RECRUITMENT POLICY AND PROCEDURES
1. 
The organisation Flora Stevenson After School Club is firmly committed to equal opportunities by promoting equality and diversity whilst eliminating discrimination. Any form of discrimination against an employee or job applicant relating to the characteristics protected under the Equality Act (2010) will not be tolerated.
All job applicants will be assessed solely on their capability to carry out the requirements of the post on offer, based on justifiable, objective criteria which are clearly related to the job role.
2. 
This commitment influences practice at the advertising stage for new posts in that a variety of types of publications and internet sites will be used (within overall advertising budget for the post and geographical locality of the post) to ensure that underrepresented groups are able to access information on vacancies for posts.  Application packs include:
Confidential equality and diversity monitoring form, job descriptions, application form, person specification, a brief background sheet on the organisation and the post(s) on offer.  If a candidate requires assistance for interview this will be arranged, however we do not ask specific questions about disability or illness on the application form.
3. 
Short listing criteria will be set out for each post, which must be completed for each candidate for the purposes of openness and accountability of the selection process.  Those appointed to shortlist will do so without the equality and diversity monitoring and personal information sections with name/address/gender/age/ethnic background details being made available to them. Unsuccessful applications will be kept in archive files, with relevant short-listing form, for a period of six months. 
4.
Short listing criteria will be used to select a list for interview. The organisation will only interview candidates who meet the criteria for the post. 
5.
For permanent and fixed term posts where the organisation is the main employer, the appointments to short list and/or interview panel will contain: 
· Relevant member(s) of staff with expertise and/or management responsibility for the post, For example the floor leader can carry out interviews for the playworker role. With a secondary interview with the Assistant manager/ Manager/ Operations assistant.
 
· For student placements, internships, temporary posts, consultants and contractors and engaging bank staff, the Manager, with input from senior staff, is authorised to conduct recruitment processes and interview, without committee members involvement, but ensuring they are informed of such appointments at the regular committee meetings.
· Any Flora Stevenson After School Club staff member or committee member involved in the selection process in any way must declare an interest and withdraw from the processes if any of the candidates are known to them through any relationship which may be seen to influence their ability to make impartial and fair judgements during the selection process.
· Any member of staff or the committee intending to apply for a vacant post should immediately inform the manager and retire from any involvement in the planning, preparation and decision-making processes relating to employment with the organisation.
6. 
Interviews will use the same format, tests and overall questions for each candidate, with relevant supplementary questions on specific experience and skills for individual candidates. The panel (3 – 4 at most) will share questions.
Panel members must take part in pre interview briefings meetings arranged and agree the following code of conduct:
Flora Stevenson After School Club
Aims to welcome candidates for interview for posts and to give them the opportunity to show how their skills and experience matches the requirements for the post. This includes interviews conducted online via a video call application.  All candidates will be treated with courtesy and respect and be allocated the same amount of time, format of interview, and style of questioning. 
All interview panel members will be committed to our equal opportunities policy and be familiar with relevant employment legislation and good recruitment practice (Safer Recruitment Through Better Recruitment, Care Inspectorate & SSSC, 2023), including good interviewing and assessment skills. Inexperienced panel members will be willing to take part in relevant training and mentoring, and will follow guidance issued at pre interview briefing meetings.
All panel members agree that no inappropriate or irrelevant questions or comments will be made to candidates (e.g., childcare arrangements) and that judgements will be made solely on the basis of the criteria for the post.
All interview assessments will be made through a combination of criteria score sheets and interviewer’s notes.  The panel will decide on the best candidates and notes will also be kept of the discussion. All interview notes and forms will be kept in confidential archive files for a maximum of six months.
7. 
All appointments will be subject to enhanced disclosure checks (PVG membership). Appointments will be offered on condition of satisfactory assessment of such checks.

8. 
All offers of appointment will be made subject to at least two satisfactory references; one of which must be from the candidate’s current or most recent employer. These will be sought immediately after the acceptance of the candidate of the provisional offer. All new appointments to the organisation carry a 6 month probationary  period unless the post is for under 12 months then it is two month trial period. All candidates for posts to the organisation have to demonstrate a commitment to equal opportunities.

9. 
If either:
· The conditional offer is not accepted by the candidate or,
· The references (or disclosure check) are unsatisfactory
The offer of appointment will go to the next best suitable candidate interviewed. Who in turn will be subject to take up of references and enhanced disclosure check.
If no other suitable candidate is available, a second round of recruitment should be undertaken and or, in the case of difficult to fill specialist posts, secondments sought from relevant agencies.
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