Recruitment and Selection Policy m

The aim of this policy is to set out the minimum requirements of a recruitment
process that aims to:

e Attract and select the best possible applicants to vacancies
e Meet statuary requirements of the Equality Act 2010

e Treat all applicants fairly and clearly.

Advertising

The medium engaged for recruitment of staff will be determined depending on the
role being recruited. This may include recruitment agency, press or web based
employment platforms.

All our adverts will include details of our equality & diversity policy and our
commitment to ISO quality standards and a job description.

Job application pack / recruitment materials

Any person enquiring about the post will be asked in the first instance to forward an
up-to-date copy of their CV.

Short-listing

We shortlist all candidates against the person specification for the post.

We welcome applications from all sections of the community. Applicants will be
considered on the basis of their suitability for the post, regardless of their marital
status, age, gender, culture, religious belief, ethnic origin or sexual orientation.

Interview stage

Interviews will be face to face or remotely through a virtual platform.

At the interview, all candidates will be questioned using the same set criteria
and questions. The questions will be formulated from the essential criteria listed in
the job description. Candidate’s answers will be scored.

Candidates will always be required
e to explain satisfactorily any gaps in employment
e to explain satisfactorily any anomalies or discrepancies in the information
available

The interviewers will then select the most suitable person for this position based on
these scores and their knowledge.

Each candidate will receive communication from the Jack Lunn stating whether they
have been successful or not.
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Employment checks

The successful candidate will be offered the position subject to at least two
references from previous employment. These references must be received before
the candidates commences their position at Jack Lunn.

Referees will be sought directly from the referee. References or testimonials
provided directly by the candidate will never be accepted. Referees will always be
asked specific questions about the dates the candidates were formerly employed or
known.

Induction

At induction each candidate will be required to prove their identity against photo ID
(for example a passport, birth certificate or driving licence) and produce all
necessary documents to prove they are eligible to work in the UK.

For all new staff, a clearly structured induction programme is in place. The
programme includes ongoing training, shadowing and opportunities to read and
discuss policies and other processes and procedures.

At induction new staff members will be advised what is to be expected of them
during the induction period.

At the end of the induction period, the employee will receive confirmation in writing
stating whether the employees work and conduct during the induction period has

been satisfactory. At this stage the employee’s position will either be confirmed, the
probation period will be extended or further

Signed: ... Position: Director

Date: ..o
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