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About this chapter 

Summary 

This chapter describes Recruitment and Selection policy and procedure for permanent and 

fixed-term employees. Refer to the table of contents, below, for a full list of topics covered. 

There is a Vacancy Checklist in the toolkit on the Intranet, which covers all the things you 

need to do throughout the Recruitment Process. 

Contents 

This document covers the following topics: 

1. Introduction ....................................................................................... 5 

2. Policy Statement ............................................................................... 5 

3. Scope ................................................................................................. 5 

4. Principles ........................................................................................... 6 

5. Legal considerations ........................................................................ 6 

6. What to do when a vacancy first arises .......................................... 8 

7. ‘Contracts’ of Employment and ‘Written Statements’ .................... 8 

8. Job Description and Person Specification.................................... 11 

9. The selection panel ......................................................................... 11 

10. Attracting candidates ...................................................................... 12 

11. Redeployment and ring-fencing ..................................................... 12 

12. Advertising....................................................................................... 13 

13. After the advertisement appears .................................................... 14 

14. Equalities monitoring ...................................................................... 15 

15. Shortlisting ...................................................................................... 15 

16. Inviting candidates to interview ..................................................... 16 

http://trustnet.learningtrust.co.uk/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
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17. The selection process ..................................................................... 16 

18. After the selection decision ............................................................ 17 

Appendix 1 - Recruitment flowchart ...................................................... 18 

Related information 

The following related documents, templates and forms are available in the toolkit on the Intranet: 

Related documents 

 Safer Recruitment in Education Settings 

 Employing Foreign Workers 

 Recruitment of Ex-Offenders 

 CRB Policy 

Forms 

 Job Description and Person Specification 

 Vacancy Checklist 

 Application Form 

 Shortlisting Grid 

 Interview Record Form 

 CRB Risk Assessment Form 

 Reference Request Form 

 CRB Consent Form for Release of Information 

 Pre-employment Checks Register 

 New Starter Checklist 

Sample letter templates 

 Application Pack Cover Letter 

 Reference Request Letter Template 

 Request for CRB Information Template (fax) 

 Confirmation of Start Date Letter 

http://trustnet.learningtrust.co.uk/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
http://trustnet.learningtrust.co.uk/humanresources/Documents/Safer%20Recruitment%20in%20Education%20Settings.pdf
http://trustnet.learningtrust.co.uk/humanresources/Documents/Employing%20Foreign%20Workers.pdf
http://trustnet.learningtrust.co.uk/humanresources/Documents/Employing%20Foreign%20Workers.pdf
http://trustnet.learningtrust.co.uk/humanresources/Documents/Employing%20Foreign%20Workers.pdf
http://trustnet.learningtrust.co.uk/humanresources/Documents/CRB%20Policy.pdf
http://trustnet.learningtrust.co.uk/humanresources/Documents/CRB%20Policy.pdf
http://trustnet.learningtrust.co.uk/humanresources/Documents/CRB%20Risk%20Assessment%20Form.doc
http://trustnet.learningtrust.co.uk.learningtrust.co.uk/Trust/Services/hr/Documents/CRB%20Consent%20Form%20for%20Release%20of%20Information.doc
http://trustnet.learningtrust.co.uk.learningtrust.co.uk/Trust/Services/hr/Documents/Request%20for%20CRB%20Information%20Template%20(fax).doc
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Version control 

The table below shows the history of the document and the changes made at each version: 

Version  Date Summary of changes 

1.0 November 2008 First published version. 

Distribution 

This policy is available on The Learning Trust‟s Intranet. 

http://trustnet.learningtrust.co.uk/humanresources/Documents/Recruitment%20and%20Selection%20for%20Schools.pdf
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1. Introduction 
This document has been produced for schools in order to provide: 

 A model policy for governing bodies to adopt; 

 Current advice on procedures that schools need to have in place regarding CRB 

checks and rechecks, including recommendations from the Bichard Public Enquiry 

Report and previous advice circulated to schools. 

The school has fully adopted the DCSF policy guidelines: „Child Protection: Preventing 

Unsuitable People from Working with Children and Young Persons in the Education Service‟ 

and Safeguarding Children: Safer Recruitment and Selection in Education Settings and has 

therefore based this document on its recommendations. 

Governing Bodies are requested to adopt the model CRB policy at a formally minuted meeting.  

Any variance from the model policy should also be formally minuted. 

2. Policy Statement 
The safety of children and young people is paramount and this school is fully committed to 

safeguarding and promoting the welfare of children and young people and to the rigorous 

implementation of Criminal Records Bureau (CRB) procedures and arrangements.  

All staff employed at the school since 1 March 2002 are subject to vetting under these 

procedures.              

3. Scope 
The Local Authority is the employer of staff based in community and voluntary-controlled 

schools but the Governing Body and Headteacher have delegated responsibility for recruiting, 

selecting and managing staff. In Voluntary-Aided and Foundation schools the Governing Body 

is the employer. 

For the appointment of Headteachers, Deputy and Assistant Heads (if applicable), the full 

Governing Body will establish a selection panel. A representative of The Learning Trust may 

also be present to offer advice. The panel will consider this advice before making any decision. 

The HR Team will advise on Headteacher recruitment. 

For the appointment of other teaching staff and support staff, the Governing Body, after 

deciding to recruit to the vacant post, will normally delegate this responsibility to the 

Headteacher. The Headteacher may wish to include Governors in the selection process 

depending on the post.  
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4. Principles 
Effective recruitment is fundamental to a school‟s success. Finding people with the necessary 

skills, experience, qualifications and attributes will enable the school to deliver its objectives 

and make a positive contribution to its values and aims. 

This procedure is designed to help appoint the best person for the job. It will also help to 

ensure that schools recruit a diverse workforce and will help to ensure that the process is cost 

effective. 

All posts will be advertised; this may take a number of different forms. The Headteacher and 

Governing Body are responsible for adopting the most appropriate method. 

The school recognises the need to increase the diversity of its workforce in order to reflect the 

community that we serve. Recruiters need to be fully aware of equal opportunities legislation 

and understand how discrimination can occur both directly and indirectly in the recruitment 

process. 

Where applicants indicate that they have a disability and they meet all of the essential 

requirements of the post, it is recommended that they should be guaranteed an interview for 

the post. 

The school‟s policy is to work towards ensuring that all those taking part in shortlisting, 

selection and interviewing have been appropriately trained in recruitment and selection 

techniques. Where this has not already been achieved, at least one person taking part in the 

process should have received relevant training. From a date to be agreed one of the panel 

must have undertaken the National College for School Leadership (NCSL) on-line training 

relating to „safer recruitment‟. 

5. Legal considerations 
Under the Sex Discrimination Act 1975, the Race Relations Act 1976, the Disability 

Discrimination Act 1995 and the Employment Equality (Religion or Beliefs) (Sexual 

Orientation) Regulations 2003, it is unlawful to discriminate directly or indirectly on the grounds 

of gender, race, marital status, disability, religion or beliefs, or sexual orientation in 

employment. This includes applying requirements or conditions which have a 

disproportionately disadvantageous effect on people of a particular racial group, marital status 

or with a disability unless these can be justified. In terms of gender this also covers any 

“provision, criterion or practice” that may be applied. The legislation makes it unlawful to apply 

pressure to discriminate or to apply discrimination through another person.  
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Under the Race Relations Act 1976 employers are able to take positive action, for example, 

encouraging employees and applicants and providing training for employees, to encourage 

members of black and minority ethnic groups to apply for jobs in areas of employment where 

they are underrepresented. Employers are also able to appoint members of a particular racial 

group where membership of this group is a „genuine occupational requirement‟ for the job. For 

instance, where the job-holder provides people of that racial group with personal services 

promoting their welfare and where these services can be most effectively provided by a person 

of that racial group. Similar provisions apply under the Sex Discrimination Act 1975. 

Under the general duty of the Race Relations (Amendment) Act 2000 employers have a 

requirement to eliminate unlawful racial discrimination, promote equality of opportunity and 

good relations between people of different racial groups. Employers have a specific 

employment duty to monitor progress in achieving race equality. If existing minority ethnic 

employees have equal opportunity to secure promotion there is an argument that internal 

recruitment could be a positive outcome. Any change in arrangements must include 

maintaining access to job opportunities to black and minority ethnic applicants and other 

under-represented groups, for example, people with disabilities and, in the case of more senior 

and professional jobs, to women. 

Under the Disability Discrimination Act 1995 employers are required to make reasonable 

adjustments, where it is practicable and reasonable to do so, to help the candidate to compete 

in the selection process and to enable a successful candidate to meet job requirements. 

The Rehabilitation of Offenders Act 1974 provides that if a convicted person completes a 

specific period without being convicted of further offences the conviction may be regarded as 

being „spent‟. These sentences do not have to be revealed and may not be used as grounds 

for exclusion from employment. However, jobs that involve work with children and vulnerable 

adults are exempt from the provisions of the Act. In practice this means that for all school-

based posts, applicants are required to disclose any criminal convictions when applying for a 

post. Disclosure of convictions, either by the applicant or as a result of the CRB check, will not 

necessarily exclude an individual from employment. Employment decisions should have 

regard for the nature of the offence committed. In all cases where criminal convictions are 

disclosed advice should be sought from the school‟s HR Business Partner.  

Under the Asylum and Immigration Act 1996 it is an offence to employ a person without an 

entitlement to work in the UK. See Employing Foreign Workers.  

Recruiters must comply with the Data Protection Act 1998 for job applicants. Therefore 

appropriate security measures should be taken to prevent unauthorised or unlawful 

processing, disclosure, destruction, loss or alteration of information.  

It is unlawful to refuse employment on the grounds of trade union membership or non- 

membership. 

Further guidance on the legal aspects of recruitment and selection is available from school‟s 

HR Business Partner. 

http://trustnet.learningtrust.co.uk/humanresources/Documents/Employing%20Foreign%20Workers.pdf
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6. What to do when a vacancy first arises 
The arrangements made for recruitment and selection must be appropriate to the needs of the 

job, the nature of the vacancy and the job market. They must be lawful and follow good 

practice. Before preparing to fill a post the Headteacher/Governing Body should: 

 Consider whether the post still required or needed in its present form. 

 Decide what type of contract is appropriate. 

 Revise or prepare the Job Description and Person Specification. 

 Consider who will be involved in the recruitment process. 

 Draw up a clear and realistic timetable for recruitment, taking account of advertising 

media. 

 Decide how to attract candidates. 

See  

Appendix 1 - Recruitment flowchart, on page 18. 

7. ‘Contracts’ of Employment and ‘Written Statements’  
A ‘contract’ of employment exists when an employer and employee agree the terms and 

conditions of employment. This is often shown by the employee starting work on the terms 

offered by the employer. Both are bound by the agreed terms. A contract need not be in 

writing, but employees are entitled to a ‘written statement of the main particulars’ of their 

employment, more commonly called the „written statement‟. The written statement is not in 

itself a contract but provides information on the contract‟s main terms. So although some 

organisations use the phrases inter-changeably, the contract of employment is wider than just 

the written statement. 

The „written statement‟ must be given within two months of the date employment begins. A 

qualifying employee who is dissatisfied because they have received no written statement may 

refer the matter to an employment tribunal. So it is very important that the written statement is 

created accurately and sent to the employee for signature within the required timescale. 

Before employment begins it is important to be clear about what type of contract is needed 

apply. The contracts are available on the Intranet. 

Permanent contracts 

The most common type of contract is a permanent, open-ended one. The assumption is made 

that the contract will continue indefinitely, although provision is made for termination by notice 

by either party. Termination can take place for redundancy, disciplinary or capability reasons 

but proper policies and procedures for doing this should be followed. The employee‟s 

termination is usually due to movement to another job. 
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Fixed-term contracts 

Fixed-term contracts should be used for specified periods of time or when employment will end 

when a specified task has been completed, or a specified event does or does not happen. 

Examples include employees covering for maternity leave and peaks in demand and 

employees on task contracts such as setting up a database.  

A fixed-term employee accrues the same rights as a permanent employee if he or she 

accumulates sufficient continuous employment. This may be acquired through a series of 

separate fixed-term contracts, even in different schools across the country. 

In any event, the use of successive fixed-term contracts is limited to four years from 10 July 

2002, unless the use of further fixed-term contracts is justified on objective grounds. If you 

think you have objective grounds for extending a fixed-term contract beyond four years you 

should alert your HR Business Partner in good time to ensure that the matter is handled in 

accordance with the law on fixed-term working. 

You should make employees on fixed-term contracts aware that permanent vacancies are 

published on the School Vacancy Bulletin and on TrustNet. 

The non-renewal of a fixed-term contract concluded for a specified period of time is considered 

a dismissal in law. Employees on these task contracts of one year or more have a right to a 

written statement of reasons for the dismissal and also the right not to be unfairly dismissed. 

If a fixed-term contract lasts two years or more and it is not renewed, by reason of redundancy, 

the employee also has a right to a redundancy payment. Any redundancy waiver that is 

included in a fixed-term contract which was agreed, extended or renewed after 1 October 2002 

is invalid and you should contact your HR Business Partner as a matter of priority. 

You need to diarise fixed-term contracts coming to an end so that you can give the employee 

proper notice. This applies even if the end date has been fixed from the start of the contract. 

Unless the contract is being renewed, you will need to complete a leaver‟s form in the usual way. 

Casual staff 

Casual staff should only be used when the school cannot, or does not need to be bound into 

guaranteeing a minimum number of hours work each week and the requirement is just for a 

short spell. In return, the casual employee is not bound to accept offers of work. The most 

common types of casual staff in education are cleaners, lunch-time supervisors, supply 

teachers and teaching assistants. 

Casual employees can accrue employment rights in certain circumstances, so you are advised 

to ensure that casual contracts are only used when the requirement is truly casual i.e. short 

term, intermittent and with no mutual obligation to offer or accept work. 

Whatever the type of contract, you will also need to specify the working arrangements which 

will apply – either to the initial contract, or to subsequent variations. 
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Full-time, part-time and other arrangements 

The most common variable is whether an employee is working full-time or part-time. The law 

protects part-time workers from less favourable treatment than comparable full-time workers, 

unless this can be objectively justified. This means part-timers are entitled, for example, to the 

same hourly rate of pay, access to pension schemes, entitlements to annual leave, 

maternity/parental leave and contractual sick pay (on a pro-rata basis) and to no less favourable 

treatment in access to training. 

Other arrangements common in education are: 

 38 weeks a year (term time). 

 39 weeks a year (term time plus one week). 

 40 weeks a year (term time plus two weeks). 

 Full year/52 week working (i.e. working all year around). 

The working arrangements will be reflected in the written statement in accordance with your 

instructions on the appointment and variation forms. 

Varying contracts 

An existing contract cannot be varied except by mutual consent. This is often straightforward 

e.g. when a pay increase is awarded, or when an employee is promoted. Like the initial written 

statement, subsequent variations are also actioned by the School‟s HR Business Partner (or 

your own HR provider). Notification of a variation to an existing contract must be given to the 

employee at the earliest opportunity, and in any event within one month of the variation.  

As with appointments, it is essential that the payroll amendment forms for contract variations 

are fully and correctly completed as certain information has to be included by law. 

Termination 

If it is necessary to terminate a contract of employment to achieve a business change we would 

normally recommend making the affected employee a simultaneous offer of employment on the 

new terms. In such circumstances, the law requires the employer to consult employees and their 

elected representatives properly, honour collective agreements and, if it becomes necessary, to 

ensure that the correct notice periods and notifications are in place. 

If you have a business requirement to change an employee‟s terms and conditions and you do 

not have, or do not anticipate having, the employee‟s consent to vary the existing contract, 

then please involve your HR Business Partner early.  
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8. Job Description and Person Specification 
The Headteacher/Governing Body should ensure that they are clear about the content of the 

job and the attributes the job holder needs to undertake it. The Job Description and Person 

Specification are therefore an essential part of the preparation for recruitment. The Job 

Description should clearly state: 

 The main duties and responsibilities of the post. 

 The individual‟s responsibility for promoting and safeguarding the welfare of children 

and young persons that they are responsible for or come into contact with. 

The Person Specification should: 

 Include the qualifications, skills and experience and any other requirements needed 

to perform the role in relation to working with children and young people. 

 The competencies and qualities that the successful candidate should be able to 

demonstrate. 

 Explain how these requirements will be tested during the selection process. 

The school will use the standard format for Person Specifications. For support staff, if a Job 

Description is new or has been significantly revised, advice regarding grade and salary scale 

should be sought from School‟s HR Business Partner as all positions must be evaluated 

through the Greater London Council Job Evaluation Scheme. 

The Job Description and Person Specification is in the toolkit on the Intranet. 

9. The selection panel 
Establishing who will be involved in the shortlisting and selection decision is important to 

ensure the availability of panel members. The panel composition may change at selection 

stages. However all selection decisions should be taken by at least two panel members and to 

ensure consistency, it is recommended that panel members are involved throughout the 

selection process. It is also recommended that at least one panel member has had relevant 

recruitment and selection and Safer Recruitment training, and that wherever possible the panel 

should reflect the diversity of the workforce. 

For the appointment of a Headteacher, Deputy and Assistant Heads (if applicable), the full 

Governing Body will establish a selection panel. A representative of The Learning Trust may 

also be present to offer advice. The panel will consider this advice before making any decision. 

http://trustnet/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
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10. Attracting candidates 
There are many different forms of advertising; the purpose of the advertising method is to: 

 Attract a pool of suitably qualified applicants. 

 Dissuade those who are not qualified from applying. 

 Present the school as a good potential employer. 

 Make clear the requirements of the post. 

 Meet the legal requirements of good recruitment practice. 

It is important that schools have a diverse workforce that reflects the local population with the 

optimum mix of skills and experience. Good recruitment and selection practice must be 

adopted to enable applicants to demonstrate their ability regardless of race, gender, age, 

disability, marital status and sexuality. 

Headteachers should adopt a more targeted approach to vacancies so that consideration is 

given to: 

 The likelihood of making a successful internal appointment. 

 Internal staff development needs. 

 The workforce profile in terms of diversity in the department/service where the 

vacancy has occurred. 

 Data on workforce composition and previous job applicant history for this 

employment group. 

Schools should consider investing in positive action to: 

 Encourage applications from under-represented groups. 

 Offer targeted development opportunities to employees from groups that are under-

represented at senior levels. 

11.  Redeployment and ring-fencing 
The school is committed to minimising compulsory redundancies and redeploying employees 

who are at risk of redundancy. One way of achieving this is to redeploy employees at risk to 

other jobs within the school or other schools. In these circumstances employees are given 

priority consideration and would not compete in the normal way with external candidates. 

However, they would still have to demonstrate that they meet all of the essential requirements 

of the Job Description and Person Specification through the school‟s selection process. We 

strongly recommend that schools consider this option which ensures that skilled and 

experienced staff are retained. 

Refer to the School‟s Organisational Change Policy. 

http://trustnet.learningtrust.co.uk/humanresources/Documents/Organisational%20Change%20Policy.pdf
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If a Headteacher/Governing Body wishes to ring-fence a post, further advice should be sought 

from the school‟s HR Business Partner. Ring-fencing limits the number of applicants to a 

defined pool. It may be considered appropriate for example where: 

 The vacancy is being offered as a redeployment opportunity in a redundancy 

programme. 

 There is no overall increase in headcount due to a matching arrangement in a 

restructuring exercise. 

  An existing fixed-term contract is expiring. 

12. Advertising 
The normal practice should be for all posts to be advertised externally and internally. However 

there may be some exceptions according to the circumstances e.g.  

 Appointments of less than 6 months, where practical, should be advertised 

internally and considered for external advertising. 

 Appointments over 6 months should be advertised internally and externally. 

This policy is a positive step forward designed to create opportunities for employees to apply for 

internal promotion and career development opportunities. Headteachers/Governing Bodies have 

the discretion to advertise simultaneously in internal and external media relevant to the vacancy, 

where it is considered that this will help to attract a more appropriate pool of candidates.  

All adverts will detail the following (where appropriate): 

 Job title. 

 Salary (or rate of pay) including allowances. 

 Hours of work. 

 Where the post will be located. 

 Outline of essential requirements of job i.e. skills, qualifications, experience. 

 Statement about the schools commitment to safeguarding and promoting the welfare 

of children and young people. 

 Closing date for receipt of applications. 

 Expected interview dates. 

 Contact details and process for obtaining an Application Form. 

All Headteacher appointments must be advertised nationally.  

Foreign workers 

Particular stipulations apply when employing foreign workers. It may be necessary to conduct 

a „resident labour market test‟ and advertise the post to settled workers for a set period. Please 

refer to Employing Foreign Workers for further information.  

http://trustnet.learningtrust.co.uk/humanresources/Documents/Employing%20Foreign%20Workers.pdf
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13. After the advertisement appears 
It is important that applicants for posts receive as much information about the job and the 

school as is reasonably possible in order to both inform them and attract them to apply. 

Therefore, as a minimum a recruitment pack should comprise of the following: 

 Application Form. 

 Job Description. 

 Person Specification. 

 Conditions of service leaflet (support staff only). 

 Covering letter. (There is an example Application Pack Cover Letter in the toolkit on 

the Intranet). 

 School prospectus (or other details, including the school‟s current position e.g. 

Ofsted reports, restructuring, new building etc). 

 Copy of the school‟s Equality and Diversity Policy. 

 Copy of the Criminal Records Bureau Convictions guidelines. 

The covering letter should thank applicants for their interest in the post, detail the closing date 

for applications and confirm the expected interview date. It should also advise that if they have 

not received a response within two weeks of the closing date, that they should assume that 

they have not been shortlisted. 

Any CVs sent in response to specific job advertisements should be acknowledged within two 

working days of receipt. Applicants should be sent a recruitment pack and be advised that a 

standard Application Form must be completed, but that they may wish the CV to be included 

as supporting information.  

Note: CVs should not be accepted without a completed Application Form in any 

circumstances. 

http://trustnet/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
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14. Equalities monitoring 
The Application Form contains a section for Monitoring Equal Opportunities. 

Recruitment monitoring is central to the effective implementation of your school‟s Recruitment 

and Selection Policy and the equal Opportunities action plans. The collection and analysis of 

recruitment monitoring statistics at the end helps to provide the information necessary to 

gauge the extent to which our policies and procedures are succeeding and any action which is 

required.  Monitoring should include the specific requirements under the Race Relations Act 

1976 but also gender and disability. Given the high level of internal appointments, it is 

important to monitor recruitment and selection procedures to ensure that discriminatory 

practices are not occurring. 

The analysis of recruitment monitoring data will help inform the Local Authority and schools on 

the success of recruitment activities and highlight areas for improvement, for example to 

increase the diversity of applications made. You will also receive a copy of the relevant section 

of the regular reports produced as a result of this analysis. 

To ensure that you meet your legal obligations, ensure that: 

 The Monitoring Equal Opportunities section of the Application Form is separated 

from the Application Form before shortlisting. 

 Individual Monitoring Equal Opportunities Forms are collected in relation to a particular 

vacant post and kept separately for monitoring purposes for a period of 6 months. 

15. Shortlisting 
Shortlisting should not begin until after the closing date and should be undertaken by a 

minimum of two members of the selection panel. The Headteacher/Governing Body has a 

responsibility to make sure that: 

 Candidates are shortlisted only against agreed criteria from the Person Specification 

(weighted as appropriate) using information contained in the application. 

 A record of the shortlisting process is made. 

 The final selection can be justified. 

 Applicants are advised promptly that they have been shortlisted by inviting to interview. 

The Shortlisting Grid is in the toolkit on the Intranet. 

http://trustnet/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
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16. Inviting candidates to interview 
It is recommended that applicants should be advised if they are selected for interview at least 5 

working days before it is to take place. Consideration should be given to extending this period 

where the selection process includes other exercises, for example the preparation of presentation 

materials. Letters inviting applicants to interview will include the following information: 

 The specific selection arrangements, including the name/position of the panel members. 

 Location and time of the interview. 

 Timetable/programme for the interview and selection process. 

 Details of any pre interview preparation or tasks required of candidates. 

 Information regarding the availability of equipment e.g. computer display, OHP, flip chart. 

 A contact name and telephone number. 

 An interview expenses claim form (payment of interview expenses is a choice for 

individual schools‟ Governing Bodies). 

 Map and car parking arrangements. 

 A request for details of any special requirements that will enable candidates to 

participate fully in the selection process e.g. signer for hearing-impaired applicants. 

 The requirement to bring any certificate of qualifications essential for the post. 

 The requirement to produce identification and if necessary any documents relating 

to the applicants right to work in the U.K 

17. The selection process 
Selection decisions will be based on a range of selection tools. These will include application and 

interview and may also include work-based exercises, presentations or psychometric tests. 

The Headteacher/Governing Body will determine the selection methods to be used. They 

should also ensure that: 

 Panel members have the relevant documentation. 

 Arrangements are in place for candidates with a disability. 

 Selection activities address the Job Description and Person Specification. 

 The structure of the interview is appropriate to the post to be filled and that a range 

of questions have been prepared. 

 Interview notes are taken by panel members. 

 Panel members assess candidates against the essential and desirable criteria in the 

Person Specification at the end of the interview process. 

 An accurate record of the selection decision must be kept and any rating system 

must be justifiable.  

 Selection activities and decision are conducted by a minimum of two people at all times. 
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Where criminal convictions have been declared by the candidate at application, or are 

subsequently disclosed through the CRB check, the Headteacher should contact the Schools 

HR Team for advice. There is a CRB Risk Assessment Form in the toolkit on the Intranet, 

which should be used to consider whether the offences affect any offer of employment. 

If the candidate is related to someone already employed by the school, then all recruitment 

decisions should have regard for ensuring that no conflict of interest arises.  

An Interview Checklist and Interview Record are on the Intranet. 

The recruitment process is a two way process in which the Headteacher/Governors assess the 

candidate and the candidate can assess the school as a potential employer. It is therefore 

advisable to ensure that the candidates are: 

 Advised about the selection process and methods. 

 Understand how they will be assessed. 

 Given the opportunity to ask questions. 

 Find out about the job. 

 Be advised on how and when they will be informed of the selection outcome. 

18.  After the selection decision 
The successful applicant will receive a verbal offer no later than 5 working days after the 

interview, except in exceptional circumstances which will, wherever possible, be explained to the 

candidates. 

An offer letter confirming the appointment will be issued within 3 working days of the verbal offer. 

All offers are subject to pre-employment checks (see Pre-employment Checks Register) and 

receipt of satisfactory references (there is a sample Reference Request Letter Template and 

Reference Request Form in the toolkit on the Intranet). Written particulars will be sent as soon as 

possible by the school after that but at least within 8 weeks after employment has commenced. 

Before confirmation of a verbal offer for teaching posts the school will check if a qualified teacher 

is registered with the General Teaching Council. 

Unsuccessful candidates will be advised no later than 3 working days after the successful 

applicant has accepted the post. They will be offered feedback on their interview. 

Application forms for all applicants, accurate records of interview decisions on the standard form 

plus any other notes, test results (where appropriate) and references for shortlisted candidates 

will be retained for at least 6 months after the interview has occurred. 

Any complaints relating to the school‟s recruitment and selection procedure from external 

candidates should be addressed through the school‟s complaints procedure. Complaints from 

internal candidates should be addressed through the school‟s Grievance Policy. 

There is a New Starter Checklist in the toolkit on the Intranet, which covers all the things you 

need to do to complete the appointment. 

http://trustnet.learningtrust.co.uk/humanresources/Documents/CRB%20Risk%20Assessment%20Form.doc
http://trustnet.learningtrust.co.uk/humanresources/Documents/Pre-employment%20Checks%20Register.xls
http://trustnet/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
http://trustnet.learningtrust.co.uk/humanresources/Documents/Documents/grievance%20policy.pdf
http://trustnet/humanresources/Documents/Recruitment%20and%20Selection%20Toolkit.zip
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Appendix 1 - Recruitment flowchart 

  
 
 
 
 
 
    
 
 
 
 
 
 
 
  
      

 

APPENDIX 1A 

 

Review Job Description 

and Person 
Specification. Seek 

advice on job 

evaluation if required 

Consider 

specialist 
advert, e.g. 

TES? 

Contact Schools 

HR for advice 

VACANCY 

ARISES 

 

ADVERTISING 

REDEPLOY 

AT RISK 

STAFF 

Are staff at 

risk? 

Consider internal 
recruitment prior to 

advertisement 

Yes 

No 

Yes 

Place advert in 
press and internal 

bulletin 

APPLICATION 

PACKS 

Application pack 

requests logged 

and issued within 

24 hours 

Respond to requests 

for informal discussion 

about post 
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CLOSING 

DATE 

STAGE 

Any at risk 
candidate 

applied? 

No 

No further action 

required 

Yes 

SHORTLISTING 

Note – at risk candidates who 

meet the essential criteria will 

be shortlisted 

Shortlist candidates against the 

Person Specification, record on short 

listing matrix. 
 

Disabled candidates who meet the 

essential criteria should be 
shortlisted. 

INVITE TO 

INTERVIEW 

Prepare interview 
schedule, issue 

invite to interview 

letters. 

PRE 

INTERVIEW 

Prepare interview questions, interview 

record forms and presentation/tasks. Copy 
applications, ensure sufficient for panel 

members. 
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INTERVIEW 

Issue reject after interview letter to 

unsuccessful candidates. 

Request references for successful candidate. Ensure 

identification and qualification checks completed. Issue 
offer letter and initiate pre-employment checks – see 

vacancy check list. 

PRE-

EMPLOYMENT 

CHECKS 

Send appointment/payroll form to 

Schools HR, with copy of 

Application Form 

Have satisfactory 
references been 

received? No 
Contact schools 

HR for advice. 

Yes 

Letter and statement of 

particulars issued by 

Schools HR. 

Has CRB and 

medical 
clearance been 

received? 

Yes 

Appointment form 

forwarded to payroll 

No HR contact Headteacher 
to advise. Decision made 

to either confirm or 

withdraw offer of 

appointment. 

Interview shortlisted applicants, ensure that 

notes are taken/scores recorded.  
STAGE 


