
Young Lewisham Project

Staff Recruitment and Selection Policy

Purpose

Young Lewisham Project aims to ensure both safe and fair recruitment and selection is
conducted at all times. Safeguarding and promoting the welfare of children and young
people is an integral factor in recruitment and selection and is an essential part of creating
safe environments for children and young people.

We are an equal opportunities employer, which means that we are committed to providing
equality of opportunity in employment of persons. This means that we will:

● Follow the good practice recommendations of the codes of practice and other
guidance issued by the Equality Commission.

● Not discriminate unlawfully against any person.

● Select the best person for the job in terms of qualifications and abilities.

● Successful candidates cannot commence employment until all the relevant
preemployment checks have been carried out, and the candidate has been cleared to
start employment.

To achieve these aims, we have set up this recruitment and selection procedure. No position
in the Young Lewisham Project may be filled unless this procedure has been followed.

The Operations Manager has the main responsibility for implementing this policy and
procedure.

The procedure:

General principals

● These procedures must be applied fairly and consistently to all job applicants.

● Assistance must be given, where needed, to job applicants who are disabled.

● All recruitment must be planned in advance and opened up to competition.

● All persons who wish to work for us must complete an application form in response
to an advertised job vacancy.

● All applicants must then be assessed against relevant selection criteria to determine
who the best person for the job is.

● All persons involved in selecting staff must read and apply this policy and procedure,
our Equal opportunities Policy, and the good practice recommendations of codes of
practice and other guidance issued by the Equality commission.



Helping job applicants who are disabled:

Disability Discrimination Act 1995: The general rule of good practice is that our procedures
and practices must be applied fairly and consistently to all job applicants. But, it is especially
important that those of our staff who are involved in recruitment are also aware that they
may be required to make reasonable adjustments to some or all of those procedures and
practices if that is needed to remove any disadvantages which they cause for any disabled
job applicants.

This is a legal duty and failure to comply with it is unlawful disability discrimination. The
adjustments need only be made for the disabled persons who require them and it may
result in those disabled persons being treated more favourably than other persons: if so that
is lawful and permissible.

Opening a recruitment file:

At the start of a recruitment exercise for a particular job, a Recruitment File for that
[particular exercise must be created,

Each file should have a unique reference number.

This file will be used to store copies of the documents associated with the recruitment
exercise. As the exercise progresses, this will include copies of:

● The job description and personnel specification.

● The job advertisement.

● The application forms that are received.

● Shortlisting and interview assessment sheets and notes.

● Letters to applicants.

Open a monitoring file:

After a recruitment file is opened, a separate Monitoring File must also be opened.

The monitoring file will have the same reference number as the main Recruitment File.

This file must be used to store copies of the equal opportunities monitoring documents
associated with the recruitment exercise, such as:

● Equal opportunities questionnaires returned by the applicants.

● The Applicant Register.

● The Recruitment Summary Record.



Job Descriptions:

A job description must be drawn up for every post. This is a document that sets out the
essential duties of the job, including the job title.

Personal Specifications:

A personal specification must be drawn up for every post. This is a document that sets out
the selection criteria which will be used to assess job applicants to determine which one is
the best person for the job.

Advertising the job vacancy:

All job vacancies must be advertised to welcome applications from as many eligible
candidates as possible.

The following statement must be added to all advertisements:

‘We are an Equal opportunities employer’

Applications process and forms:

All persons who wish to work for us must complete our standard application form for the job
in question in response to an advertised job vacancy.

All persons who request an application form will be sent an application pack that includes
the following information:

● The application form for the post.

● The job description and personnel specification for the post.

● The closing date and Young Lewisham Projects contact details for applicant enquiries.

● An equal opportunity monitoring form.

We will normally aim to keep open our application period for each recruitment exercise for
an interval of around 3 weeks.

Disabled applicants:

We do not normally accept curricula vitae (CV’s), but we may accept them in exceptional
circumstances as a reasonable adjustment for any disabled candidate who needs it. We are
also prepared to make our standard application forms available in other formats if that too
would help any disabled candidates to apply.

Equal Opportunities Monitoring:

As an employer who employs more than 10 employees, we are registered with the Equality
Commission for the purposes of the Fair Employment & Treatment (NI) Order 1998 and,
therefore, we must monitor the Community background and sex of our job applicants and
employees. All persons who request a job application form will be sent our separate equal
opportunities monitoring form as well.



All information contained in the applicants’ monitoring forms will be treated with
confidence and must not be read or considered by those members of our staff who sit on
the shortlisting or interview panels for the pots in question.

The selection Process:

After the application stage closes, our selection process consists of the following stages:

1. Shortlisting

2. Interviews

Pre-shortlisting:

The equal opportunities monitoring questionnaires returned by the applicants will be
separated from their main application forms and will be placed in the monitoring file.

The original application forms will be kept in the main Recruitment File for the exercise.

The application forms submitted by the applicants will be checked to see if any disabled
applicant has indicated that he/she has any special requirements or are requesting any
reasonable adjustments during the select ion process. If any such requirements or
adjustments are needed, then this will be noted at an early stage so that sufficient time is
available to plan and make the appropriate arrangements. Where practicable, applicants will
be contacted to obtain further information.

A Selection Panel for the exercise will be set up to carry-out shortlisting and interviews.
Where practicable, the same panel will carry-out both.

The Selection Panel will consist two-three members and, where practicable, they will be
persons of different sex and community background.

No one may sit on a Selection Panel unless he or she has received appropriate training about
fair, non-discriminatory recruitment methods.

Each Selection Panel member will be given a file containing copies of:

● Each applicant’s application form.

● The job description and personnel specification for the post.

● The job advertisement.

● This recruitment procedure.

Selection panel members must not see the applicants’ equal opportunities monitoring
questionnaires.

Shortlisting:

a. Shortlisting is an initial assessment of the applicants based solely on the
information contained in their application forms. The purpose is to decide
which applicants meet the essential and/or desirable job criteria so that they
may be given more in-depth consideration at the next stage of the process.



b. The criteria to be applied are those that are set out in the personnel
specification for the job in question.

c. The essential criteria must be applied always. The selection panel will decide
whether any of the desirable criteria will also be applied.

d. The shortlisting decisions must be fair and consistent.

Academic qualifications:

In cases of doubt and before making a final shortlisting decision, the Selection Panel will
make enquiries from an appropriate authority to check the values and equivalences of
academic and other qualifications, especially those that were gained overseas.

Marking Sheet:

The Selection Panel must record their assessment of each applicant on the shortlisting
record sheet has been prepared for the exercise.

The completed sheet should be signed by all members of the panel and added to and kept in
the main Recruitment File.

Rejection Letters:

Applicants who are rejected at the shortlisting stage will be informed about this in writing as
soon as possible afterwards.

Prior to the interview:

The applicants will be sent written invitations to attend.

In line with other commitments made previously in this procedure, appropriate reasonable
adjustments to the interview arrangements will be planned and made for those disabled
applicants who may need them.

● allowing deaf or speech impaired people to bring an interpreter with them;

● alerting employees to be prepared to show blind people to the place of interview;

● ensuring that the place of interview is accessible to any candidate with a mobility
disability or that assistance is available to them when they arrive;

● allocating extra time for interviews or assessments;

● contacting occupational health for advice on additional adjustments.

The Selection Panel will meet before the date of the interviews to decide how they will
carry-out the interview and to draw up the questions they intend to ask.

The questions should only be job related and designed to assess the applicants against the
essential and/or desirable criteria set out in the personnel specification for the job in
question.



The questions should not seek to obtain the following kinds of personal information about
the applicants:

● Religious or similar philosophical belief or political opinion.

● Ethnicity, nationality or national origins.

● Age or date-of-birth.

● Sexual orientation.

● Health and disability.

● Marital status or family status or whether the applicant has children or plans to have
children.

The panel will decide how they will score and weight the answers and questions and prepare
a standardised interview assessment sheet against which the applicants will be marked.

During the interview:

All applicants should be asked the same pre-set questions.

All applicants should be treated fairly during the interview and the marks awarded to them
should be fair and consistent.

Each panel member will complete a separate interview assessment sheet for each and every
applicant.

In accordance with Safer Recruitment requirements, the Appointing Officer may wish to
complete the Candidate Interview Assessment Form, ensuring that any gaps in employment
and training history are full explored with the candidate to obtain and record an explanation.

After the interview-selection decision:

After every applicant has been interviewed, the panel will discuss their views and
assessments and jointly draw up a list of the applicants in merit order.

The vacant post, or posts, will be offered to the most meritorious applicant, or applicants, in
accordance with that merit order.

The panel my also decide that other applicants on the merit list will be offered positions on a
reverse list to fill any vac12 months. Again, vacancies that may arise for the same position
within the following 12 months. Again, this will be done in accordance with the merit order.

After the interview-administrative matters:



All of the Interview Assessment sheets will be transferred to the main Recruitment File for
storage.

The successful applicants will be sent conditional offers of employment, subject to any
satisfactory pre-employment checks that are required.

The ‘reserve list’ applicants, if any, will be informed in writing of that decision.

If a ‘reserve list’ applicant is later offered a position, that too will be a conditional offer,
subject to any satisfactory pre-employment checks that are required.

The unsuccessful applicants will be informed in writing of that decision.

The Appointing Officer will be sensitive to the need to provide feedback to candidates, if
requested to do so and will provide information about where the candidate did not meet the
required criteria.

Pre-employment checks:

Right to work in the UK

In ALL cases, a right to work in the UK check must be carried out prior to any applicant being
permitted to start work, and is carried out as part of the interview process. The Recruiting
manager/Appointing Officer is required to see the applicant's original documents, with the applicant
present, and check that:

● the documents are genuine, original and unchanged and belong to the person who has
provided them;

● the dates for the applicant’s right to work in the UK have not expired;

● photos are the same across all documents and look like the applicant;

● dates of birth are the same across all documents;

● the applicant has permission to do the type of work being offered (including any limit on the
number of hours they can work);

● for students, they must provide evidence of their study and vacation times;

● if 2 documents give different names, the applicant has supporting documents showing why
they’re different, e.g., a marriage certificate or divorce decree.

These checks will not be used for shortlisting or interviewing purposes. The checks will only
be made in respect of persons to whom we have made a conditional offer of employment.

Health checks and examinations:

We will not seek health information on our application forms and such information will
never be used by us for shortlisting or interview purposes.

When we do seek such information, it will be obtained from an appropriate medical expert.

We will only seek such information where the particular needs of the job require us to know
it.

We will not single out disabled persons to provide such information.



In the case of disabled applicants, we will consider what reasonable adjustments, if any, may
be required to the working arrangements or workplace, and we will make our final selection
decision following an assessment of how the applicant would perform in the job if these
reasonable adjustments were actually made.

References:

We will not seek a reference from an applicant’s current employer unless the applicant has
given his or her consent to that.

We will accept references from other persons who know the applicant in a non-occupational
capacity.

However, all references should be job-related. Therefore, we will provide referees with
copies of the job description and personnel specification for the relevant posts and ask them
specifically for their views on an applicants’ abilities to do with the job in question.

Criminal Records:

We will not seek criminal record information forms and such information will never be used
by us for shortlisting or interview purposes.

We will only seek such information in respect of persons to whom we have made a
conditional offer of employment.

We will treat the information with the utmost sensitivity and confidentiality.

Check any managerial roles against Section 128, embezzlement and fraud check

We will not withdraw a conditional offer of employment merely because a person has a
criminal record. We will keep an open mind and will make a final decision following a risk
assessment, taking account of the following matters:

● The nature of the job and the nature of any potential risks to our business,
customers, clients and other employees.

● The applicant’s skills, qualifications and abilities.

● How relevant the criminal conviction (s) is to the job in question.

● The seriousness of the offence (s)

● The frequency of the offending.

● How long ago the offence (s) occurred.

● The circumstances surrounding the offence (s)

● Whether the applicant’s circumstances have changed since the offence (s)

● Any representations made by the applicant or his/her referees.

Conformation of Offer:



After the pre-employment checks have been completed and are deemed to be satisfactory,
the successful applicant will be notified in writing that the offer of employment is confirmed.

The confirmation letter will specify the following details:

● Job title

● Duration of post (permanent or temporary)

● Duration of probationary period (if any)

● Proposed agreed start date.

● Outline of main terms and conditions.

● Details of how to accept the offer.

Record Keeping:

The documents in the main Recruitment File should be kept for at least 12 months following
the date of the interviews.

The documents in the Monitoring File should be kept for at least 3 years following the
closing date for applications.
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