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RECRUITMENT POLICY 
 

Introduction 
All recruitment and selection activities will be carried out in a fair, consistent, effective and 
professional manner. An effective recruitment process contributes directly to the continuing success 
of Lockleaze Neighbourhood Trust. In addition, it is the responsibility of the Trustees to ensure that 
this policy and procedure complies with all relevant legislative and other related policy requirements. 
 
The Trust is committed to applying its equal opportunities policy at all stages of recruitment and 
selection. Shortlisting, interviewing and selection will always be carried out without regard to the 
protected characteristics as specified by the Equalities Act 2010 and set out in our Equalities and 
Diversity Policy. Unless positive discrimination has lawfully been allowed for certain specific posts. 
 
Normally appointments must be made in accordance with this policy and must, therefore, be subject 
to advertisement and interview. The Trustee’s must approve any exceptions in advance of formal 
appointment. Financial approval for the establishment of a new post or the filling of a vacancy must 
be obtained from the Treasurer before recruitment commences. 
 
The Trust will seek two written references from every candidate. The Trust will also seek documented 
evidence of the candidate’s right to work in the UK. Any offer of employment is subject to timely 
receipt of satisfactory responses to both. 
 
New Jobs and Job Vacancies 
When a vacancy arises, the current job description for that post will be reviewed by a representative 
of the Trustees and the Chief Executive, to ensure this still fits the role. Any changes to job 
descriptions must be approved by the board of Trustees. 
 
If the Trust decides at any point to create a new post, a representative of the Trustees and the Chief 
Executive will meet to decide on the job description and terms of employment. This must be 
approved by the board of Trustees before the job is advertised. 
 
In the event of a vacancy or a new job, current members of the Trust staff may apply through the 
same avenues as external candidates but there is no right of first refusal. The exception to this is 
when a member of staff has been ‘acting’ in a role, in which case they may be offered it on a 
permanent basis without external advertising, at the discretion of the board of Trustees. 
When employing temporary or casual staff, this policy continues to apply. However, the board may 
choose to fill the post by means other than advertising. 
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Job Description and Person Specification 
Every post, including temporary or casual posts, will have a job description and person specification 
agreed by the Trustees and available to candidates at the application stage. This will include, but is 
not limited to: 

 Job title 
 Where the role will be based 
 Hours of work including any special conditions (eg, evening work) 
 Annual salary 
 Position in organisational structure 
 Job purpose 
 Key responsibilities and accountabilities 
 Essential and desirable skills, knowledge, qualifications and experience, whether voluntary or 

paid 
 A note that indicated that, as duties and responsibilities change, the job description will be 

reviewed and amended in consultation with the postholder 
 An indication that the postholder will carry out any other duties as are within the broad 

scope and purpose of the job as requested by the line manager or Trustees. 
 
The person specification should be clear and related to the job but not restrictive or excessive. It 
should be able to be used by candidates to decide their own suitability for the post before applying, 
and by the selection panel to make an objective decision about candidates. 
 
Job description and person specifications must adhere to all relevant equalities legislated unless 
exemption is granted (for example, under the Sex Discrimination Act). 
 
Advertising Vacancies 
Advertisements will be designed and placed so as to attract as wide and diverse a candidate pool as 
possible. In particular, advertisements will be placed on relevant websites and in any appropriate 
free advertising venues. 
 
For temporary, short-term or casual posts, the Trust may choose to advertise only in free venues. 
 
Advertisements will include the closing date for applications and a contract email, phone number, 
name and address for an application pack. 
 
Application Pack 
The application pack will be available to all interested candidates, via post or email as preferred, and 
in large text if necessary. The Trust will take all reasonable steps to make it available in a format 
suitable to any candidate with a disability. 
 
The application pack will include but is not limited to: 

 Job description and person specification 
 Application form 
 Equal opportunities monitoring form 
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 Covering letter 
 Closing date 
 Contact details to which to send completed applications, including whether email 

applications will be accepted 
 
Processing of Applications and Short-Listing 
All completed application forms will be kept strictly confidential; paper copies will be stored in a 
locked filing cabinet and digital copies on a password-protected computer. 
 
A selection panel of at least one member of the board of Trustees, the Chief Executive and line 
manager or current post-holder where possible, will be agreed prior to the job being advertised. 
Once the closing date has passed, the panel will meet to shortlist candidates. This decision will be 
made against the essential and desirable criteria, and a note attached to each application form 
specifying reasons for inclusion or rejection from the shortlist. 
 
All monitoring forms will be separated from application forms prior to short-listing commencing. 
 
All candidates, whether short-listed or not, will be informed by email or telephone on the status of 
their application. Short-listed candidates will be informed in the email or call of: 

 The date, time and location of their interview 
 What this will consist of (e.g. any additional tests, a presentation) 
 Any paperwork or evidence (e.g. of qualifications) that they need to bring to the interview 
 Who to contact to confirm attendance or notify of any problems  
 Candidates will also be asked if they need any adjustments in order to attend 

 
Where reasonable, the Trust will be flexible for candidates who cannot attend on the agreed date 
and time, but does not guarantee that they will be able to meet a candidate’s timing requirements. 
 
Interviewing 
The panel will agree in advance who will ask each question to avoid overlap or repetition. 
 
All candidates will be asked the same questions, based on the person specification. Supplemental 
questions may be asked to probe further into a candidate’s answers, or seek clarification. Answers 
will be recorded on a paper form by all members of the panel. 
 
Candidates for permanent or senior positions will be asked to complete a short test related to their 
post as part of the interview. This will be included in assessment of candidates. 
 
Interviewers will not ask about any candidate’s personal circumstances. All candidates will be given 
the opportunity to ask questions at the end of the interview. All candidates will be notified of when 
they can reasonably expect to hear if they have been successful or not. 
 
Disabled Candidates 
Where the candidate being interviewed has a disability for which adjustments may need to be 
considered, the candidate’s requirements should be discussed with them once the planned 
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questioning is complete. The outcome of these discussions must not influence the consideration of 
the candidate’s application. If the disabled candidate best meets the person specification, 
consideration must be made regarding what would be ‘reasonable adjustments’ to accommodate 
the needs of the person in question. On considering these, if it is considered that the adaptions 
needed would not be deemed ‘reasonable’ under the Equality Act, the chair of Trustees will draft a 
letter to the candidate explaining why the adaptions cannot be made. Reasons for not making 
adjustments to the working environment must be both material and substantial, and must be 
documented. 
 
Selection and Rejection 
The panel will, immediately after the final interview, or within twenty-four hours if this is not possible, 
meet to compare candidates to the person specification and make a decision on who should be 
offered the position. Interview notes and a note explaining why a candidate was accepted or 
rejected will be attached to each application form, which will be stored under the Trust’s data 
protection and confidentiality policy. 
 
One member of the panel will contact the chosen candidate by phone to offer the position and 
answer any questions. The candidate may, at their request, have no more than one working day to 
consider and accept or reject the offer. 
 
If the first choice candidate rejects the offer, the panel may offer the position to the second choice 
candidate, if one has been selected. If there are no other suitable candidates or no suitable 
candidates after interview, the panel may reject all candidates and re-advertise the post. 
 
Once the chosen candidate has accepted the post, all other candidates will be contacted by email or 
phone to inform them that they have been unsuccessful and offer feedback on their application if 
they request it. 
 
The senior member of staff will then write to the successful candidate to confirm their provisional 
offer of employment, subject to satisfactory references, confirmation of right to work in the UK, and 
(if applicable) DBS disclosure being received. This letter will also give the proposed start date and 
time (which may have been discussed and agreed with the candidate prior to sending a letter). 
 
The senior member of staff will then write to the candidate’s references to request a written 
reference. The candidate will be asked to complete a CRB disclosure form on their first day of work. 
Previous criminal convictions do not necessarily bar someone from working for the Trust; decisions 
on this will be made on a case by case basis by the board of Trustees. 
 
All employees will be asked to sign a contract by the first day of work for the Trust. This will be 
signed by the chair of the Trustees, and one copy given to the employee for their records. The 
original will be retained on the employee’s file. 
 
The Trust does not normally operate a probationary period. An exception may be made at the 
discretion of the board of Trustees. In this case, the probationary period will not exceed six months. 
 


