
 
 
 
 
 
 
 
 

Staff Recruitment Policy 
 
 
 
 
 

Policy Purpose 
Swansea College aims to recruit and retain the best staff to enable us to deliver our courses at a 

variety of academic levels for all abilities. Our policy is to ensure that recruitment and selection 

decisions are based on the ability of the applicant to meet the requirements of the job 

description, person specification and any other relevant criteria. All applicants and employees will 

be treated fairly and according to this policy and procedure, and our relevant equality policies. We 

are committed to valuing diversity and promoting equality. 

 
 

Scope 
These procedures apply to all full-time and fractional appointments. The good practice elements of 

the procedure apply to all appointments, including hourly-paid teachers. 
 
 

Policy statement 
This policy provides the college with the flexibility to appoint high-performing staff using a 

competitive process underpinned by the principles of merit, equity, and transparency. In doing so, 

the college practices ethical, fair and impartial staff selection procedures, free from conflict of 

interest and characterised by confidentiality and respect for the privacy of an applicant’s personal 

information. 
 

A position description articulates the inherent requirements of the position to be performed. 

Selection criteria cover the skills, knowledge and experience, relevant leadership competencies 

and academic career pathway. Selection criteria, therefore form the basis of the assessment of 

an applicant’s capability to perform the inherent requirements of the position through the 

short-listing, interview and referee-checking process. 
 

Swansea College follows the principles and practices of “Safer Recruitment” as outlined in our 

Safeguarding policy and our Prevent policy. 
 

As our curriculum exemplifies British values and encourages those values, as well as promoting 

communication, friendship, self-esteem etc. All Swansea College staff receive safeguarding 

training which includes awareness of the Prevent program and their responsibilities.



Responsibilities 
The Principal and the admin staff are responsible for and inducting new staff. 
 

Merit 
Appointment is based on merit assessed against position description selection criteria. At the 

point of short-listing, the Principal must be satisfied that applicants are capable of performing the 

inherent requirements of the position through a comparative assessment of each applicant against 

the selection criteria. 
 
 

Equality 
All college staff involved in the recruitment and selection process are expected to practice the 

principles of equal opportunity and anti-discrimination which is consistent with the essential 

characteristics of the college’s mission and concern for social justice and equality. 
 
 

Confidentiality 
The confidentiality of the staff selection process must be maintained under all circumstances. 

Applications and refer reports must be stored securely and details of applications, interviews or 

any other aspect of the selection process should not be discussed outside the senior management 

team. Breaches of confidentiality and their impact on the college and individuals are regarded as 

serious matters. 
 
Application and personal information collected from applicants for advertised positions must only 

be used to complete the recruitment and selection process. 

 
 

Conflict of Interest 
A person who has or has had a close personal relationship with an applicant, or who has had any 

other non-work related interest shall not take part in any aspect of the selection process as it 

could lead to a potential or actual conflict of interest. In these circumstances, a person must 

decline an invitation or nomination to join a selection committee. 
 

Conflicts of interest may arise in situations where a person’s private arrangements, benefits, 

interests (whether financial or otherwise), personal circumstances or personal or family 

relationships could, or could be perceived to impinge on a person’s ability to act impartially. 
 
 

Procedures 
Statutory Requirements 
 
Current employment law imposes obligations on employers not to discriminate on the grounds of 

a protected characteristic; age, disability, gender reassignment, race, religion or belief, sex, sexual 

orientation, marriage and civil partnership, pregnancy and maternity. We are committed to taking



a positive and proactive approach to diversity and equality which extends beyond the statutory 

obligations. There is also an additional requirement to ensure that we comply with UK immigration 

rules and procedures. 
 

All potential members of staff must confirm that they have the right to work in the UK. Evidence 

of the right to work in the UK will be checked. All candidates who are selected for interview will 

be asked to provide suitable evidence when asked after their initial interview. In most cases, this 

will be a passport and/or work permit. If the candidate cannot provide either of these documents, 

they must discuss with the College what other suitable forms of evidence can be permitted. 

Failure to provide evidence of the right to work in the UK may result in withdrawal of the offer of 

employment. 
 

In addition, we will take into account the practical guidance and recommendations of non-

statutory codes of practice. 

 
 

Criminal Convictions 
All candidates are required to declare criminal convictions which are not ‘spent’. The 

Rehabilitation of Offenders Act 1974 enables some convictions to be ‘spent’, i.e. ignored, after a 

‘rehabilitation period’. The rehabilitation period is a set length of time from the date of conviction; 

after this period, with certain exceptions, an ex-offender is not normally obliged to mention their 

conviction when applying for a job. 
 
Post which is exempt from the Rehabilitation of Offenders Act 1974 must declare all criminal 

convictions whether they are ‘spent’ or ‘unspent’. 
 

Anyone who works with children will be checked through the Disclosure and Barring Service (DBS) 

as appropriate to their role and be registered with the Independent Safeguarding Authority 

 
 

The Recruitment Process 
The recruitment process is often the first experience an individual has of our college and it 

must be a positive one. These procedures are designed to: 
 

● Create a positive image to applicants who may be future employees, students or 
customers; 

● Give a clear understanding of our work and what will be expected of them as employees; 
● Enhance the quality of the candidate pool; 
● Reduce the risk of a bad selection decision. 

An essential component of the recruitment process is the literature prepared for candidates, such 

as job descriptions, person specifications and further details. 
 

First Step 
 
If an employee leaves or additional staff resources are required first check with the Principal to 

ensure there is support for filling the vacancy and that budget is available.



If the job is new, or the duties of the jobs have changed significantly over time, it may be 

necessary for the job grading to be reviewed; the outcome may impact on the budget required. 
 

If selection tools other than an interview are planned, these should be directly related to the 

requirements of the job, should be carefully selected, professionally designed and properly applied 

to ensure that there is no bias in the selection process. 
 
 

Job Description 
The job description: 
 

● Provides a ‘snapshot’ of the job at a given time; 
● Defines the job purpose and principal accountabilities of the jobs; 
● Indicates where the job sits within the organisational structure; 
● Outlines reporting relationships; 
● Changes as the job develops 

 
 

Person Specification 
Person specifications are designed to identify the qualifications, experience, knowledge, 

skills/competencies, and personal qualities required of the successful candidate to ensure the job 

is carried out effectively. It is crucial to the recruitment process that it is clear and precise since it 

outlines the criteria by which candidates will be shortlisted and selected. It is important to keep 

the person’s specification succinct. If candidates are not going to be assessed against a criterion 

during the recruitment process, then it shouldn’t be included. 
 

The person’s specification should make clear what is essential and what is desirable. Essential 

criteria are necessary prerequisites whilst desirable criteria are ‘nice to haves’ which would be 

advantageous for the candidates to possess. The person specification with the job description is 

used to provide a realistic basis for an advertisement. Time spent at this stage will help in 

subsequent stages of the process. 
 

Particular care must be taken when devising the criteria used in person specifications to ensure 

that these do not unlawfully discriminate against particular groups of people either directly or 

indirectly. 
 

Where a satisfactory DBS check is required for the post this should be specified as an essential 

requirement. 
 
 

Recruitment Advertisement 
The recruitment advertisement should be designed to: 
 

● Give a snapshot of the job; 
● Attract those applicants whose experience, qualifications etc match the requirements of 

the job and quickly eliminate those who do not; 
● Convey a positive image of our college as an ‘employer of choice.



The admin staff is responsible for providing a draft advertisement. It should be concise and 

interesting, aiming to have a maximum impact with a minimum of text. 
 

Applicants initially scan publications very quickly for 3 main things: 
 
Job title - Salary - Location 
 
This information should be followed by: 
 
The job (the main thrust of what the job holder will be doing or be expected to achieve) 
 
Key requirements – what the candidate needs to do the job e.g. essential and desirable 

qualifications, experience, background and personal qualities. 
 
 

Shortlisting 
Shortlisting should normally be carried out by at least two members of the selection panel, one of 

whom will normally be the Principal. 
 

The criteria set at the beginning of the recruitment process in the person specification must 

be used to assess all candidates as objectively as possible. 
 

Internal applicants ‘at risk’ should be shortlisted if they meet the essential criteria. The likely 

duration and cost of staff training and development will need to be taken into account in deciding 

whether the job would be suitable alternative employment for an ‘at risk’ applicant. 
 

Shortlisting is undertaken primarily by the Principal. Within 3 working days of receiving the 

shortlist, invitations will need to be emailed to the shortlisted candidates, and notify rejected 

candidates by email. To allow time for the interviews to be arranged and allow the candidates 

sufficient time to prepare, the shortlist should be confirmed at least 10 working days before the 

interview date. Reserve candidates will be invited should any of the preferred candidates 

withdraw. 
 
 

The Interview 
The interview aims to select the best candidate for the job. It is a two-way process during which 

the details of the job can be discussed and the candidate’s suitability assessed. 
 

Where the candidate’s application reveals any unexplained gaps in employment or 

inconsistencies, these should be explored with the candidate at the interview. 
 
 
 
Candidates will have been asked to bring with them to the interview their original qualification 

certificates plus a copy, which must be verified against the originals. Additional documents 

required include photo ID (passport, driving licence etc).



The purpose of collecting the above documents on the interview day is to ensure that any offer of 

employment may be accelerated. If the documents are not collected or are not available, 

additional time will be needed – which could result in a delay in any offers being made. 
 

Any gaps in employment or training should be explained satisfactorily. 
 
 

Formal Offer of Employment 
When all pre-employment conditions have been met, the admin staff will email the Principal 

to confirm that this is the case and will forward copies of the references to them to 

determine that they are satisfactory. 
 

It is the Principal’s responsibility to confirm by a reply email whether the references received are 

satisfactory and whether a formal offer of employment should be made. 
 

References should always be checked to ensure that: 
 

● Questions have been answered unambiguously – omissions should be followed up 
● Employment dates match those listed on the application form – discrepancies should be 

followed up and clarified. 
● The reference should include a statement detailing whether the candidate is suitable to 

work with those under 18s 
 
 

The Principal will then agree on a start date with the candidate and arrangements for the first 

day of work and then forward these details to the administration team by email. Paperwork will 

then be sent to the candidate within 3 working days. 
 
 

Induction 
Once an appointment is made, the administration team must ensure practical arrangements for 

the new member of staff are organised before their arrival such as their workspace. 
 

A local induction programme will also be planned for new members of staff in readiness for their 

first day. This should incorporate standard information/activities which are common to all staff 

within the department, plus elements which are specific to the role. 

 
 

Review of Policy and Procedure 
This procedure is subject to review in light of relevant developments in legislation and 

employment practice. We reserve the right to amend the procedure from time to time at our 

discretion. 


