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1. Introduction  
  

1.1 The College believes that staff are at the heart of everything it does.   The College understands 

that its ability to recruit and retain the best quality staff is of paramount importance, as it has a 

direct and significant impact on the quality of education and service it provides.  As such, a 

strategic and professional approach to recruitment and selection of staff enables, the College to 

attract and appoint individuals with the necessary knowledge, qualifications, skills, competencies, 

aptitude and attitude to support the College’s vision and strategic aims.   

 

1.2 The College is committed to ensuring that the recruitment and selection of staff is efficient, 

effective, safeguards young people and promotes equality of opportunity, inclusivity and 

diversity.   

  

2. Policy Details   

 

2.1 The purpose of this document is to provide clear guidance on the policy and procedures for the 

recruitment and selection of staff, in order to ensure that:  

 

a) The College’s recruitment and selection process is able to attract a wide and diverse pool 

of candidates; 

b) The College is able to recruit the best possible candidates on the basis of their merit and 

their ability to support the achievement of the College’s mission and strategic aims; 

c) Processes are fair, equal and inclusive in a way that is consistent with employment 

legislation, regulations and good practice;  

d) Processes comply with safe recruitment practices, in order to promote the safeguarding 

and welfare of students;  

e) Job opportunities are provided to internal candidates; 

f) Processes are consistent with the College values and as such, positively promote the 

College as an employer of choice; and  

g) Processes provide value-for-money.  

 



2.2 The scope of this document covers the recruitment of all staff at all levels (e.g., applies equally to 

management, employees and hourly paid workers) with the exception of the “holders of senior 

posts” as defined in the College’s Articles of Government, for whom separate procedures apply. 

 

2.3 The recruitment and selection of staff  and all related information will be managed, in its entirety, 

by the Human Resources Department.  The recruitment and/or selection of staff will not take 

place without the approval of the Human Resources Group.  

 

2.4 The responsibility for the implementation of the procedures relating to the recruitment and 

selection of staff resides with those involved in the process, with particular focus on Recruiting 

Managers (i.e., the Manager who will be responsible for working with the Human Resources team 

in organising the recruitment and selection processes).  Recruiting Managers involved in the 

recruitment and selection of staff, must ensure that processes and decisions comply with the 

policy and that clarification is sought from the Human Resources Department, as required. 

3 Equality, Diversity and Inclusion   
 

3.1 The College is committed to equality of opportunity, inclusion and diversity.  As such, full 

consideration will be given to equal opportunities issues within the recruitment process and the 

selection of staff will be made on merit.   

 

3.2 The College ensures that it complies with the Equality Act 2010 and works towards the elimination 

of discrimination, harassment, and victimisation in employment.  The College also strives to 

advance equality of opportunity and to foster good relations.    The College will ensure that people 

are treated on the basis of their abilities and potential, regardless of their protected characteristics 

such as age, disability, gender reassignment, marriage or civil partnership, sex, sexual orientation, 

pregnancy and maternity, race, religion and belief or any other inappropriate distinction. 

 

3.3 The College’s commitment to equality, diversity and inclusion will be made explicit throughout 

the recruitment and selection process (e.g., in all information related to the role, in the 

advertisement, interview questions) and reasonable adjustments will be made for candidates, as 

appropriate.   

 

3.4 Personal information provided by candidates will be used to fulfil the College’s public duty on all 

the above grounds. The Human Resources Department will collect anonymised data on applicants 

and outcomes from recruitment and selection exercises for the purposes of equal opportunities 

and compiles monitoring data which is reported, as appropriate and required.   

4 Safeguarding and Safer Recruitment      
 

4.1 The College is committed to the safeguarding of young people and ensures compliance with 

Safeguarding regulations and Keeping Children Safe in Education – Statutory Guidance for Schools 

and Colleges. 

4.2 The College will ensure that the recruitment and selection processes are undertaken in 

accordance with Safer Recruitment guidance and that those with responsibility for and 

involvement in the recruitment and selection of staff are sufficiently trained as follows: 

 

• Ideally all panels member should have undertaken Safer Recruitment training. As a minimum, 



at least one person on any recruitment panel must have done so. 

 

4.3 The College’s commitment to safeguarding will be made explicit throughout the recruitment and 

selection process (e.g., in all information related to the role, in the advertisement, interview 

questions). 

 

4.4 The College will ensure that all required recruitment and vetting checks are undertaken and that 

the outcome of these checks are recorded accordingly.   

 

4.5 The Disclosure and Barring Service (DBS), Recruitment of Ex-Offenders and Single Central Record 

Policy and Procedure will be a key reference document for the recruitment and selection of staff. 

 

5 Data Protection        
 

5.1  Data protection legislation demands secure and responsible handling of personal data. The 

information provided by employees and potential employees as part of recruitment and selection 

process will be handled securely and confidentially by all those involved in the process.  In 

addition, compliance with the Data Protection Act 2020 and as follows:  

 

• Unsuccessful applicants – Personal documents for identification, safeguarding or right to work 

verification (e.g., passports, birth certificates) relating to unsuccessful candidates will be 

destroyed once the role has closed.  All other paperwork relating to unsuccessful applicants 

and the recruitment process will be kept in a secure environment for one year from the 

vacancy closing date or the start date of the appointed person, whichever is the later.  After 

which the documents will be safely and confidentially destroyed.  

 

• Successful candidates - Paperwork relating to successful applicants will be used for the 

administration of new appointments and for monitoring purposes. Such information may be 

disclosed, as appropriate, to various governing and statutory bodies (for example pension 

organisations and the Department for Education) in the course of such administration and 

monitoring.  Information relating to successful candidates will be kept and used, as 

appropriate, for the duration of employment and for a period after the termination of 

employment.   After which, the documents will be safely and confidentially destroyed.  

 

6 Recruitment and Selection Process  

   

6.1 Identification and Approval of a Vacancy  

 

6.1.1 The identification of a vacancy may arise as a result of growth, organisational change, or where 

an employee leaves, retires or takes an extended leave of absence (e.g., maternity, adoption 

leave). In each case, the member of the Senior Leadership Team (SLT) responsible for that area, in 

collaboration with the Recruiting Manager, will undertake a full analysis of the nature of the post 

to identify how the needs of the College may best be met, using the most cost-effective route 

available. The analysis should include: 

 

• Whether the vacancy is required and this may include the consideration of reorganisation 

of existing structures, the redesign of jobs and if duties can be subsumed into other 



post(s). 

• The requirements for the job, whether the duties need revision and or amendment. 

• The skills and personal attributes needed to perform the role effectively. 

• Implications for other post holders. 

• If changes are needed to the post, at what level the post should be graded, 

based on a job evaluation, as required and applicable. 

• If the post is externally funded, whether funding is still available. 

• The job details (e.g., whether the role is part-time or full-time, and if part-time, the 

number of hours/weeks, permanent, temporary, internal, or internal and external, salary) 

and any justifications as required and applicable. 

• The business case including a cost analysis (e.g., salary, costs associated with filling the 

vacancy). 

• Additional relevant information (e.g., recruitment method, timescales, selection process 

details). 

 

6.1.2 The analysis should be presented by the relevant member of the Senior Leadership Team (SLT) 

to the Human Resources Group (HRG) for discussion (either as part of a scheduled meeting or via 

email, if required).  Any recruitment decision that would result in additional costs to the College 

must be discussed and agreed and the financial implications fully considered.  

 

6.1.3 If the request is approved by HRG, then the member of SLT must complete and submit the 

relevant paperwork to the Principal for authorisation.  Authorisation by the Principal, (or Vice 

Principal in the Principal’s absence) is required before any vacancy can be advertised.   

   

6.2 Job Description and Person Specification   

 

6.2.1 All approved posts will have a Job Description and Person Specification.  

 

6.2.2 The Job Description outlines the main responsibilities and accountabilities of the post so that job 

applicants are clear about the requirements of the job.   

 

6.2.3 The Person Specification identifies the qualifications, experience, knowledge, skills, personal 

attributes and qualities needed to carry out the job effectively.  

 

6.2.4 These documents will be used throughout the selection process to measure the suitability of 

candidates for the position in question. Job Descriptions and Person Specifications must be in the 

standard format and all roles will require an expressed commitment to equality, diversity and the 

safeguarding of young people.   

 

6.2.5 Job Descriptions and Person Specifications will be reviewed and checked by the relevant member of 

SLT, working in conjunction with HR, for each vacancy.   

 

6.3 Grading of Roles  

 

6.3.1 Where a support staff role has not been previously graded (i.e., a new role) or an existing role’s 

duties have changed significantly, the relevant member of the SLT will need to arrange for the 



job description to be evaluated by the Job Evaluation Panel, as appropriate based on the role 

type, prior to the commencement of the recruitment process.   

 

6.3.2 Teaching roles, Course Manager and Section Leader roles are not graded and will be advertised 

(as a salary range) based on the Sixth Form Colleges Forum (SFCA) Teaching Pay Scales.    

 

6.3.3 Leadership roles maybe advertised with a salary range but successful candidates will be assigned 

to a spot salary, as appropriate based on the role type, experience of the candidate, internal and 

external market forces.   

 

6.4 Recruitment Methods  

 

6.4.1 There are various recruitment methods that can be used to fill a vacant role which have been 

identified below.  The method chosen will be determined based on the type of vacancy and the 

needs of the College at the time.  The method will be approved by HRG and authorised by the 

Principal.  

 

A. Internal Advertising – All roles that are deemed appropriate for advertisement will be 

available as a job opportunity for internal staff to apply for via MNT.  Internal advertising 

may also be used to recruit staff for hourly paid roles via a “friends and family” 

recruitment campaign.  Where roles are advertised internally, this will be done using the 

College’s intranet.    

 

B. External Advertising – In addition to internal advertising, the College may decide to 

advertise a vacant role externally.  Where roles are advertised externally, the College will 

use a range of methods in order to attract the widest possible range of suitable 

candidates. Methods of advertising are determined according to the vacancy, and may 

include local and national websites, job boards, specialist publications and social media. 

All external advertisements will direct candidates to apply via MNT and will include the 

College’s commitment to equality, diversity and the safeguarding of young people.   

 

C. Contacting Previous Candidates – In some cases, it may be deemed appropriate by the 

relevant member of SLT in consultation with the Director of HR, to contact previous 

candidate(s) who applied for recent vacancies and were considered to be appointable 

(e.g., where a recent appointee fails to start or resigns, where a new vacancy in the same 

area or where the requirements of the role may be similar (e.g., administrative roles) 

arises shortly after a selection process is completed).  In such cases, a new advertisement 

(either internal or external) is not required and an appointment can be made on the basis 

of the previous selection process.  

 

D. Use of Existing Staff and Pool Workers – The College has a large number of part-time 

staff, hourly paid staff and pool workers which it can call upon to fill both short term and 

longer-term staffing requirements.  The use of existing staff and pool workers must be 

recommended by the relevant member of SLT and approved by HRG.  In such cases, 

advertisement (either internal or external) is not required.   

 

E. Agencies – Agencies or recruiting consultancies may be used in securing short term 

supply and cover arrangements.  Agencies may also be used for specialist roles, in 



circumstances where all reasonable steps have been taken to fill a post by advertising 

externally or where time constraints have meant that it has not been possible to 

advertise externally.  Due to the cost implications, the use of agencies must be approved 

by the relevant member of SLT in consultation with the Director of HR.  In such cases, 

advertisement (either internal or external) is not required.   

 

6.4.2 The determination of the most appropriate recruitment method, Job Descriptions and Person 

Specifications, timescales (e.g., the closing date for applications, shortlisting and interview 

dates), and any other relevant information must be agreed with the Human Resources 

Department at this stage. Recruitment, including the placement of any advertisements, will NOT 

proceed until all of this information is in place. 

 

6.5 The Application Process   

 

6.5.1 Individuals applying for a role at the College must complete an application form via the My New 

Term (MNT) platform. While supporting information (e.g., CV) may accompany an application it 

will not act as substitute for a fully completed application from. The application form will be the 

main source of information that will be used for shortlisting and short listers will not be required 

to refer to any supporting information provided, as the application form ensures all the relevant 

information is gathered from prospective candidates and allows for information to be presented 

in a consistent format, making assessment objective, equitable, fair and easier for shortlisting 

purposes. 

 

6.5.2 All applications are treated confidentially and the information contained within it, is circulated 

only to those individuals involved in the recruitment process. All application letters and/or forms 

for unsuccessful candidates are kept for one year after the vacancy closing date or the start date 

of the appointed person, whichever is the later, together with any interviewing notes.  After 

which time these documents are securely destroyed.   

 

6.5.3 The College does not accept standalone or speculative CVs. 

 

6.6 The Selection Process – Stage 1 – Shortlisting    

 

6.6.1 Once a vacancy closes, the Human Resources Department will forward the blind applications 

(e.g., applications with all personal identifying details removed) along with any supporting 

information (with the exception of the monitoring form), to the shortlisting panel.  In addition, 

shortlisting selection grid, a copy of the Job Description, Person Specification and advertisement 

will be included in the pack provided to the short listers. 

 

6.6.2 Late applications will not normally be considered in the shortlisting process.   

 

6.6.3 Shortlisting will be undertaken by at least two staff, one of which must be the Recruiting Manager 

and/or a member of SLT. Members of staff holding a post at the same level as, or below, the post 

being recruited to will not normally be involved in the shortlisting process.   

 

6.6.4 The Human Resources Department will be aware of any of the shortlisted candidates who have 

disclosed a criminal conviction. A decision will be taken, during the selection process, as to what 

further action, if any, is needed.  This may be done in collaboration with the Designated 



Safeguarding Lead, Director of HR and/or the Recruiting Manager who can explore this further as 

part of the Final Interview.   

 

6.6.5 Those involved in the shortlisting process must: 

 

• Declare any conflict of interest that may impact on their ability to participate in the 

process objectively (e.g., if an external candidate is known to them), if applicable.   

• Base their decisions on the agreed, objective criteria set out in the Job Description and 

Person Specification, considering only those criteria that could reasonably be assessed 

from a written application. 

• Use the shortlisting selection grids to record the decision-making process. 

• Complete shortlisting as soon as possible after receipt of shortlisting packs, bearing in 

mind planned interview dates. 

• Return the application forms, completed selection forms and any other relevant 

paperwork to the Human Resources Department. 

• Confirm the candidates that have been shortlisted to participate in the second stage of 

the selection process.  

• Ensure that all materials used in the shortlisting process will be handled in a secure 

manner. 

 

 

6.7 The Selection Process – Stage 2 – Assessment     

 

6.7.1 The assessment of a candidate’s suitability, both for the role and for working with young people, 

will be done using a blended selection process.  Elements of the selection process will be 

undertaken virtually and/or on the College premises, as appropriate.    

 

6.7.2 A final formal interview will be used as the primary selection method when assessing a 

candidates’ suitability for all roles.  In addition to the formal interview, a wide range of selection 

assessment tools may be used to evaluate a candidate’s suitability for the role and their suitability 

to work with young people.  This multi-phased approach to the selection process provides the 

College with the opportunity to: 

 

• Assess the candidate in a number of areas, including their suitability for the role and 

their suitability to work with young people.  

• Triangulate any feedback received.  

• Involve a wider and more diverse group of staff in the process, thereby minimising the 

potential risk of bias (All staff participating in any aspect of the process, must declare any 

conflict of interest that may impact on their ability to participate objectively (e.g., if an 

external candidate is known to them), if applicable.   

• Create a positive impression, as an employer of choice, to the candidate.  

• Create a welcoming environment where candidates are able to perform to the best of 

their ability.   

 

6.7.3 The College will consider a range of factors to determine if any additional selection method(s) 

are required.  These include but are not limited to the role itself, the resources required, 



timescales, the candidate experience and the validity/availability of selection assessment tools 

appropriate to the role.   

 

6.7.4 Where a number of selection methods are chosen, they may be used in conjunction with the final 

panel interview or may be used to further shortlist candidates before the final panel interview.   

 

6.7.5 The selection methods used by the College to assess the candidate’s suitability for the role and 

their suitability to work with young people, as indicated in the Job Description and Person 

Specification, include but are not limited to: 

 

A. Final formal interview – Candidates will be required to participate in a formal interview 

with a panel.  This is a minimum requirement for all vacancies. 

B. Safeguarding and right to work verification - Candidates will be required to provide 

various safeguarding and right to work documents for verification.  This is a minimum 

requirement for all vacancies.    

C. Social Media Checks – In accordance with Keeping Children Safe in Education Guidance, 

the College will undertake social media checks and any concerns will be highlighted and 

discussed during the formal interview.  

D. Demonstration lesson observation (Micro Teach)– Candidates will be required to teach 

a short, observed/viewed lesson.  This is a minimum requirement for all Teaching 

vacancies.   

E. Marking task – Candidates may be required to mark ‘student’ work.  Candidates will be 

assessed on accuracy, attention to detail, their ability to follow the assessment criteria 

and provide quality of feedback. 

F. Testing (e.g., individual/ group work, written tasks, data analysis exercises, prioritisation 

activities, role play, simulations, report writing) – Candidates may be required to complete 

relevant activities to assess their skills, awareness, knowledge, experience and personal 

attributes as outlined in the Job Description and Person Specification.  

G. Discussion meetings – Candidates may be required to participate in discussion meeting 

with staff, student and/or invited guests (e.g., governors, consultants).    

H. Presentations – Candidates may be required to prepare and deliver a presentation.    

I. Psychometric testing – Candidate’s may be required to undertake psychometric testing 

which will be facilitated by an external organisation.   

J. Tour of the College – Where possible, appropriate and where the selection process is 

taking place on the College premises, candidates may be taken for a familiarisation tour 

of the College. The tour will assess the candidate’s interest in the College and their 

general behaviour. 

K. Lunch and/or team meeting - Where possible, appropriate and when the onsite selection 

process is expected to last a significant proportion of the day.  The lunch and/or team 

meeting may be arranged to assess the candidate’s interaction with the staff and/or 

students and their general behaviour.  

L. Other – Any other assessment method deemed appropriate. 

 

6.7.6 Additional details relating to the selection process are as follows:   

 

A. Invitations - The Human Resources Department will contact the candidates, who have 

been successful in the first stage of the selection process.  Shortlisted candidates will be 

invited via MNT to participate in the next stage of the selection process.   



 

  The invitation will confirm the following details, as applicable and appropriate: 

 

• Welcome and arrival details  

• Information related to the selection process (e.g., date, time, duration of the 

process, virtual/onsite elements of the selection process). 

• The selection activities that the candidate will be required to participate in (e.g., 

final interview, presentation topics, details related to the demonstration lesson 

such as the subject/level, student involvement, details of any equipment 

available, any additional resources that the candidate might be expected to 

provide themselves).    

• If the elements of the selection process are being used to further shortlist 

candidates before the final interviews.   

• Any specific preparation that may be required in advance (e.g., this may include 

providing the candidate with any links, additional information and/or reading). 

• The requirement for the candidate to submit and/or complete tasks prior to 

their final interview and any other related information. 

• The requirement for candidates to provide documentation for identification, 

safeguarding (including evidence of their qualifications) and right to work 

verification.    If onsite, consent to copy these documents will be requested and, 

in the case of passports, explicit written consent will be received from 

candidates.  

• An indication of the College staff, students and/or invited guests that may be 

involved in the process. 

• Any relevant safety information.   

• The opportunity for candidates to inform the College of any reasonable 

adjustments that may be required in accordance with Equality Act 2010.  

• Information about who to contact if the candidates have any questions or 

concerns. 

 

B. Consistency – All the elements of the selection (e.g., the process, tasks, times, 

questions, access to information, staff involvement) should be kept consistent for all 

the candidates participating in the same selection event.   

 

C. Assessment Panels – All assessment panels will have a designated ‘Chair’, who will 

manage the process, ensure that the relevant paperwork is completed and who will 

feedback the views of the assessment panel to the final panel members. All 

assessment panels should, where ever possible, be diverse.  Additional information 

about the key assessment panels are as follows:  

 

➢ Demonstration Lesson Observation Panel – The demonstration lesson panel will 

normally consist of a minimum of two trained observers.  One observer must be 

a curriculum member of the SLT.  The other observer could be a Departmental 

representative and/or a member of the Learning Development team.  When 

subject specialism is required, an extra observer (who may be untrained) may be 

included to observe the lesson. The subject specialist is not able to make a 

judgment on the quality of the lesson but is only commenting on the accuracy of 



the subject matter.   

 

Only one member of the demonstration lesson observation panel can participate 

as a member of the final interview panel.    

 

The feedback from the demonstration lesson must be recorded and returned to 

the Human Resources Department.    

 

Ideally all panel members should have undertaken lesson observation training.  

As a minimum, at least one person on any recruitment panel must have done so. 

 

   

➢ Final Interview Panel - The final interview panels will normally consist of a 

minimum of three people.   

 

For final interview panels this should include a member of the Senior Leadership 

Team, the Recruiting Manager and one other appropriate person. 

 

The selection of casual staff may have a final interview panel with two members 

(one must be a member of SLT), while the appointment to senior roles may 

require the involvement of more people.   

 

Members of staff holding a post at the same level as, or below, the post being 

recruited to will not normally be involved in the final panel interviews.   

 

Ideally all panels member should have undertaken safer recruitment training. As 

a minimum, at least one person on any recruitment panel must have done so. 

 

The most senior member of staff on the panel will be designated the ‘Chair’. The 

‘Chair’ will be responsible for setting and agreeing the questions in advance of 

final interview and all questions must be the same for all candidates and based 

on objective criteria as stated in the Job description and Person Specification. 

Supplementary questions should seek to explore information in the application 

and should relate to the candidate’s knowledge, ability and aptitudes, not 

personal aspects or views which are irrelevant to the job.  The ‘Chair’ will be 

responsible for ensuring that anomalies, discrepancies and/or gaps in 

employment history are scrutinised during the final panel interview.  

 

Candidates will be asked appropriate questions in relation to safeguarding and 

equality and diversity.  During the final interview, candidates will be shown a 

safeguarding declaration and will be given time to read it. A member of the panel 

will read the declaration aloud and the candidate will be asked to respond. 

Where information is disclosed by the candidate, further follow-up questions 

should be asked by the panel to explore the issue disclosed.   

 

  Throughout the interview, each member of the panel should make brief notes 

and an assessment of the candidate’s answer to each of the agreed questions.  



These notes act as an aid memoir rather than a verbatim record to help to 

explain the judgements reached.   

 

The ‘Chair’ of the panel must complete a feedback form, summarising feedback 

from all those involved in the final interview process, as well as any feedback 

received from the other element(s) of the selection process, as applicable and 

appropriate.  A decision indicating whether or not the candidate is considered 

appointable and who will be recommended to be offered the job, will be made 

at this stage.  The ‘Chair’ of the final interview panel will seek approval (of the 

panel’s recommendation) from the Principal.  The ‘Chair’ will be responsible for 

ensuring that all the relevant panel paperwork is returned and the final decision 

is communicated to the Human Resources Department.   

 

Offers of employment can only be made by the Human Recourses Department 

with the expressed approval of the Principal (or Vice Principal in the absence of 

the Principal).   

 

 

6.8 Communicating the Outcome of the Selection Process      

 

6.8.1 The Human Resources Department is authorised to communicate the outcome of the selection 

process to applicants.    

 

6.8.2 The Human Resources Department will normally telephone successful external candidate(s), as 

soon as possible, after all aspects of the appointment have been checked, completed and the 

relevant forms received.  External unsuccessful candidates will be informed of the outcome, as 

soon as possible, via written communication on MNT. 

 

6.8.3 For internal candidates only, the Human Resources Department will delegate the responsibility 

of communicating the outcomes (i.e., positive and/or negative) of the selection process to the 

Recruiting Manager or a member of the SLT who will be authorised to communicate this decision.   

 

6.8.4 In the event that the preferred candidate declines the offer, the panel should meet again to 

decide on which, if any, of the other appointable candidates should be offered the post. 

 

6.9 Offers of Employment       

 

6.9.1 A verbal offer of employment will be made to a successful candidate and this will be followed up 

by a formal written offer.    

 

6.9.2 Offers of employment/work and any discussions in relation to the terms and conditions of the 

offer (e.g., salary, dates, working hours, contract details) will only be made by the Human 

Resources Department and/or a member of the SLT on advice of the Human Resources 

Department.   

 

6.9.3 In accordance with safer recruitment guidance, all offers of employment are subject to the 

following pre-employment checks: 

 



A. References -Two employment references which are to the satisfaction of the College. 

References will be applied for before the employee starts working at the College. The 

explicit consent of the candidate will be required before references will be requested.  

See Section 6.10 below for further information. 

B. Compulsory Disclosure of any Convictions - College posts are exempt from the provisions 

of Section 4(2) of the Rehabilitation of Offenders (ROA) Act 1974 by virtue of the ROA 1974 

(Exceptions) order 1975. This means that all employees of the College are required to 

provide details of any convictions including those which for other purposes are ‘spent’ 

under the provisions of the Act. The only exception to this requirement is that 

applicants/employees do not need to disclose any ‘protected’ cautions or convictions as 

defined by The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 

(Amendment) (England and Wales) Order 2013. The College can ask an individual to 

provide details of convictions and cautions, spent and unspent, that we are legally entitled 

to know about and are not protected under the Rehabilitation of Offenders Act 1974 

(Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013. 

C. Criminal Records Checks (DBS) - For all appointments an enhanced DBS certificate as 

appropriate, is required, which includes a Children’s Barred List check. In exceptional 

circumstances the College will allow an employee to take up their duties before a check 

has been completed. In these cases, a risk assessment will be completed and approval 

given by the Principal. The risk assessment includes a separate barred list check and 

requires that the individual works under appropriate supervision. Further information is 

set out in the College’s Safeguarding and DBS policies and procedures. 

If an employee is registered with the DBS Update Service for appropriate enhanced checks 

the College may use the online service to check the status of the individual’s certificate 

and no new application will be made. An employee’s permission is required for the 

College to make use of this service. 

D. Children’s Barred List (formerly List 99) Checks 

E. Identity Checks -For all appointments, identity checks will be made. The employee will be 

required to provide three identity documents, as specified by the DBS.  One of these three 

must provide evidence of the employee’s current address and another, evidence of their 

date of birth.  In addition, one of these documents must photographic identification.  

F. Overseas Checks - Any candidate who has lived or worked abroad in the past 10 years 

must have an overseas check. 

G. Prohibition Order Checks -In addition to the DBS enhanced certificate, for anyone who is 

appointed to a teaching role a check will be made to ensure that they are not prohibited 

from teaching work under a prohibition order. This check is made using the Employer 

Access Online Service and will be carried out by a member of staff in HR. 

H. Eligibility to Work in the UK -In line with the Asylum and Immigration Act 1996, those 

invited to interview will be expected to provide evidence of identification and eligibility to 

work in the UK. 



I. Qualification Checks -Where qualifications have been listed as part of a requirement of 

the post, the successful candidate will be required to provide primary evidence of these 

qualifications at interview. Photocopies of this evidence will be kept on the successful 

applicant’s personnel file on appointment. 

 

6.10 References        

 

6.10.1 All appointments are subject to the receipt of satisfactory references.  

 

6.10.2 Candidates are invited to give details of two referees, one of whom must be their current or most 

recent employer.   

 

6.10.3 Where an applicant no longer works in education but did so previously, the education related 

employer should also be contacted for a reference. 

 

6.10.4 In cases where it is not possible for candidates to provide employment references, 

professional/education and or personal references may be considered instead. 

 

6.10.5 Candidates may indicate on their application form if they do not wish referees to be contacted 

prior to interview. 

 

6.10.6 The Human Resources Department will send a reference request for completion together with a 

copy of the Job Description and Person Specification for information. 

 

6.10.7 All references must be given in writing, verbal references will not be accepted. 

 

6.10.8 Completed references, once received, will be checked by the Human Resources Department. If 

there are any concerns that need to be followed up, this will be done as soon as possible, 

depending on the individual circumstances of each case. 

 

6.10.9 References will only be used to check appointment decisions. They do not form part of the 

selection process. 

 

6.10.10 References will be kept securely in the Human Resources Department and remain on the 

individual’s personnel file. 

 

6.11 Candidate Requests for Feedback        

 

6.11.1 The College is under no obligation to provide candidates with feedback on their performance in 

the selection process.   

 

6.11.2 If it is possible to provide feedback, this may be provided for Selection Process: Stage 2 – 

Assessment.  

 

6.11.3 Any feedback provided, will normally be given to the candidate by the ‘Chair’ of the panel by 

telephone only.   

 

6.11.4 Any feedback provided will not be deemed as a precedent any future requests.   



 

 

6.12 Candidate Requests for Expenses         

 

6.12.1 The College will not pay any expenses, including travel expenses, to candidates.   

 

7 Clarification and Discretion   
 

7.1.   Clarification in relation to the Recruitment and Selection of Staff, should be sought from the 

Human Resources Department.    

7.2.   Please note that the application of the Recruitment and Selection Staff policy and procedures 

may vary from time to time and that all related decisions are at the discretion of the Principal.   

 

 


