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INTRODUCTION 
 

1.1 Recruitment is one of the most critical and dynamic people management functions. Those 
appointed will not only influence the future of the organisation but also, the way in which the 
recruitment and selection process is managed is essential in promoting and maintaining a 
positive image. 
 

1.2 The aim of successful recruitment activity is to attract, reward and retain the best available 
people and to make the maximum possible use of the abilities of all its' people. 
 

1.3 To facilitate the timely, effective and safe recruitment of individuals to vacant posts in the 
organisation. 
 

1.4 The aim of the procedure is to outline the processes involved to attract, recruit and retain 
individuals who are best suited to meet the standards for the job.  
 
SCOPE  
 

2.1 This procedure applies to all employees however it is aimed primarily at all recruiting 
managers, but also does apply to all those involved with the recruitment and selection of 
employees.  
 
KEY PRINCIPLES 
 

3.1 Any employee involved in the recruitment and selection of people must complete relevant 

training. Those involved in the recruitment of post working with Children or in a school will be 

expected to also complete training in the principles of safer recruitment. 

 

3.2 Decisions on the suitability of applicants should be made without regard to gender, race, 

disability, religion or similar belief, age, pregnancy, sexual orientation, gender reassignment, 

marital status or membership or non-membership of a trade union.  

 

3.3 Safeguarding and promoting the welfare of children and adults is an essential part of the 

process and the organisation expects all employees and volunteers to share this 

commitment. 

 

3.4 Recruitment and selection processes should be accessible to all. In line with the 

organisation’s commitment to the Equality Act all applicants who indicate they are disabled, 

where they meet the essential requirements for a post will be short-listed for an interview.  

 

3.5 Applicants who indicate they are ex arm forces personnel and fulfil the essential criteria 

should be guaranteed an interview.   

 

3.6 Employees who are identified for redeployment will be given priority consideration over other 

applicants providing they have the relevant skills, knowledge and experience for the role.  

 

3.7 All offers of employment are subject to employment check such as the right to work, medical 

and identity checks, criminal records checks along with evidence of essential qualifications 

and professional registration for the role being provided.  

 

3.8 Where a role involves the requirement of completion of a criminal records check, the offer of 

employment is subject to satisfactory checks including a Disclosure and Barring Service 

(DBS) checks.  
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RECRUITMENT AND SELECTION GUIDELINES  
 

Pre-advertisement 
 

4.1 A vacancy may occur for a variety of reasons, including an increase in workload, a 
requirement for new skills, a change in structure or when a member of staff leaves or 
retires. This creates an opportunity to reconsider the overall functions and structure within 
a department and to consider any changes required to the job. 
 

4.2 The recruiting manager will identify the funding for and justify each vacancy filled in their 
service. Funding for all posts should be verified and agreed by finance or the Governing 
Board prior to placing the advertisements. 

 
Reviewing the requirements 
 

4.3 As part of a recruitment process it is important to establish the requirement for the post, 
whether for a new post or for a replacement. The following questions must be addressed:  

 Is it necessary to fill the post at all?  

 Is it necessary to fill the post at the same grade/level?  

 Are there any fundamental or significant changes to the role that require job 
evaluation? 

 Can adjustments be made in other workloads and/or duties?  

 Are the duties/responsibilities of the post likely to change either now or in the future?  

 Is there any historical information relating to the turnover of employees in this post 
which may influence how we fill the post?  

 Are there any suitable ‘at risk’ employees seeking redeployment available  

 Are there any employees on a fixed term contract or secondment that is nearing the 
end of its term that could be considered for the vacancy? 

 
4.4 Once a decision to recruit has been made it is essential to plan the recruitment process.  

 
4.5 For posts in schools, it is also essential that the requirements of recruitment policies within 

the school as defined by the School Staffing Regulations 2009 are followed. The 
regulations contain statutory guidance on who should be involved in recruiting staff in 
school, their roles and responsibilities and the requirements for recruiting to specific roles. 
 

4.6 As part of the process the following should be considered:  

 Good forward planning will be vital to successful recruitment. The time and effort 

spent in this stage of the process should help minimise making an unsuitable 

appointment.  

 When considering the overall timetable for recruiting, remember that it can take 

several weeks for the whole recruitment and selection process to be completed. This 

should be built into the planning process.  

 It is also essential to plan the recruitment exercise itself, identifying who should be 

involved, assigning responsibilities and setting aside sufficient time needed for each 

stage of the process to be completed.  

 Consideration should be given to the requirements contained within the School 

Staffing Regulations  

 Draft the job advertisement carefully. This will be your first opportunity to screen out 

unsuitable applicants and it is important therefore to be clear about what combination 

of qualifications, experience and qualities a successful candidate will need to 

demonstrate.  
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 All documentation required for the recruitment process should be prepared including:  

 job description   

 person specification 

 further details and information about the job and service / school 

 
Developing the job profile (job description and person specification) 
 

4.7 The job description should have two main core elements. The first section outlines the key 
role descriptors and key role accountabilities of the job. The final section details the key 
behaviours, skills and technical requirements for the particular role.  
 

4.8 The Immigration Act 2016 requires public authorities to ensure their workers in customer 
facing roles speak English (or, in Welsh authorities, English or Welsh) to a sufficient 
degree of fluency to “do their jobs effectively”. This should be highlighted as essential 
criteria in the relevant job profiles. 
 
Approval to recruit 
 

4.9 Approval to recruit is required prior to processing all the necessary documentation to 
advertise the vacancy.  
 

4.10 Vacancies will only be advertised once formal approval has been obtained by the relevant 
Director / Assistant Director or Chair of Governing Body / Headteacher. The Request to 
Fill or Recruitment Authorisation form must be signed by the relevant budget holder. 
Incomplete or unauthorised forms will be returned to the recruiting manager for due 
completion, which may delay the recruitment process.  
 

4.11 Once the recruitment approval form has been completed and fully authorised, it should be 
sent to the HR Recruitment Team with the following documents:  

• Job description  

• Person specification  

• Advertisement  

• Any further information to be included in the recruitment pack 
 

4.12 Advertising  
 

4.13 There are a variety of recruitment sources that can be used in order to ensure that 
vacancies may be filled with the most suitable person available in a cost effective and 
timely manner.  
 

4.14 Prior to any internal or external recruitment, in the first instance, any eligible at risk 
employee will be given the opportunity to apply for a post for which they have transferable 
skills and knowledge where available.   
 

4.15 Where there are no suitable at risk employees or previously selected candidates within 
the previous 3 months, the following recruitment sources may be considered:  

 Internal to the Service / School in appropriate circumstances  

 Council’s internal Job Bulletin and Job’s intranet site  

 Appropriate external media e.g. newspapers, specialist journals, internet  

 The use of social media  

 Employment consultancies and agencies  

 Job Centre Plus  

 Attending/holding recruitment events  

 Notification to community groups  

 Joint advertisement with partner organisations / other schools  
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4.16 Where vacancies are advertised externally, these will be advertised on the Greater.jobs or 

NHS Jobs web site by default alongside any other agreed external sources. If, there are 
suitable candidates from a recent previous recruitment and selection process for the same 
or similar criteria role, within the previous 3 months who have previously applied for and 
been selected for a role with the organisation then the recruiting manager may short-list 
the applicant prior to advert from the information documented. The candidate will need to 
be contacted and confirm their intentions to apply for the vacant post. 
 

4.17 Where a senior posts vacancy is to be recruited to, the engagement of an executive 
recruitment company will be considered to support the process. 
   

4.18 The advert and job specification documentation should state clearly if the post requires a 
Disclosure and Barring Service (DBS) check. Advertisements should also include a 
statement about the employer’s commitment to safeguarding and promoting the welfare of 
children and/or adults.  
 

4.19 Where relevant, accompanying information should include and make reference to the 
suitability to work with children and/or adults in line with the responsibilities for promoting 
and safeguarding their welfare.  
 

4.20 Where it is possible that a non-EEA candidate is likely to be appointed the position must 
be advertised in line with the Work Permits (UK) regulations.  
 

4.21 The advert should also be clear that applicants who meet the essential criteria for the role 
and have indicated they are ex-military personnel and/or disabled will be guaranteed an 
interview.   
 

4.22 When advertising a fixed term contract, the reason for this should be included on the 
advert.  
 

4.23 If the opportunity arises at a future date to make the post into a permanent post, the post 
will need to be advertised internally in order to ensure equality of opportunity. 
 

4.24 Social media has become extremely important in recruitment and it is encouraged that all 
forms of social media to promote a vacancy to potential candidates is used.  
 

4.25 The use of social media enables you to post a variety of information to followers to 
promote the organisation as an employer and Tameside as a borough. It is recommended 
that you use social media and the organisations Facebook and Twitter accounts to post a 
variety of information to followers. This could include: 

  Sharing information on any jobs   

 Re-tweet any jobs posted on the @greater_jobs @NHS_Jobs @tamesidecouncil or 
@TGCCG twitter accounts 

 Links to positive exposure in the media involving the organisation 

 Interesting articles and posts  

 Images, videos and audio clips promoting the organisation, your service and/or 
Tameside as a place to work and live 

   

4.26 Where the advert is for a post working with children or adults, any information issued for 
post requiring a disclosure and barring check must state the need for all successful 
applicants to undertake a Disclosure and where the posts involves regulated activity 
working with children, adults or both the information must state and Enhanced DBS check 
will be required.  
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4.27 In certain circumstances the post may have a Genuine Occupational Qualification (GOQ). 
Where this occurs, the relevant act under which it applies must be stated along with the 
GOQ in the advert. Further advice and guidance should be sought form your link HR 
provider.  
 
Application   
 

4.28 Where the advert states an application form is required, this must be completed by all 
internal and external applicants who are applying for a vacant role.   
 

4.29 Where appropriate, an expression of interest from or at risk skills audit form may be the 
method of application to apply for a vacant role.  
 

4.30 The submission of CVs may be used as an alternative to completing an application form 
and can be accepted where advice from HR has been sought, the post does not require a 
DBS check and the advert for the post specifically details this application method.  
  

4.31 A checklist of information that should be available with the application form is detailed 
below:  

 Job description  

 Person specification  

 Other information applicable to the post  

 Service / School information  

 Selection methods and planned dates  
 

4.32 All vacancies will be subject to a closing date for the receipt of applicants or maximum 
number of applicants where the advert clearly states. All applications received by this date 
or number will be considered by the selection panel.  
 

4.33 Where applications have been returned to the Council’s / CCG’s HR Recruitment Team, 
application forms will be forwarded to the recruiting manager for short-listing.  
 

4.34 The application form contains a personal information sheet which will be retained by 
Human Resources appropriate designated staff at this stage, so that the short-listing 
process can remain objective and in accordance with the selection criteria. 
 
Short-listing 
 

4.35 Short-listing must involve the recruiting manager and at least one other person. All 
possible steps should be taken to make the process as fair as possible and to counter 
remove any bias.  
 

4.36 Candidates will be short-listed in accordance with objective and relevant criteria in 
conjunction with the person specification and job description. Where the organisation uses 
a recruitment system, this can be used to shortlist applicants. Alternatively, an example of 
a shortlisting form is available at appendix A.  
 

4.37 Those meeting the essential criteria should be considered as suitable for shortlisting. 
Applicants who declare themselves as disabled or indicate they are ex arm forces / 
military personnel and fulfil the essential criteria must be shortlisted for the selection 
method and guaranteed an interview where this forms part of the selection method. 
 

4.38 Desirable criteria may then be applied where there are a large number of applicants who 
meet the essential criteria to reduce the number of candidates. However those that are in 
scope of a guaranteed interview would not be subject to this and must be shortlisted for 
an interview / for the selection method.  
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4.39 All applications should be scrutinised to ensure that they are fully and properly completed, 
that the information provided is consistent and does not contain any discrepancies, and to 
identify any gaps in employment.  
 

4.40 Once a shortlist has been drawn up by the selection panel, the recruiting manager will 
need to detail the following: 

 Shortlisted candidates  

 Unsuccessful applicants and reasons for non-selection  

 Confirmation of interview arrangements including time, dates, and venue.  

 Names of selection panel 

 Any other relevant information e.g. requirement to do presentation etc. 
 

4.41 Where the Council / CCG HR provider are involved, a recruitment analysis form and 

interview schedule form will be provided. Both forms should be returned to the recruitment 

team who will arrange the interview and/or relevant assessment process with the 

candidate.  

 

4.42 All applicants who are selected to go to the next stage of the selection process will be 
notified in writing and where possible five working days’ notice of the interview will be 
given. Unsuccessful candidates are not usually written to, to inform of this outcome.   
 

4.43 Those applicants short-listed to be interviewed or who will be required to attend other 
selection events (e.g. assessment centres) will be notified in writing of the date, time and 
description of the event. Candidates should also be notified of the employment screening 
checks that will be carried out at interview e.g. identity and qualifications. 
 
Determining Assessment Selection Methods  
 

4.44 The decision to use an assessment method should be made at the beginning of the 
recruitment process.  
 

4.45 The recruiting manager is responsible for deciding the most appropriate assessment 
method for the position. An interview is normally the minimum method; however, it is 
recommended that consideration be given to incorporating multiple methods into the 
recruitment process. This can help to enable a more rounded and fuller assessment to be 
made of the candidates 
 

4.46 Some examples of other methods of assessments are: 

 Psychometric tests 

 Assessment centres 

 Presentations 

 Sample work exercises 

 Interviews 

 Discussions / informal meetings  
 

4.47 Assessment methods provide insight on how the candidate performs in areas that 
wouldn’t necessarily be seen in an interview. 
 

4.48 The assessments chosen should relate to the job in question. The panel should identify 
essential elements in the role profile and find assessments that demonstrate these 
qualities. 
 

4.49 The assessment results should be used in conjunction with the scores from the interview 
in order to determine the best candidate. It is important to only use alternative 
assessments when they are appropriate and/or to enhance the recruitment process. 
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4.50 A range of selection methods are available to assess candidates against objective criteria 
contained in the job description and person specification. The purpose is to accurately 
predict a candidate's ability to perform the role in question.  
 

4.51 Where the safer recruitment process applies, the appropriate selection method may not 
necessarily be limited to, but will always include, a panel for a face-to-face interview 
consisting of two or more interviewers. The selection panel must be involved in all key 
stages of the selection process. They must meet and agree the criteria and structure 
process on which the selections will be made.  
 

4.52 Informal meetings should only take place as part of the managed recruitment process. 
Where candidates are given the opportunity of meeting members of staff informally before 
interview, the purpose of such meetings must be made clear. In general such informal 
meetings should be designed to allow the candidate to obtain general information about 
the post and its context (both physical and organisational). Such meetings do not form 
part of the selection process. It is essential that all candidates are treated in the same 
way.  
 
Interview questions  
 

4.53 Questions asked of all applicants should be related to the requirements of the job. Panel 
will keep written notes on each applicant recording reasons for decisions taken. These 
can be disclosed to the applicant. 
 

4.54 The panel will have agreed in advance the questions to be asked and what responses and 
evidence will be sought for each answer.  It will be important for panel members to take 
notes of the answers given in order that these can be reviewed when scoring the answers 
later, and the shortlisting grid can be adapted for this purpose. 
 

4.55 How questions are phrased and the types of questions used will increase the chances of 
getting the information needed from candidates.  Some types of questions that can be 
useful are: 

 Open: e.g. Tell me about a time when you….; How did you go about..? 

 Extending: e.g. Tell me more about how… 

 Clarifying: e.g. Can you just explain a bit more about…. 

 Hypothetical: e.g. What would you do if… 
 

4.56 Involving young people, service users, community groups or pupils in the recruitment and 
selection process in some way, or observing short-listed candidate’s interaction with them 
is good practice for roles that involve direct working. For example roles working directly 
with the children could involve young people or pupils by an interview panel discussion or 
teaching a lesson.  
 

4.57 Any anomalies or discrepancies or gaps in employment identified should be noted so that 
they can be taken up as part of the consideration. Reasons for gaps in employment, 
history of repeated changes of employment without clear career or salary progression or 
mid-career move from a permanent post to supply or temporary work also need to be 
explored and verified. 
 

4.58 Dependant on the job role there may be more than one selection panel arranged.  
 

4.59 Where a member of a selection panel feels that there are circumstances such as a 
personal relationship with a candidate which may lead to a conflict of interest he/she shall 
declare the interest in order that this is considered as part of the selection process. Failure 
to do so may invalidate the whole procedure.  
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4.60 Candidates nominating a member of the selection panel as a referee will be asked to 
nominate an alternative referee. 
 

4.61 It is anticipated that at least one person but ideally all individuals on a selection panel 
should have received the relevant training / refresher training in recruitment and selection 
and where required safer recruitment training.  
 
Selecting the successful candidate 
 

4.62 The selection panel must take into consideration all of the information given during the 
selection process and any further relevant information which has been submitted before 
making a decision on which candidate(s) have been successful.  
 

4.63 Where the role involves working with children and/or adults in line with safer recruitment 
protocols and as good practice recruiting managers should take references prior to 
offering to the potential candidate. 
 

4.64 The final recruitment decision is the selection panel’s responsibility. 
 
Notify the candidate(s)  
 

4.65 The recruiting manager must notify candidates verbally, out of respect to the unsuccessful 
candidates they should be advised of the outcome as soon as possible The successful 
candidate(s) will subsequently receive written notification of the outcome of their interview.  
 

4.66 If there is no suitable candidate, then the recruitment process should be started again 
from the initial stage. The recruiting manager should look critically at the recruitment 
process and assess whether any improvements or changes can be made. This might 
include reviewing the role, the social media used, the timing of the advertisement and the 
selection process. 
 
Notifying the successful candidate(s) 
 

4.67 A member of the interview panel may verbally advise the successful candidate of the 
outcome. Successful candidates should be notified as soon as the outcome is known, 
where possible within 48 hours of the interview.  
 

4.68 A verbal offer of employment and the candidate’s acceptance creates a contractual 
relationship between the two parties, and it should be emphasised that offers of 
employment are subject to receipt of satisfactory references and confirmation that the 
individual is medically fit to fulfil the duties of the post, as well as any other statutory 
checks relevant to the post.  
 

4.69 The objective of any verbal communication should be to establish that the candidate is still 
interested in the position, arrive at an understanding of what the salary is likely to be, and 
the date on which s/he will be free to commence employment.  
 
Notifying the unsuccessful candidate(s)  
 

4.70 Unsuccessful candidates should be notified verbally as soon as the outcome is known, 
where possible within 48 hours of the interview.  
 

4.71 The recruiting manager should offer feedback to all unsuccessful candidates. 
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Feedback to candidates  
 

4.72 Individuals who have applied for a vacancy are entitled to receive feedback. 
 

4.73 If feedback is requested by a candidate following an interview this will be given by a 
member of the selection panel.  

 
RECRUITMENT TO POSTS INVOLVING WORKING WITH CHILDREN AND ADULTS  

 
5.1 Safe recruitment practices apply to roles working with children and adults to ensure the 

safety and welfare of children and adults is held paramount at every stage of the 
recruitment process.  
 

5.2 The recruiting manager must have regards to any specific requirements and 
considerations. All recruitment documentation for posts that involve working with Children 
and Adults who are deemed vulnerable should reference the responsibility the 
organisation / school has for safeguarding and promoting the welfare of children and 
vulnerable adults. In addition, each role should specify suitability to work with children or 
vulnerable adults as essential criteria in the role specification. 
 

5.3 Additional guidance is available on safer recruitment including the engagement of supply 
staff, volunteers and contractors which should be read when undertaking any recruitment 
activity for posts involved in working with Children. 
 

5.4 Safer Recruitment in Education guidance should be read in conjunction with this 
procedure.   
 

5.5 Any person involved in recruiting and selecting people to work with children or in schools 
must have completed the relevant recruitment and selection training along with training 
covering the principles of safer recruitment which is underpinned by the Safeguarding 
Children and Safer Recruitment in Education guidance.  
 
POLITICALLY RESTRICTED POSTS  
 

6.1 The Local Government and Housing Act 1989 (as amended by Section 30 of the Local 
Democracy, Economic Development and Construction Act 2009) impose restrictions on 
political activities by employees who hold certain posts. If a post is deemed politically 
restricted this must be indicated on the job advert and supporting documentation and the 
appointment documents. 
 
PRE-EMPLOYMENT CHECKS – EMPLOYMENT SCREENING PROCESS 

 
7.1 The employment screening process, where relevant, will be applied irrespective of race, 

creed, colour, nationality, ethnic origin, age, language, religion or similar belief, gender 
reassignment, sexual orientation, marital status, membership or non-membership of a 
trade union or disability. 
 

7.2 All applicants for vacancies will be required to complete and sign an Application Form. 
The application form contains an acknowledgement that misrepresentation or failure to 
disclose material facts will constitute grounds for immediate dismissal. 
 

7.3 Original copies of birth certificates, marriage certificates, professional qualifications and 
other relevant documents must be produced and seen. Where necessary a copy will be 
retained on the individual’s personal file. 
 

7.4 Appropriate pre-employment checks should be carried out by the recruiting manager in 
conjunction with the recruitment team and records maintained. 
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7.5 Employment screening may include:  

 Confirmation of personal identification 
Date and place of birth for persons who have changed their surname by marriage or 
deed poll the relevant certificate (not a photocopy) must be seen 

 Evidence of the right to work in the UK   

 Permit to work for those employed as ‘young worker’ (as legally defined)  

 If you are an EU citizen, evidence of your EU Settlement Scheme status  

 Evidence of permission to work for those who are not nationals of a European 

Economic Area (EEA) country 

 Verification and confirmation of professional, vocational and/or educational 
qualifications 

 Verification of professional membership where applicable for the post (e.g. Social 
work, Nursing, Teaching). On appointment the Professional Registration should be 
printed and retained on the personnel file. Some services will need to maintain their 
own renewal systems after commencement of employment.  

 National Insurance number  

 Confirmation of registered unemployment obtained from government departments or 
agencies (e.g. Department for Work and Pensions, Jobcentre Plus) 

 Confirmation of self-employment obtained from the Inland Revenue, Customs and 
Excise (VAT), bankers, accountant, solicitors as appropriate. The confirmation should 
also state that the individual’s business was properly conducted and was terminated 
satisfactorily 

 Confirmation of periods of residence abroad (e.g. dates obtained from work permits, 
passports or by contact with appropriate embassies or consuls) 

 Medical fitness 
Managers should be satisfied that individuals are fit for the work they will be required 
to do with advise and recommendation from the Occupational Health service 

 Criminal Records checks will be carried out for all posts that require a disclosure and 
a Children’s and/or Adults Barred list check where required.  

 Overseas criminal records checks where appropriate.  

 References  
Two written references from relevant persons with personal knowledge of the person 
being screened. The references should confirm that nothing is known about the 
individual which would reflect adversely upon his/her suitability for proposed 
employment, which may conflict with the interests of the business. Both references 
must be supplied by former employers. Where this is not possible because the 
applicant has not been previously employed e.g. school or college leaver advice 
should be sought from the HR provider. 

 a continuous record of the career, periods of employment or history of unemployment 
with no gaps  

 For teaching posts, verification of successful completion of statutory induction period 
– applies to those who obtained QTS after 7th May 1999. 

 
7.6 Applicants will be expected to cooperate and to give such assistance as is necessary for 

the organisation to obtain a continuous record of written evidence confirming that there is 
nothing in their background which would reflect adversely upon their suitability for the 
proposed employment or engagement. In particular, a signed statement will be required 
authorising an approach to referees, former employers, government departments or other 
relevant bodies, enabling verification of career and employment records.  
 

7.7 A date to commence employment will not normally be finalised until all pre-employment 
checks have been obtained at which point an unconditional offer will be given.  
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7.8 Essential qualifications and professional registration must be checked prior to 
commencement by the recruiting manager if they are essential for the job. These should 
be checked at interview where possible.  

7.9 No commencement date can be agreed if the successful candidate requires a work 
permit. The recruitment provider will need to apply for a Work Permit to the Home Office. 
 

7.10 The recruiting manager must take reasonable steps to satisfy themselves that the person 
producing any of the original documents required is in fact the rightful holder of the 
documents. Therefore the following steps must be taken: 

 Photographs checked to ensure that they are consistent with the appearance of the 
potential employee; where they are not ask for an explanation and further 
photographic evidence  

 The expiry dates checked to ensure that they have not been passed 

 The UK Government stamps or endorsements checked to ensure if the potential 
employee is able to do the type of work on offer 

 Satisfy yourself that the documents are genuine and have not been tampered with 
and belong to the holder 

 If you receive two documents from your prospective or current employee that have 
different names, ask them for a further document to explain the reason for this. 
Examples of a further document are a marriage certificate, a divorce decree, a deed 
poll document.  

The original documents should be copied and kept as a record in line with retention 
and disposal guidelines. The recruiting manager should sign and date the copy to 
confirm they have view the original documentation.  

 
 

CRIMINAL RECORDS CHECKS 
 

8.1 The Criminal Records Check Procedure should be read in conjunction with this section 

where a criminal records check is required for the post. 

 

8.2 Applicants who apply for posts that require a criminal records check for example a DBS 

check, prohibited list check Disclosure and Barring check (DBS) check will be subject to a 

request for a standard, enhanced or enhanced with barred list check. An enhanced 

disclosure will be required for all staff working in schools. This is to enable the informed 

recruitment decisions to be made.  

 

8.3 Where a check is required, disclosures will be requested for external and internal 

candidates as follows: 

 external candidates – all external candidates will be subject to a request for a DBS 
according to the requirement of the vacancy 

 internal candidates – internal candidates will be subject to a request for a DBS when 
they transfer to a role that is deemed to be subject to a DBS and they do not 
currently hold a valid DBS for the type of check require  

 

8.4 Failure to reveal full relevant details in the case of posts requiring disclosure may lead to 

withdrawal of an offer of employment. Candidates will be given the opportunity to discuss 

such situations fully before a decision whether to withdraw an offer of employment is made. 

 

8.5 Should the failure to reveal details of any unspent convictions or a criminal record come to 

light once employment has commenced, then the matter will be investigated and 

disciplinary action, up to and including dismissal will normally be taken. There are 
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professions, which are covered by the Exceptions Order to the Rehabilitation of Offenders 

Act 1974. 

 
 

REFERENCES 
 

Seeking references 
 

9.1 References should be requested before all offers of employment are confirmed, irrespective 

of the position for which the offer is being made. However, it is recognised that, there are 

certain jobs or areas where this is of particular importance, applicants may therefore be 

subject to further employment checks and verification in accordance with this procedure 

and should be told, during the selection process the extent and depth of the checks they will 

be subjected to. This will enable any person who objects to the process, for whatever 

reason, to withdraw their application early on in the recruitment process. 

 

9.2 The references must be one from the most recent employer, college if recently qualified, 

school, unemployment office. On receipt, the references must be checked to ensure they 

are appropriate e.g. last\most recent manager in if employed by the organisation.  

 

9.3 If references are obtained prior to interview they should not be considered until all the 

interviews, presentations and tests have been completed and a preferred candidate has 

been identified.  

 

9.4 References should be used to check factual information, such as qualifications, experience, 

attendance records, safeguarding checks, conduct, and to support and confirm the 

information obtained from the interview and selection process. Information obtained from 

references should be used in conjunction with other relevant information gathered thus far, 

to provide as full a picture of the candidate’s attributes as possible. Caution should be 

exercised, as a referee’s subjective opinion of a candidate’s likely future performance may 

be misleading and unreliable.  

 

9.5 Any references considered by the selection panel must be sought directly from the referee. 

 

9.6 No appointment should be made until references have been received, scrutinised and 

deemed to be satisfactory. 

 

9.7 Where references are found to be unsatisfactory, such offers will be withdrawn or 

rescinded. 

 

Providing a reference 

 

9.8 Where a request to provide a reference has been received it is expected that the reference 

guidance is adhered to and protocols are followed. The core protocol is to provide factual 

references. Information often includes: 

 Confirmation that the employee worked and the basis of the employment  
 Start and end dates of the employment  
 The employee’s job title and core duties within the role 

 

9.9 You should only respond to a reference request if it is in respect of a worker or former 

worker for whom you have or had a managerial responsibility. All references are supplied 
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on behalf of the organisation and as such when providing a reference you are acting on 

behalf of the employer.  It is a requirement that any reference you supply is approved / 

authorised by a Headteacher / Head of Service or equivalent post. 

9.10 Where the person completing the reference has had management responsibility of the 

individual for less than 12 months but the individual has been in post for more than 12 

months, you must consult previous supervision and probationary review paperwork. 

 

9.11 Where the person is an employee the probationary assessment period lasts for 12 months 

and people move teams at times therefore it is important to look back on the whole 

employment records. If required look at previous supervision and probationary documents 

for factual evidence relating to the individual’s performance.  

 

9.12 Where the person has an agreed reference you are required to only provide the agreed 

reference as the reference response. Even where you are requested to complete a 

reference request in a specific format e.g. via an online submission form, you must not 

provide any alternative reference, you are not obliged to complete a response via the 

request method and the agreed reference must be used to respond.  

 

9.13 The person for who the reference response relates should be provided with a copy. Where 

the person is still working for the organisation, you are required to provide the person with a 

copy of the reference response.  

 

EMPLOYING YOUNGER WORKERS  

 
10.1 Young people are required to stay in education or training, at least part-time, until they are 

18 years old. They are required to take part in education or training through either: 

 Full-time education or training, including college 

 Work-based learning, such as an apprenticeship 

 Working or volunteering for at least 20 hours a week while in part time education 

 

10.2 It is the young worker's responsibility to ensure these requirements are met. 

 

10.3 There are certain limitations when employing 16 and 17 year olds that employers need to 

comply with in relation for example to working hours, rest periods and night-time working. 

  

10.4 For many younger workers, entering a workplace for the first time may require adopting 

new behaviours and techniques which might take time to learn. For example, taking 

responsibility for balancing their workload to meet various deadlines can be difficult when 

coming from an educational environment where they are used to a school timetable.  

 

10.5 The more support and training a younger worker is given the more likely they are to learn 

the necessary skills required to do the role and become an important part of the 

organisation. 

 

10.6 Where employment of a young person is being undertaken please seek advice from your 

HR consultant. 

 
 

OFFER OF EMPLOYMENT  
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11.1 All offers of employment will be made subject to the receipt of references, appropriate 
verification checks and where relevant, satisfactory medical reports.  
  

11.2 An offer of employment may be made by the chair of the selection panel to the successful 
candidate on the terms which have been agreed. Once accepted, however, this offer is 
legally binding, and therefore the offer must be subject to documentary evidence of the 
individual’s right to work in the UK, satisfactory references, criminal records checks, proof of 
qualifications and a pre-employment medical if relevant for the role.  
 

11.3 Where the Council is the HR provider, a New Starter Form will be sent by email from the 
Recruitment Team to the recruiting manager which, should be completed immediately 
following completion of interviews, identifying the successful candidate, and returned along 
with all short-listed application forms, copies of references and all interview notes. The 
Recruitment Team is responsible for preparing and issuing offer letters and contracts of 
employment to new starters.  
 

11.4 All offers of appointment will be confirmed in writing and a written statement of main terms 
and conditions of employment will be issued to every new member of staff.   
 
 
INDUCTION  
 

12.1 All employees must undergo a thorough induction whether they are new to the organisation 
/ school or the job. The employee’s manager is ultimately responsible for staff induction, 
although it is possible that a nominated member of staff will conduct the induction. 
 

12.2 In addition, each service / school will need to undertake their own specific induction 
programme.  
 

12.3 Induction programmes should include appropriate elements of training including 
safeguarding training where appropriate which underpin the standards of behaviour 
expected of employees and support the values and safeguarding culture and policies in the 
organisation / school. The induction should also focus on the employee’s role, standard 
policies and procedures, the structure of the service / school and how their role fits into the 
structure.  
 

12.4 A well-planned induction will help staff adapt successfully to their new role, providing 
clarification where required and also can encourage high performance and engaged 
employees.  
 

12.5 Induction should not be limited to new recruits, and an appropriate induction should be 
planned for existing members of staff when changing jobs.  

 

 

PROBATION  
 

13.1 All new employees in scope of the probation procedure of the Council, CCG Tameside or 
the Governing Body of a School, are subject to a 12 month probation period regardless of 
any previous local government / NHS continuous service.   This does not apply to casual 
employees, agency workers, work experience placements or volunteers.   
 

13.2 Teachers are subject (where applicable) to the NQT induction programme.  Following 
completion of this induction programme, there is no requirement to serve a further period of 
probation even if the NQT induction was completed under a different employer.   
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13.3 Existing employees who are promoted, or transfer to a different job where the employer 
remains unchanged, will not be subject to a new probation period.  Where the probation 
period has not been completed, the remaining period will apply.  
 
 
CODE OF CONDUCT 
 

14.1 All employees are required to ensure that they remain competent to practice within the 
role that they have been appointed to. Should the appointment require registration with 
a governing body or professional body, each individual is responsible for ensuring that 
their registration is up to date. Proof of continued professional registration must be 
produced to the manager on request. Failure to maintain registration may lead to 
dismissal on the grounds of failure to comply with the statutory requirements. 
 
 
EXIT INTERVIEWS  
 

15.1 Exit interviews will be undertaken when an employee resigns. Any resulting information, 
which may affect the requirements of the post, will be taken into consideration as part of 
reviewing the needs of a vacancy. 
 
 
RE-ENGAGEMENT  
 

16.1 As part of the recruitment procedure re-engagement of those employees who have left 
employment previously will be considered. Where a person has previously left the 
organisation through voluntary early retirement, voluntary severance or a mutually agreed 
resignation scheme this will be part of the considerations to support fairness and value for 
money across the public sector.  
 

16.2 Potential applicants and managers also need to be aware that the Small Business, 
Enterprise and Employment Act 2015 do enable the recovery of exit payments when high 
earners return to the same part of the public sector within 12 months of leaving. 
 

16.3 The organisation’s recruitment and selection process will comply with any legislative 
requirements in relation to exit payments prevailing at the time. 
 
 
EQUALITY OPPORTUNITIES MONITORING  
 

17.1 As part of the recruitment process, documentation completed will seek to collect equal 
opportunities data from all job applicants. This will be used solely for the purpose of 
analysing the gender, age, disability, race, religion or belief, sexual orientation and marital 
status profile of applicants and to ensure there is no unlawful bias in the recruitment and 
selection processes.  
 

17.2 The information will be seen and used only by authorised employees. 
   
RETENTION OF DOCUMENTATION  
 

18.1 Information relating to the recruitment and selection process, including application forms 
and documentation, are strictly confidential and must be stored securely. Only the selection 
panel and designated administrative staff including Payroll and Human Resource staff will 
have access to this documentation.  
 

18.2 Documentation relating to every application will be retained for a period of no more than six 
months. When the applicant has not been selected for interview, reasons for their non-
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selection must be kept in written form and will be retained as above. The applicant should 
be informed how their information will be processed, i.e. the information will only be 
processed as is necessary for recruitment purposes and where the applicant is successful, 
for the purpose of the employment contract. 
 



 

 

Appendix A 
Shortlisting Form Template  
 
To be completed by the recruiting manager in conjunction with the short-listing panel 
 

  
SHORTLISTING FORM 

POSITION: 
 

ADVERT 
REFERENCE:  

Applicant 
Number 

Qualifications Experience Knowledge 
Skills & 
Abilities 

Attitude & 
Disposition 

Other criteria / 
factor 

Short-listed      
Y/N? 

1 
  

          

2 
 

            

3               

4               

5               

6               

7               

8               

9               

10        

11        

12        

13        

14        

15        

 


