This is
not only to ensure fairness but also to ensure that the panel has the relevant and applicable
expertise necessary to make a good recruitment decision.

3.5.2 Human Resources will advise on panel membership, if necessary.

3.6 Role of the Chair of the Appointment Panel

3.6.1 The Chair of the panel - usually the line manager of the post being advertised - has the overall
responsibility for the entire selection process and he/she must ensure that the selection
activities are fair and transparent. The Chair is also responsible for ensuring that records of
discussions and decisions are kept through all stages of selection.

3.7 Long and Shortlisting

3.7.1 1If a large number of applications are expected for a post it may be necessary to both long and
shortlist applications. Both processes must be carried out by the appointment panel, ideally in
its entirety, but in any case by at least one panel member, who should meet to consider and
discuss the applications and should fully document their decisions and rationale.

3.7.2 The applications will be accessed by the recruiting manager, and should be filtered firstly by
comparison to the essential criteria listed on the Person Specification. If too many applicants
meet the essential criteria then those applications should then be compared to the desirable
criteria.

3.7.3 The Chair of the panel should ensure that a written record of the long and shortlisting process is kept.
The reasons for selection and rejection at the shortlisting stage should be clearly documented.

3.7.4 Throughout the long and shortlisting processes, decisions must only be based on assessment
against the Person Specification.

3.8 Assessment Activities

3.8.1 The most common assessment activities used by the College, are panel interviews,
presentations or ‘micro teach’ sessions and in-tray activities and other tests.

3.8.2 Feedback from micro teach sessions should be structured and focussed. Candidates must be
given a clear brief against which to prepare and present.

3.8.3 Candidates may also be asked to make a presentation to the appointment panel at or before
the interview. The ability to present must be relevant to the job and listed as a skill on the
Person Specification. The candidates should be given a clear brief on the subject of the
presentation (which should be relevant to the job) and sufficient time to prepare. The panel
should also ensure that the necessary audio/visual equipment is available on the day.

3.9 The Interview

3.9.1 The selection process for all posts at the College will include a face to face interview. The
aim of the interview is to select the best match between candidates and the person
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3.9.2

3.9.3

3.9.4

3.9.5

3.9.6

3.9.7

3.10

specification for the post and to extract relevant information in enough detail to reach a
decision.

Interviews are the opportunity to get the best from the candidates and provide them with the
chance to demonstrate how they meet the specification for the role. It should not be seen as
a test where no assistance can be provided or where candidates should feel they might be
caught out by trick questions.

Candidates will be asked questions that relate specifically to the person specification criteria
and this will include questions in relation to safeguarding and promoting the welfare of
children, young people and vulnerable adults.

The process should be a two-way dialogue which also allows candidates to gain further
information about the College and the post.

All interviews will be conducted by a panel of at least two suitably qualified members of staff.
At least one panel member, of all panels, must have undertaken the Safer Recruitment
training, which must be renewed/refreshed every 2 years.

The College may require candidates to complete job-related selection tests or ask candidates
to deliver presentations as part of the selection process where appropriate to ensure a
comprehensive assessment of the person specification. Candidates applying for posts with a
teaching element will be required to deliver a ‘micro-teach’ session as part of the process.
Selection tests will not be used in isolation in the selection process and will be appropriate for
the criteria that need to be assessed.

All documentation related to the interview will be held by Human Resources for the period
specified in the College’s Data Retention policy (GDPR).

Making an Offer

3.10.1 The Chair or his/her nominee will contact the successful candidate to offer him/her the job as

soon as possible after the interviews have concluded. Care must be taken when making a
verbal offer as, once accepted, it is legally binding. It is especially important to remember to
state that the offer is subject to certain conditions such as suitable references and evidence of
eligibility to work in the UK.

3.10.2 The Chair will also contact unsuccessful candidates to inform them, and to offer them some brief

feedback on their interview. It is good practice to provide feedback to candidates who have not been
appointed and it is the responsibility of the appointing manager to provide this feedback following
consultation with the interview panel. This needs to be carried out as soon as is reasonably practicable
following the selection process.

3.10.3 A verbal offer should clearly state that it is subject to written contractual details from Human

Resources.

3.10.4 All offers of appointment are subject to:

. a satisfactory Enhanced Disclosure check by the Disclosure and Barring Service;
o verification that the applicant is legally permitted to work in the United Kingdom
. the receipt of references considered suitable by the College;
. verification of all relevant qualifications referred to in the applicants application
form;
o A separate Barred List check;
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. Verification that the individual is fit and able to carry out the duties of the role they

have been appointed to;

. A section 128 check (if applicable to the role);

. Any further checks as deemed appropriate by the College, if the appointee has lived
and worked outside of the UK.

These checks must all be in place prior to commencing in post and must be completed
without delay following the offer of appointment. Individuals will be invited to attend a
pre-employment check meeting with Human Resources prior to the offer of appointment
being confirmed.

In addition to the above, for those appointed to teaching roles who do not have a teaching
qualification of a least CET level at the time of appointment, offers of appointment are also
subject to successful completion of a CET qualification. The CET qualification is optional
and is only part funded by the College.

3.10.5 The job offer will also include a starting salary; which must be discussed and agreed with the
Chief Human Resources Officer, prior to any verbal or written offer being made.

3.10.6 Pre-Employment Health Screening

The Health and Safety at Work Act (1974) imposes a general duty on all employers to ensure,
so far as is reasonably practicable, the health, safety and welfare of their employees at work.
The Management of Health and Safety at Work Regulations specifically provide that employers
should ensure that employees are provided with health surveillance appropriate to the risk
within their job. For this reason, all new appointments to the College will be required to
complete a medical questionnaire, the purpose of which is to assist in identifying any
reasonable adjustments that may be required in the workplace due to a disability or medical
condition. The offer of appointment is not conditional upon this.

3.11 References

3.11.1 References should only be requested for the successful candidate and used to validate the final
decision.

3.11.2 It should always be borne in mind that any personal opinion made by a referee may be
prejudiced, biased or discriminatory. It therefore follows that any decision based or part-based
on such an opinion is open to challenge.

3.11.3 References are provided in confidence and should only be circulated to the appointment panel.

3.11.4 The College requests details of two referees, one of whom should be the candidate’s present
or last employer, and specifically, details of their reason for leaving and verification of their
employement. If candidates are not currently working with children, young people or
vulnerable adults but have in the past, then one referee should be from that employment.

3.11.5 If candidates are currently or have previously worked with children, young people or vulnerable
adults on either a paid or voluntary basis, the College will ask referees about any disciplinary
offences relating to children, young people or vulnerable adults, including any which are ‘time
expired’. References will be sought directly from the referee.

3.11.6 Unsolicited references submitted by candidates and addressed ‘To Whom It May Concern’ will
be disregarded. References will not be accepted from relatives or people writing solely in the
capacity of a friend or peer colleague.
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4. Monitoring and Evaluation

4.1 The College has a legal obligation to monitor and evaluate equality issues during the process
and, in addition will monitor and evaluate the process in line with the core principles stated
earlier in this document.

5. Checks for the Prevention of Illegal Working

5.1 Section 8 of the Asylum and Immigration Act 1996 requires all employers in the United Kingdom
to make basic document checks on every person they intend to employ. By making these
checks, employers can be sure they will not break the law by employing illegal workers. As a
result, all successful candidates are required to provide evidence of their eligibility to undertake
employment of this nature within the United Kingdom.

6 Disclosure and Barring Service Checks (DBS)

6.1 All appointments to the College are subject to an Enhanced DBS Disclosure. Stoke on Trent
College will not discriminate unfairly against applicants who possess a criminal record. For
information on the recruitment of staff with criminal records and the use of criminal record
checks please refer to our Disclosure Information and Guidance document.

6.2 Under the Rehabilitation of Offenders Act 1974, ex-offenders do not have to disclose spent
convictions on the application form. However, certain types of posts, particularly those that
involve working with children or vulnerable adults or in other positions of trust or sensitive
areas, are exempt from these provisions, and in these cases all convictions must be declared.

6.3 There is a fee for an Enhanced DBS Disclosure. Individuals are required to pay for their
DBS Disclosure and payment is deducted from the first salary payment.

7. Engagement of Agency Workers — The Procedure

7.1  Authorisation
A Recruitment Requisition form, available to download from the Intranet, together with a
Recruitment Planning form, must both be completed for all Agency Worker requests, prior to
recruiting. The forms should be completed by the recruiting manage and submitted to HR.
Authorisation for the post will be given by the Senior Management Team.

Agency workers may be used when cover is required in place as a matter of urgency, whilst
the College progresses through its more lengthy recruitment procedures, or to cover
unexpected immediate absences such as sickness absence, or in instances where a post/the
work/structure is under review and the longer term requirement is not yet known.

7.2 Selection
Upon reviewing a selection of CVs provided by the Agency in response to the request, as a
minimum, the appointing manager will conduct telephone interviews with (the) suitable
candidate(s). Notification of the selected Agency Worker is to be given to the Agency and
Human Resources. The Agency will inform the suitable candidate, as well as the non-selected
candidates.

7.3 Pre-engagement checks
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The Agency is required to carry out all pre-engagement checks and to provide the College
with evidence of DBS checks, references, qualifications and proof of eligibility to work in the
UK. Human Resources will review the checks and confirm authorisation for the Agency
worker to commence.

Details of the Agency worker and all checks will be contained on the College’s Single Central
Record, by HR.

7.4 Induction
Induction information will be emailed by Human Resources to the Agency Worker prior to the
commencement of their assignment.

The Line Manager will undertake all Agency Worker inductions. The induction will be
recorded on the Agency Induction and Performance Review form. All agency workers will be
required to complete in their first week:

e An induction

¢ Mandatory Health and Safety E-Learning

e Mandatory System for the training of all staff working in a new environment form.
Human Resources will issue the Agency worker with an ID card.

7.5 Review of performance

For Academic agency workers:

An ungraded lesson observation will be required within the first week.

A graded lesson observation will be required within the first four weeks.

Line Managers will be required to liaise with the Quality team to ensure that these
observations are scheduled and recorded on the Agency Induction and Performance Review
for Academic Staff. Any issues highlighted over an individual’s lesson observations should
be discussed further with Human Resources.

For Support agency workers:

A meeting to confirm work requirements and objectives will be required within the first week.
A performance review will be required within the first four weeks.

Line Managers will be required to ensure that these meetings are scheduled and recorded on
the Agency Induction and Performance Review for Support Staff. Any issues highlighted
regarding an Agency Worker’s performance should be discussed further with Human
Resources.

8. Engagement of Casual Workers (including Casual Pool) — The Procedure
Casual Workers, whether held within a ‘Casual Pool’, or recruited and deployed immediately,
are those paid on an hourly paid basis for a short term of no more than 4 weeks’ continuous
duration or on an ad hoc basis.

8.1 Authorisation
A Requisition to Request Hours from the Casual Pool / Casual Worker form, which is available
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to download from the Intranet, must be completed by the appointing manager and submitted
to HR for approval. Authorisation for the hours will be given by the Senior Management
Team.

8.2 Advertising
The College will advertise and invite applications for candidates to apply to join a pool of
casual workers.
8.3 Application Forms
The College has a standard application form. All candidates are required to complete this to
ensure the provision of standard and consistent information from each candidate and to
assist the assessment process by ensuring that information can be assimilated and compared
in an efficient manner. The application form also helps to ensure that candidates are given
equal consideration. CVs are not accepted as an application in response to an advertised
vacancy.
Special provision may be made for applicants with a disability or other need who may wish to
submit their application in a different format. Advice is available from the Human Resources
Section in such cases.
8.4 Shortlisting
The shortlisting process identifies the applicants who meet the requirements of the post as
defined in the Job Description and Person Specification, where those criteria can be assessed
from the application form. Shortlisted candidates must meet all essential criteria (that can be
assessed from their application form).
To ensure objectivity, shortlisting should not be undertaken by one person alone.
The reasons for selection and rejection at the shortlisting stage should be clearly
documented.
8.5 The Interview
The selection process for all posts at the College will include a face to face interview.
The aim of the interview is to select the best match between candidates and the person
specification for the post and to extract relevant information in enough detail to reach a
decision.
The interview is the opportunity to get the best from the candidates and to provide
them with the chance to demonstrate how they meet the specification for the role. It should
not be seen as a test where no assistance can be provided or where candidates should feel
they might be caught out by trick questions.
Candidates will be asked questions that relate specifically to the Person Specification criteria
and this will include questions in relation to safeguarding and promoting the welfare of
children, young people and vulnerable adults.
The process should be a two-way dialogue which also allows candidates to gain further
information about the College and the post.
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All interviews will be conducted by a panel of at least two appropriately qualified members of
staff. The College’s aim is that all managers involved in the recruitment and selection of staff
will have undertaken the College’s training on recruitment and selection.

For academic/teaching appointments the panel will be chaired by a senior manager.

The College will require candidates to complete job-related selection tests or ask candidates
to deliver presentations as part of the selection process if there are some elements of the
Person pecification that are difficult to test at interview. Candidates applying for posts with
a teaching element will be required to deliver a micro teach session as part of the process.
Selection tests will not be used in isolation in the selection process and will be appropriate for
the criteria that need to be assessed.

All documentation related to the interview will be held by the Human Resources Section for a
period in line with the College’s Data Retention policy (GDPR).

8.6 Relevant Checks
All Casual Workers recruited to the Casual Pool will undergo the following checks completed by
Human Resources:
. Enhanced DBS check (at a cost to the Casual Worker)
o Eligibility to undertake work of this nature within the UK.
) ID check
. Reference checks.
8.7 Induction
Those individuals recruited to the casual pool will undertake College’s induction and will be
required to attend the Safeguarding, Equality and Diversity and Stoke Approach induction
modules. They will also complete the online Health and Safety Training modules. Upon
commencement in the workplace they will be given a workplace induction by their line manager.
Human Resources will issue the Casual worker with their ID card.
8.8 Confirmation of Work
Upon receipt of satisfactory checks and references, Human Resources will record completion of
the checks completed. Work will be offered as need arises.
Details of the Casual worker and all checks will be contained on the College’s Single Central
Record.
9 Engagement of Volunteer Staff
This Code of Practice applies to all volunteers engaged by the College. It provides
suitably motivated people to gain invaluable experience and personal development within the
College environment with no financial gain. Examples of Volunteer categories include:
. Volunteers
o Work Experience
. Work Placement
o Students on Teaching Practice
9.1 Authorisation
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A Volunteer Requisition, available to download from the Intranet, must be completed by the
engaging manager and submitted to HR. Authorisation will then be sought, from the Senior
Management Team.

The Requisition should provide:

Details of the volunteering activity/role

Essential skills and experience required

The interview record

Personal details of the Volunteer requested, including education and professional qualifications.
Referee details.

9.2 Relevant Checks
Human Resources will coordinate the following checks:
o Enhanced DBS check (at a cost to the volunteer)
. ID check
o Reference checks
° Barred List checks.
9.3 Confirmation of placement
Upon receipt of satisfactory checks and references, Human Resources will send notification to
the manager who will supervise the volunteer, and will confirm an agreed start date.
Details of the volunteer and all checks completed will be contained on the College’s Single
Central Record.
9.4 Induction
All volunteers at the College will be given a workplace induction by their line manager. The
manager will be required to ensure that the volunteer is booked onto the first available
Safeguarding training session and Equality and Diversity training session, as well as all other
mandatory training modules. The online Induction modules are to be completed by the
volunteer on their first day.
Human Resources will issue the volunteer with an ID card.
9.5 Termination
Generally it is anticipated that a placement under this scheme will be for a specified time period
so that both parties are aware of a termination date.
10. Preservation of Rights
Nothing in this procedure will in any way detract from or impinge upon an individual employee’s
statutory employment rights. Where changes to a statutory provision affect this policy, the
College retains the right to amend the policy accordingly.
11. Review
The operation of the Fair Recruitment and Selection Policy & Procedure will be reviewed
annually by the HR Department.
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