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Engage, inspire, achieve

Introduction

Everyone within Community Learning Partnerships has a responsibility for and is committed to safeguarding and
promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected
from harm.

This policy is the first step to safeguarding and Community Learning Partnerships are committed to a robust
recruitment and selection procedure to ensure that all staff, volunteers and sessional workers are appropriately
screened prior to appointment. The policy is to help deter, reject or identify individuals who may be unsuitable
to work with children, young people and adults by having such procedures in place when appointing new
employees or volunteers.

Aims and Objectives

Community Learning Partnerships believe that safer recruitment contributes to a safer workforce, and we will

ensure that:

e Any emerging post or vacancy is considered with the welfare of the children, young people and adults where
a service is provided.

e The duties expected of the post, and the required qualities of the post holder, reflect our commitment to
promoting and safeguarding the welfare of others and are in keeping with good employee relations practice.

e \Wemake clearourcommitmentin alldocumentation relatingto the recruitment process, including advertising,
candidate information and application forms.

e Ourapplication form also enables us to gather information about suitability at an early stage by asking specific
and direct questions and that the best possible individuals are recruited based on their merits, abilities and
suitability.

e We scrutinise all applications and undertake relevant checks relating to suitability, character, qualifications,
skills and identity.

o Wetake up references priorto employment and will follow up on any vague orambiguous statements

Interviews are held even where there is only one candidate, and all interview panels have at least one member

trained in safer recruitment practice.

Alljob applicants are considered equally and consistently and are treated fairly in line with the charity’s

Inclusion, Equality and Diversity Policy.

We comply with all relevant legislation and guidance relating to safeguarding, prevent and Disclosure &

Barring Service (DBS).

e Anopen andtransparent approach is taken when recruiting and we will endeavour to recruit the best and
most suitable applicant for the position.

Employees involved in the recruitment and selection of new staff and volunteers are responsible for
familiarising themselves and compliance with this policy.

The recruitment and selection of new staff and volunteers will be done in a professional, timely and responsive
manner and in compliance with current employment, safeguarding and prevent legislation.
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Roles and Responsibilities

Itis the responsibility of the Senior Executive to ensure that:

e This policy is reviewed to ensure that it remains effective for the recruitment of all new staff and
volunteers.

e Saferrecruitment procedures are followed, and appropriate checks carried out on all staff and volunteers, in
line with DBS and safeguarding policies.

e The welfare of children, young people and vulnerable adults is considered at every stage of the procedure.

e The Trustees delegate responsibility to the Senior Executive to lead on all appointments and involve trustees
or management where necessary.

e Trustees willbe involved with the recruitment process for senior posts as required.

Recruitment and Selection Procedure

o New and replacement staff posts must be authorised by the Senior Executive.

e Before recruiting new staff, the type of contract they are to be hired under will be agreed i.e., full-time/part-
time, fixed-term or permanent, along with salary and hours.

e Recruitment of new staff will only take place when the type of contract has been agreed, a job description
and person specification has been created and a salary/hours package approved by the Senior Executive.

Advertising

e The Senior Executive will ensure that the vacancy is advertised correctly, with all relevant details, including
the Community Learning Partnerships’ commitment to safeguarding and welfare of vulnerable groups.

e Arecruitmentadvertisement will be prepared, in liaison with relevant members of staff.

e Expenditure for anyrecruitment advertising must be authorised by the Senior Executive.

e Inidentifyingthe most suitable recruitment advertiser this willbe done depending onthe level of the post. The
most commonly used advertising platforms are Indeed, Leeds City Council, Doing Good Leeds, social
media and any other relevant identified recruitment sites for the post to be advertised.

e Arecruitmenttimetable for each post must be agreed in consultation with the selected individuals on the
panel, stating closing, shortlisting and interview dates.

e All advertisements should include the job title, length of contract, hours and salary, requirements and
qualifications needed for the role and details of how applicants can apply. Also detailed in the advertisement
is our commitment to safeguarding and equality together with confirmation that where relevant to the post,
they will be subject to DBS check.

e The advertisements will also be displayed on Community Learning Partnerships’ website and social media
sites such as Facebook, Twitter, and LinkedIn.

Applications
Staff application forms require all sections to be completed including questions about their academic and full
employment history, including their suitability for the role. CVs are not accepted.

The staff application form includes a declaration relating to convictions and working with children, young people
andvulnerable adults. Applicants are made aware that providing false information may resultin their application
beingrejected, offer of employmentrevoked or dismissalif the applicantfails to disclose or provides information
which later is found to be misleading or untrue.

Staff application forms (Appendix 1) are available for download via the charity’s website or can be requested and
sent via email. Application packs include application briefing notes, job description, person specification and
application form. Packs can also be adapted to individual needs when requested.

Volunteer application forms include questions on why the applicants wish to be a volunteer and the skills and
experience they will bring to the role. The form also includes a declaration relating to convictions and working
with children, young people and vulnerable adults. Applications are available to download from the charity’s
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website or can be provided by email/mail.

Where there are any gaps within employment history, this will be explored and questioned at interview as to the
explanation and reasons for this, responses will be considered.

Job Description and Person Specifications

Job description and person specifications are key documents in the recruitment process and clearly and
accurately set out the duties, responsibilities, and essential and desirable criteria required for the position. Both
documents must be in place for each position.

References
For staff posts, references will be requested for those applicants successful atinterview.

A set reference form template is issued asking specific questions as to whether they believe the applicant is
suitable for the job for which they have applied and whether they have any reason to believe they are unsuitable
for the post and the work they are to carry out.

References will be taken directly from the referee and any anomalies, ambiguities or conflicting information
between the reference and the application will be followed up directly with the referee. Direct contact by phone
will be undertaken to clarify. Checks on emails received to ensure they are returned from the person and email
address the request has been sent to.

References will always be sought and obtained directly from the referee and their purpose is to provide objective
and factual information to support appointment decisions. All references will be made available to the panel
following interviews, in order for them to make an informed decision.

If for any reason references are not taken prior to interview, any decision to offer the post must be conditional
upon suitable references and DBS certificates being received.

All offers of employment will be subject to the receipt of a minimum of two references. One of the references
must be the applicant’s current or most recent employer. Referees must not be relatives.

For volunteer placements, 2 references are requested and must be received before the placement begins.

Shortlisting

Applicationsreceived willbe carefully scrutinised. Thiswillbe conducted by the panel, consisting of at least three
people who will be involved in the full recruitment process, one of which will be safer recruitment trained. Safer
recruitment training will be renewed every three years.

Each application will be evaluated by the panel against the shortlisting sheet created (Appendix 2). This will
address the essential requirements of the person specification and job description and required skills for the
role and highlight any discrepancies for discussion at interview should the candidate be selected.

For internal applications an expression of interest (EOI) will be requested and, providing the details received in
this EOl demonstrate the individual has the relevant skills and experience for the advertised post, they will
automatically be shortlisted for interview.

Personal details of each applicant are removed prior to shortlisting and replaced with a candidate number. This
ensures that Community Learning Partnerships’ Equality, Diversity & Inclusion policy is adhered to, and a fair
selection process is applied.

When the shortlisting process is completed, the shortlisting sheet is retained for reference and used to give
feedback if requested.
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Interviews
For staff posts, shortlisted candidates will be invited for an interview, giving at least five days’ notice of the
interview date.

Aninvitation to interview will be sent to all shortlisted candidates detailing:

e thetime oftheinterview,

e the location (with link to location)

e parking arrangements

e the anticipated duration of the interview together with the expected structure (e.g., any group discussions,
presentation, delivery observation etc).

This letter will also ask if any special requirements or adjustments are needed.

Interviews will be held face to face wherever possible, with a minimum of three interviewers on the panel, and at
least one trained in safer recruitment practice. This will allow a decision to be made regarding an appointment
should there not be a unanimous agreement.

The interview process will allow the panel to assess the individual against the requirements of the person
specification and job description and clarify anything further from details given within the application form. Itis
an opportunity to explore the applicant’s ability to carry out the position they have applied for.

Duringthe interviewthe panel willexplore any anomalies or gaps which have been identified to satisfy themselves
that the chosen applicant can meet safeguarding criteria. A question regarding the understanding of
safeguarding and actions taken regarding a cause for concern will be asked as a statutory question.

If a disclosure is made on the application form regarding any previous disciplinary action, allegations, cautions
or convictions, this will be discussed in further detail with the applicant during the interview process. The panel
willthen consider the information provided and the circumstances of the individual case to assess whether this
affects the applicant’s suitability for the role in which they have applied.

The same process will be applied should the need arise to conduct interviews virtually.

The Interview Process

e Interview packages will be issued to each panel member, which will include a copy of the vacancy
advertisement, job and person specifications, interview schedule, shortlisting sheets (with comments) and
interview questions set by the panel, in the standard form (Appendix 3).

e Each candidate will be scored accordingly by each individual panel member against their answers to the
questions set.

e Rooms will be booked in advance of interviews and any other activity which is to take place (e.g., group
discussion, activity, presentations).

e Atthe end of the interview process the panel will discuss as a group the perceived strengths and
weaknesses of each candidate and assess the scores against their responses to questions asked. At this
stage appointments will be made on the panel’s assessment against the applicant’s suitability, shortlisting
scoring, interview scoring and content of references (if available).

e Copies of interview notes will be appended to application forms and retained for future reference, which may
relate to the fairness of the interview/selection process and for feedback.

For volunteer roles, applicants will be met face-to-face by the individual project managers to ensure their
suitability for placement on individual projects.

Rejections
Copies of all informationrelating to decisions are appended to application forms and for the successful
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candidate it will be keptin personnelfiles.

All correspondence relating to applicants that were unsuccessful through the recruitment process will be kept
for a maximum of three months and then will be destroyed in line with the charity’s document retention and
disposal policy, complying with GDPR and Data Protection regulations.

Offer of Appointment

Once an appointment has been decided, we will issue an official offer letter and contract of employment, along
with personal details and payrollforms. The initial offer will be made subject to

satisfactory references (if notyet received) and relevant checks, such as identity/right to work, qualifications
and DBS certificate information (where relevant to the role).

The letter of appointment will contain the following information: position, salary, mutually acceptable
commencement date (if not known, ask for urgent confirmation), length of probationary period, reference to any
meetings required prior to the starting date, whether it is afixed term, temporary or permanent contract.

The successful applicant will be required to accept the offer in writing (email acceptable) and return a signed
contract of employment, agreeing to the terms and conditions offered.

The new starter’s commencement of employmentis conditional on the following:

e Acceptance of the offer and signed contract received, agreeing to terms and conditions.
o \Verification of the applicant’s identity.

e Thereceipt of two satisfactory references (one from current or most recentemployer).

e Disclosure &Barring Service (DBS) certificate (as relevantto the role).

e Originalcertificates of qualification/training have been seen and copies taken.

Apersonnelfile checklistis used to track and ensure all relevant documentation has been received.

The Rehabilitation of Offenders Act 1974

The act does not apply to positions which involve working with children, young people, or vulnerable adults and
therefore, where relevant to the post, any convictions and cautions which would normally be considered ‘SPENT’
must be declared when applying.

DBS (Disclosure and Barring Service) Check
The charity will apply for a basic, standard or enhanced DBS check for eligible posts. Where relevant to the role

a check on the Children’s or Adult’s barred list will be carried out.

An employee can commence employment, prior to a DBS disclosure certificate being received, but must not
be unsupervised, in regulated activity until this has been received.

Volunteers on the Let’s Read Programme are not permitted to start in school until a satisfactory DBS certificate
has been received and the original seen by the school.

New staff and volunteers are encouraged to register with the DBS update service, to ensure that their disclosure
is portable and can be checked online for any updates since the original certificate was issued.

Itis the charity’s policy to re-check staff and volunteer DBS certificates every three years.
Please refer to the DBS policy for further information.

COVID Safety
Community Learning Partnerships will implement COVID safety measures if necessary within the office.
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Details of this will be shared with interviewees in advance of their interview to enable them to prepare.
Employee COVID safety manual will be shared with successful applicants prior to commencing in post if
appropriate.

Proof of identity, Right to Work in the UK & Verification Checks

Identification for all new employees and volunteers is required to be verified prior to commencing in role.
Original identification documents such as passport, driving licence, birth certificate etc. must be seen as proof
of identity. If Right to Work checks are required, this will be done in accordance with the Immigration, Asylum
and Nationality Act 2006. Where there has been a change in name then documentation such as marriage,
adoption or deed poll certificate will be required as evidence.

Medical Fitness

An equal opportunities questionnaire and health questionnaire are issued to all new employees, which asks
questions relating to medical fitness, to ensure that we are aware of any medical or health issues and to
ensure that the relevant support is given, or adaptions made. This information may be shared with the
appointed First Aiders, if necessary.

Induction programme

All new staff will be subject to a new starter induction, during which they are given an induction pack, relevant
policies and procedures and an employee handbook. Following this induction, on the job training and
shadowing will be provided.

All volunteers receive an induction and relevant training. Please refer to the Volunteer Policy for further
information.

Personnel Files

Electronic personnel files will be created for new members of staff and volunteers, which include all
paperwork associated with the appointment. These are kept securely in line with data protection, handling,
storage and GDPR policies.

Personal details are stored securely in locked cabinets and only available to authorised personnel. Electronic
data has restricted access.

Application details and interview notes on unsuccessful applicants will be held for a period of 3 months and
then destroyed in line with the charity’s Document Retention and Disposal Policy.

Ongoing Employment

Safer recruitment and selection are just the start of employment and is part of a bigger framework. The
organisation provides ongoing training and support for all staff. All staff appointed are subject to a 6-month
probationary period, with reviews at 3 months and 6 months. Please refer to the Performance Management
Procedures for further information.

(Created by: Lisa Metcalf, Senior Manager - HR Date: 17" June 2008
Reviewed by: Jon Hosegood (Trustee) Date: 25/10/2024
/Amended by: Debbie Banks and Jenny Harris Date: 11/12/2024
IApproved by: Leadership Team Date: 11/12/2024
Version: 9




APPENDIX 1

Please complete this
form in type or black
ink

Engage, inspire, achieve

COMMUNITY LEARNING PARTNERSHIPS
APPLICATION FOR EMPLOYMENT

Post applied for

Where did you see the vacancy advertised?

PERSONAL DETAILS

Surname Forename(s)

Address

Postcode

National Insurance Number

Email

Home telephone number: Mobile:

Are you subject to UK Immigration Control? Yes No
If yes, do you have an unrestricted entitlement to take up employment in the UK? Yes No D

If no please give details

Please give details of any
unspent criminal
convictions

| EDUCATIONALDETALS

Please give details of secondary schools, colleges etc (starting with the most recent)

Name & address of Institution Dates Qualifications gained with grades

From To
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TRAINING AND DEVELOPMENT

Please use the space below to give details of any training or non-qualification-based development which is relevant
to the post and supports your application.

Training Course Course Details (including length of course/nature of training)

CURRENT MEMBERSHIP OF ANY PROFESSIONAL BODY/ORG

Please give details:

CURRENT EMPLOYMENT/MOST RECENT EMPLOYER

Please include any previous experience (paid or unpaid)

Name and Address of Present Employer Start Date Job Title
Current Salary £
Period of Notice Required

Main Duties

Date left if applicable
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‘ Reason for leaving

|

PREVIOUS EMPLOYMENT

Name & address of Employer Dates Main Duties

From To

Reason for leaving

Name & address of Employer Dates Main Duties

From To

Reason for leaving

Reason for leaving

Reason for leaving

FURTHER INFORMATION




Please provide below how you best meet the requirements of the post as outline in the person specification. You
should provide examples and evidence of previous relevant experience and how you have used specific skills. Please
continue on a separate sheet if necessary (maximum of 1 additional side of A4).

REFEREES (one should be current or most recent employer)

(1] 2]

Name: Name:

Occupation: Occupation:

Address: Address:

Postcode: Telephone no: Postcode: Telephone no:
Email: Email:

Relationship: Relationship:

Can your referees be contacted if you are selected for interview? 1. Yes/No 2. Yes/No
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OTHER DETAILS

Do you hold a driving licence valid in the UK? Yes No

Do you have access to a vehicle for work use? Yes No

Please give dates when you are not available for interview

DECLARATION

Statement to be signed by the applicant
Please complete the following declaration and sign it in the appropriate place below.

| give consent that the personal data provided within this application can be used by Learning Partnerships to process
my employment application and they can hold my personal data in line with General Data Protection Regulation
(GDPR) and Data Protection Act 2018.

| understand that the data obtained during the recruitment process will be kept until a final decision on my application
has been made and in the event this is unsuccessful my data will be destroyed after a period of three months.

| confirm that all the information given by me on this form is correct and accurate and understand that if any of the

information | have provided is later found to be false or misleading, any offer of employment may be withdrawn or
employment terminated.

Signature Date

The personal data provided on this document will be held for recruitment / employment purposes. It will be processed, stored
securely and kept for no longer than is necessary for the purposes in which it is provided, in accordance with the Data Protection
Act 2018 and General Data Protection Regulation.
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Appendix 2

° SHORTLISTING SCORING GRID
Y
Job Title:
partnershlps
Panel member(s): Date of Shortlisting:

e Each member of the panel should score each candidate against the person specification criteria for the position. Scores should then be added up and used when making a decision on
who to shortlist for interview.
e Those candidates that score the highest are to be shortlisted for interview.

Scoring — candidates should be scored as follows:

0 Criteria not mentioned. No examples given. ‘ 1 ‘ Partially meets the criteria ‘ 2 ‘ Criteria met in full

“ [Formatted: Indent: Left: 0 cm
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Appendix 3

S

Engage, inspire, achieve

INTERVIEW SCORING GRID

Job Title:

Date of Interviews:

Candidate Name:

Panel members:

e Each panel should consist of at least 2 people, one of which must be trained in safer recruitment practices.
e Each member of the panel should make notes and score each candidate. Scores should then be discussed, added up and used when making a decision.

Scoring — candidates answers should be scored as follows:

(1] )
examples given.

No answer given or answer completely irrelevant. No

Some points covered, not all relevant. Some examples
given.

Good answer. Relevant information. All or most
points covered. Good examples.

A few good points but main issues missing. No
examples/irrelevant examples given

Some points covered. Relevant information given.
Some examples given.

Perfect answer. All points addressed. All points
relevant. Good examples.

The Interview

Introductions of panel

Person specification criteria

Panel
member

Question

Score

Comments/Notes (0-5)

Score from task

Task

Welcome and Introductions
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Person specification criteria

Panel
member

Question

Comments/Notes

Score
(0-5)

Equal Opportunities

Safeguarding
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Person specification criteria

Panel
member

Question

Comments/Notes

Score
(0-5)

Flexible / adaptable

You will be required to attend board meetings, which
may on occasions be outside normal working hours,
could you confirm you can be flexible and adjust working
hours to meet demands of the role?

Summary of skills, experience,
knowledge

Is there anything further you would like to say that would
influence us to select you for the position?

Contractual

Hours are [ ] per week.

Salary: [E ] per annum full time salary / actual [£ ]
[Flexible working days]

[Preference of days/hours to be worked?]

Benefits:

Contributory pension scheme
Health Care scheme

Death in service

Birthday day off

Extra day’s leave at Christmas

Contractual

Notice period /commencement date?
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Person specification criteria Panel | Question Score
Comments/Notes
member (0-5)
Any questions?

Additional information / comments:
Now give the candidate an opportunity to ask any questions that they might have and answer them.
Ending the interview:
. Thank the candidate for attending the interview.
. Let them know what happens next i.e. when you will be making your decision and how you will be letting them know the results (candidates who have attended the

interview should be made aware of your decision either way).
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