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1. Policy Statement 

1.1 Oaklands College accepts responsibility to ensure that all recruitment and selection is carried out 

in a fair and equitable manner. The success of the College depends upon recruiting effective staff 

and recognizes that a fair and consistent selection process will ensure the best person for the job 

is appointed.  

1.2. Recruitment refers to the overall process of filling a vacancy and selection refers to the way in 

which we decide which individual is suitable for that vacancy. When appointing staff, we take into 

account the following: 

• EDI Policy 

• Legislation including the Equality Act 2010 and the Data Protection Act 1998  

• Requirements for compliance with UK Immigration legislation 

• Keeping Children Safe in Education  

1.3. The College will ensure that the recruitment and selection of staff is conducted in a professional, 

timely and responsive manner and in compliance with current employment legislation and best 

practice. The College will provide appropriate training, development and support to those involved 

in Recruitment and Selection activities in order to meet this core principle. 

1.4. The College will promote best practice in recruitment and selection and will continuously develop 

its recruitment and selection practices to allow new ideas and approaches to be incorporated. 

1.5. The College will ensure that its recruitment and selection processes are cost effective. 

1.6. The objective of this policy is to determine what constitutes a fair recruitment and selection 

process and to guide management in complying with this effectively and safely. 

 

2. Scope of this policy 
 

2.2. This policy applies to all staff involved in the recruitment and selection of staff; this includes 

internal recruitment. It is the responsibility of the manager to ensure their staff familiarise / 

follow this policy. 

 

2.3. Appointments must be made in accordance with this policy and must, therefore, be subject to 

advertisement and selection. 

 

3. Purpose 
 

3.2. This policy is designed to ensure that the recruitment approval process is followed, and the 

selection process is carried out in a fair and equitable manner:  

 

• Ensuring equal opportunity for all candidates  

• Ensuring the best selection methods are engaged to appoint the best person for the job  

• Ensuring cost effective recruitment 

 

 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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3.3. The College policy is to recruit the best person for each vacancy using a fair, transparent, 

systematically reviewed recruitment and selection process. It is also essential that the College 

creates and maintains a culture of safe recruitment by having in place recruitment procedures 

that help deter, reject or identify people who might abuse children or young people. 

 

4. Principles 
 

4.1. In order to achieve this, the following principles and values are required:  

 

• Selection process must allow everyone an equal opportunity to participate and reasonable 

adjustments must be taken into consideration.  

• Selection methods such as the shortlisting criteria, questions used during interview, and tasks / 

micro-teach must be used for the selection process and relevant to the role.   

• Recruitment activity is within budget and has gone through the staffing request approval 

process.  

Legal Considerations: 

4.2. Equality 

4.3. The Equality Act 2010 prohibits discrimination on grounds of a protected characteristic (sex, race, 

disability, sexual orientation, religion or belief, age, pregnancy/maternity, marital status/civil 

partnership or gender reassignment). However, care should also be taken to ensure that part-timer 

workers and those on fixed term contracts are treated fairly.  

4.4. This is broadly interpreted, and unlawful discrimination may take a number of forms: direct, 

indirect, harassment, victimisation, discrimination by association and discrimination by 

perception. The candidate does not necessarily have to hold the protected characteristic 

themselves in order to bring a claim.   

4.5. A decision to shortlist, interview or offer employment will not take into account an applicant's 

trade union membership or non-membership. It is unlawful to refuse to employ someone purely 

because they have reached the State Pension Age or over, unless this can be objectively justified. 

4.6. Positive Discrimination  

4.7. Positive discrimination (selecting a candidate purely because they hold an under-represented 

protected characteristic) is unlawful, with the exception of employees on maternity, adoption or 

shared parental leave or at risk of redundancy, where special rules apply.  

4.8. However, employers are permitted to take positive action in favour of under-represented groups 

in the workforce: for example when advertising roles, or when choosing between candidates who 

are otherwise equally qualified. 

4.9. Data Protection 

4.10. Under the General Data Protection Regulations (GDPR) and other relevant legislation, 

unsuccessful candidates can request copies of any notes held on them that are stored in a 

structured way. Therefore, it is essential to record selection decisions in an objective and non-

discriminatory way (i.e. demonstrating where the candidate does/does not measure up as well as 

other candidates with regard to the skills and knowledge for the job).  

4.11. Notes of all interviews should be made using our standard documentation and should be kept 

on file for between six to twelve months after the selection decision is made. 

4.12. Safeguarding 

4.13. In line with its Safeguarding policy and relevant legislation, the College will seek to conduct its 

recruitment activities in line with Safer Recruiting best practice. This will include, where possible:  
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• Ensuring that adverts and/ or Further Particulars inform candidates that a Disclosure & Barring 

Service (DBS) will be required for the role in question;  

• Requesting that candidates complete an application form, so that standardised information is 

collected from all candidates;  

• Ensuring that interview panels probe any unexplained gaps in Application form  

• As appropriate, asking questions to establish a candidate’s suitability to work with children or 
young people;  

• As far as is practicable, conducting face-to-face interviews however Microsoft Teams is an 

acceptable alternative. 

• Taking up references from former employers, and/ or other relevant individuals; 

• Training managers in effective recruitment practices. 

 
 

5. Approval Process 
 

5.1. Before the process of recruiting a new member of staff can take place Recruitment must have an 

approved recruitment request. The Hiring process is below: 

 

Role Responsibilities 

Hiring Manager • Ensure a full completed staffing request has been submitted to 

staffing.request@oaklands.ac.uk 

• Produce a job description and advert that is in line with the college 

template and at an appropriate grade 

• Shortlist candidates 

• Hold interviews. 

• Give the verbal offer to the successful candidate 

Director of Faculty • Approve the staffing request via email, attend staffing request 

meeting 

Finance • Confirm whether job is in or out of budget 

Recruitment Team • Provide advice and support at every stage of the process 

• Process staffing request and advertise the job 

• Send shortlisting documents to Hiring Managers 

• Organise Interviews 

• Issue the formal conditional offer to the successful candidate 

• Obtain background checks inline with safer recruitment 

5.2. New Roles 

5.3. If a request is to recruit to a new role that does not currently exist, a Job Description and Person 

Specification will need to be created, templates for a job description can be requested through 

Recruitment.  

5.4. The new role must be matched to a salary scale on the Job family and the HR Manager should be 

consulted for advice prior to any recruitment request being submitted. The job description and 

salary proposal will need to be sent to your Director for review along with a completed staffing 

request. 

 

5.5. Resignations 

5.6. Before submitting a staffing request for a resignation, managers need to ensure resignations are 

forwarded onto the HR team so HR can process leaver paperwork to the employee.  

mailto:staffing.request@oaklands.ac.uk
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5.7. When submitting a staffing request please ensure the name of the employee leaving is highlighted 

on the staffing request. 

5.8. Internal Vacancies 

5.9. All internal vacancies will need to follow the approval process and will be subject to the advertising 

procedure as for all vacancies to ensure fairness and equal opportunity across the College. 

 

6. Job Descriptions 
 

6.1.  All job descriptions are available on the staff Intranet, person specifications are also included 

within the job description. These criteria should be assessed at interview stage through 

questioning and tasks if required. JD’s are set for each department and should not be edited as 
they link to the Job family. 

 

7. Advertising 
 

7.1. Vacancies will be advertised as standard via the Oaklands College Careers page, vacancies which 

are advertised internally will be advertised via the staff intranet and an all staff email will be sent 

with the advert information for staff to apply.  

 

7.2. Requests to waive the requirement to advertise a position in exceptional circumstances will need 

to be considered by the Vice Principal – HR and Organisational Development. 

 

8. Application Forms 
 

8.1. The application process will be co-ordinated by the HR department via the appropriate 

application form. 

 

8.2. The college reserves the right not to accept incomplete application forms. A curriculum vitae (CV) 

will not be accepted in place of the completed application form. In line with safer recruitment 

guidance applicants will be expected to provide a full employment history covering the period 

since leaving school, including education, employment and voluntary work) including reasons for 

any gaps in employment. 

 

8.3. All application forms and supporting information will be held for a period of six months. 

 

9. Selection Process 
 

9.1. The same recruitment process must take place for permanent, casual/bank, external and internal 

vacancies. 

 

 

 

 

 

9.2. Shortlisting 

 

9.3. All candidates will be shortlisted against the criteria set within the job description. Shortlisting 

should be carried out by a minimum of two people; one must be the hiring manager and the 

other a senior with experience and responsibility in the relevant area.  

 

9.4. Shortlisting must be returned to the Recruitment Team in a timely manner so that candidates 

can be given notice of interview. The hiring manager must sign and date the shortlisting grid and 
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return either via email or in personal, alternatively, Hiring Managers can shortlist candidates via 

FE jobs and inform a member of the Recruitment Team when finalised. 

 

9.5. Interviews 

 

9.6. Interviews will be set up by the Recruitment Team once they have received the completed 

shortlisting from the recruiting manager.  

 

9.7. The panel must consist of at least two people of suitable seniority and consisting of the recruiting 

Line Manager. At least one person on the interview panel must have attended the interview skills 

training or have proven previous experience within interviewing and have received the Safer 

Recruitment Training. 

 

9.8. The interview panel should establish what standard questions they intend to ask all candidates at 

interview and any points of clarification to be addressed to particular candidates arising from the 

applicant’s application Form. Throughout the interview the same questions should be asked of 

each candidate (although it is recognised that further probing questions may need to be asked in 

order to follow up particular issues). Those involved in the interview should make thorough notes 

throughout and assess the applicant’s suitability against the criteria on the Person Specification 
via their responses to the questions asked.  

 

9.9. Testing – selection tests will normally be specifically related to the job and should measure an 

individual’s ability to do or train for the job. As far as is practicable, candidates will be told in 

advance (as part of the interview invite) that they will be asked to complete a test and 

candidates should be asked whether any reasonable adjustments will be required to enable them 

to undertake the test. 

 

9.10. After each interview, the panel should score each candidate against the rating scale and the 

interview panel should complete the main scoring grid. All panel members should sign the 

paperwork. 

 

9.11. During the interview it is the responsibility of the hiring manager to make candidates aware 

of the need for a DBS check. It is College policy that all staff appointments are subject to an 

enhanced Disclosure & Barring Service (DBS) check. Any convictions, cautions, reprimands or 

final warnings which would not be filtered in line with current guidance should be declared at 

interview stage.  

 

9.12. Employment History gaps will be identified at the shortlisting stage and will be followed up 

during the interview process. Any gaps should be questioned during the interview and reasons 

for any employment gaps will be recorded on the interview form by the interview panel. 

 

 

 

9.13. The interview panel should be clear on the following: 

 

• What duties the candidate will be required to carry out i.e. the job description 

• The minimum skills, knowledge and experience the candidate should bring to the job i.e. the 

person specification.  

 

9.14. Reasonable Adjustments 

 

9.15. All candidates will be asked to inform the recruitment team of the need for any reasonable 

adjustments. These will then be put in place for the interview. 

 

9.16. Expenses 
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9.17. No expenses will be paid to any candidate for attending any part of the selection process. 

 

10.  Use of External Recruitment Agencies 
 

10.1. Where necessary (because of time constraints or skills shortages), consideration will be given 

to using external recruitment agencies. When this is the case, any agencies instructed will be fully 

briefed about the role and the College and supplied with information to provide to all potential 

candidates. 

 

11. Appointments 
 

11.1. Offer of Employment 

 

11.2. Offers will be made to the successful candidate only once the Recruitment Team receive the 

full interview paperwork. This includes the interview scoring grid with offer details and interview 

notes. 

11.3. The hiring manager will contact the successful candidate to make the offer of employment. 

11.4. Once this has been done, the Recruitment Team will follow up with the formal offer letter and 

details regarding the background checks. 

11.5. Unsuccessful candidates who are not appointed will be contacted by HR via email. The email 

will detail that they were unsuccessful and further feedback can be obtained from the recruiting 

manager a contact email will be provided to the candidate to request feedback.  

11.6. For internal recruitment, if an employee has attended an interview feedback should be 

provided directly from the hiring manager. It is recommended that the hiring manger meets with 

the employee to provide feedback either in person or by phone. 

11.7. Offers of employment are made in line with the College’s salary banding and are subject to 

satisfactory pre-employment checks. 

 

11.8. Withdrawing an offer of employment 

 
11.9. If, after careful consideration, it is decided to withdraw the provisional offer of employment, 

the grounds for withdrawal must be very clear e.g. due to unsatisfactory references or other pre-

employment checks. The offer of employment must be rescinded in writing. This decision must be 

made in conjunction with the Recruitment Manager or the HR Manager. 

 

 

 

12.  Pre-Employment Checks 
 

12.1. All New Appointments 

12.2. Any offer of appointment made to a successful candidate, including one who has lived or 

worked abroad, must be conditional on satisfactory completion of the necessary pre-employment 

checks.  

12.3. When appointing new staff, the College must ensure the following checks are completed prior 

to a start date being confirmed. 

 

✓ Verify the person’s right to work in the UK and the candidate’s identity – if the person has a 

valid UK passport then they will be sent a link to do this digitally via Yoti, if the person is not a 

British or Irish Citizen then they can prove their right to work with a share code or 

immigration documents. Further information can be found here - 
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https://www.citizensadvice.org.uk/work/right-to-work-in-the-uk/check-how-to-prove-your-

right-to-work-in-the-uk/ 

✓ Obtain an enhanced DBS certificate (including barred list information with the required 

workforce, for those who will be engaging in regulated activity). If the individual has lived or 

worked outside the UK in the last five years, we will make any further checks considered 

appropriate from the country of residence. 

✓ Obtain a separate barred list check (list 99 check) if required  

✓ Teacher Prohibition Check  

✓ Occupational health medical clearance 

✓ Verify professional qualifications as per job description 

✓ Online social media checks 

✓ Candidates will be asked to provide the details of at least two referees, one of whom should 

be their current or most recent employer. References will always be taken up on external 

candidates once an offer of employment has been made and accepted. If the applicant has 

worked in education previously and has not listed this as a reference, we will contact the 

candidate and ask to obtain a reference from the educational establishment. 

 
12.4. References should be received prior to any new employee starting work for us and it may be 

that we delay the start date of a new employee until the references are received and checked. In 

the event of a reference being unsatisfactory to us, we may withdraw the offer of employment. 

12.5. Staff appointed to work in the Residential and Springfield, Supported Learning and Landmark 

must have DBS clearance processed through the College before they start to work. 

12.6. All temporary, voluntary and agency/contractor employees will be required to have a 

satisfactory enhanced DBS clearance with the required workforce.  

12.7. A new enhanced DBS certificate will always be requested for volunteers, new employees, 

contractors/agency workers unless they have the correct enhanced DBS clearance registered to 

the update service. The update service will be checked by HR upon confirming a start date.  

12.8. Where a staff member’s/contractor/agency worker start date is before the DBS clearance has 

been received HR will required to undertake a ‘DBS Risk Assessment’. If a risk assessment is 
requested HR need to be in receipt of a previous clear enhanced DBS certificate. See Disclosure 

and Barring Service: Policy and Procedure for details around completing a risk assessment.  

12.9. For those staff in Residential provision, references are also telephoned to check the validity of 

the reference to ensure they match the completed application form. In addition to contacting 

references HR will contact all other organisations that they have worked at which involves work 

with children, young adults, vulnerable adults to check the reasons for leaving match the 

application. All questions asked and responses given will be recorded on the individual’s file, 
signed, and dated by the HR. 

 

12.10. Returning Oaklands Employee 

 
12.11. If a Oaklands College employee has more than 6 months break in service, there will be a 

requirement to complete a new DBS check. If the employee has worked outside of the College new 

references will need to be obtained. 

 

13.  Corporate and Teachers Induction 
 

13.1. Staff Induction is mandatory for all new employees, as well as a further attendance at Teacher 

Induction where applicable. See Probation Policy and Procedure for further details around staff 

induction.  

 

13.2. 24 Probation Policy and Procedure.docx 

https://www.citizensadvice.org.uk/work/right-to-work-in-the-uk/check-how-to-prove-your-right-to-work-in-the-uk/
https://www.citizensadvice.org.uk/work/right-to-work-in-the-uk/check-how-to-prove-your-right-to-work-in-the-uk/
https://oaklandsacuk0.sharepoint.com/:w:/r/sites/Quality/PoliciesAndProcedures/24%20Probation%20Policy%20and%20Procedure.docx?d=wd15682fd4a684659a7b2856b3fbe2763&csf=1&web=1&e=CMwJdn
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