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Recruitment and Selection Policy and Procedure
Inspire South West
Next Review Due: August 2027 (or earlier if required)

1. Purpose
The purpose of this policy is to ensure that Inspire South West recruits and promotes the most suitable individuals through a fair, transparent, and consistent process that is free from discrimination. This policy aims to uphold equality, promote diversity, and ensure compliance with relevant employment and safeguarding legislation.

2. Scope
This policy applies to all existing staff and individuals applying for employment or promotion within Inspire South West, including permanent, temporary, part-time, and sessional roles.

3. Policy Statement
Inspire South West is committed to creating a diverse and inclusive working environment. Recruitment and selection processes will be conducted in accordance with the Equality Act 2010, ensuring no applicant or employee is treated less favourably due to protected characteristics, including:
· Age
· Disability
· Gender reassignment
· Marriage or civil partnership
· Pregnancy and maternity
· Race
· Religion or belief
· Sex
· Sexual orientation
All appointments and promotions will be based on merit, assessed against objective criteria relevant to the role. The organisation will take steps to ensure its recruitment practices support equality, inclusivity, and safer recruitment principles.

4. Equal Opportunities and Monitoring
Inspire South West monitors the composition of its workforce and applicants to identify trends, gaps, or barriers to inclusion. Data is used to inform positive action strategies, ensure compliance with equality duties, and foster an inclusive recruitment culture.

5. Advertising Vacancies
· All vacancies will be advertised internally and externally to encourage a wide pool of applicants.
· Notices will be displayed on staff noticeboards and digital platforms to reach employees, including those on long-term leave.
· Adverts will state clearly that applications are welcome from all suitably qualified individuals, regardless of background or personal characteristics.

6. Application Process
· Application forms will request only information relevant to the role.
· Questions regarding health or personal information (e.g. for pensions) will be asked only after a conditional offer is made, in compliance with the Equality Act 2010.
· Application forms will be accessible and reasonable adjustments will be provided where required in accordance with the Equality Act 2010.
Applicants will be required to provide a full employment history, including an explanation for any gaps in employment, education or training. Any gaps, discrepancies or inconsistencies relevant to safeguarding will be explored during the recruitment process.

7. Shortlisting and Screening
· Candidates will be shortlisted against the role’s essential and desirable criteria, as outlined in the job description and person specification.
· All applications will be reviewed using consistent criteria to ensure fairness.
· Records of the shortlisting process will be retained for 12 months by the HR Department in line with UK GDPR and data protection obligations.

8. Safer Recruitment
Inspire South West is committed to safeguarding and promoting the welfare of children and young people. Recruitment will follow the principles set out in:
· Keeping Children Safe in Education (KCSIE), current statutory guidance (KCSIE 2025 until 31 August 2026 and KCSIE 2026 from 1 September 2026)
· Working Together to Safeguard Children (2026)
· Rehabilitation of Offenders Act 1974 (Exceptions Order 1975, as amended)
Safer recruitment checks will be proportionate to the role and will include, where applicable, verification of identity, enhanced DBS and children’s barred list checks, prohibition or other relevant professional checks, right to work, qualifications, employment history and references.
As part of due diligence, Inspire South West may carry out an online search on shortlisted candidates in accordance with current KCSIE guidance. Candidates will be informed that this may take place, and any relevant matters identified may be explored at interview.
Any gaps in employment history, discrepancies, anomalies or concerns arising from the application, references, checks or online search will be explored and satisfactorily resolved before appointment.
Please refer to the organisation’s Safer Recruitment Policy for detailed procedures.

9. Assessment and Testing
Where appropriate, applicants may be asked to complete role-relevant assessments. All tests will:
· Be directly linked to the competencies required for the role.
· Be applied consistently to all shortlisted candidates.
· Avoid any content that may result in indirect discrimination.
· Be retained with interview records for one year.

10. Interviewing Process
All interviews will be conducted fairly and consistently:
· No assumptions or discriminatory practices will be made based on protected characteristics.
· Questions will focus solely on the skills, knowledge, and experience relevant to the role.
· Interview panels will consist of two or more individuals and, where possible, reflect gender diversity.
· Evaluation forms will be completed for each candidate and retained for 12 months.
· Feedback will be offered to all unsuccessful internal candidates.

11. Promotions and Internal Progression
· Opportunities for promotion and career development will be widely advertised.
· All staff will have access to training and experience to support career progression.
· Promotion decisions will be based on objective, measurable criteria such as performance and potential.
· Staff will not be disadvantaged for declining previous opportunities.
· Feedback will be provided to support continuous professional development.

12. Training and Development
All staff, including part-time and fixed-term employees, will have equal access to training and development opportunities. Managers involved in recruitment will receive training in:
· Equal opportunities and unconscious bias
· Safer recruitment
· Providing constructive feedback

13. References
· All external candidates must provide two satisfactory references, which will normally be obtained and scrutinised before appointment and, wherever practicable, before interview in line with safer recruitment guidance.
· One reference must be from the candidate’s current or most recent employer. Where the applicant works or has worked with children, safeguarding information will be sought from the relevant employer where appropriate.
· References will be obtained directly from the referee using appropriate professional contact details. Open references or testimonials supplied by the candidate will not normally be accepted as a substitute for direct verification.
· References will be scrutinised and any discrepancies, vague statements, concerns or inconsistencies will be followed up with the referee and/or candidate before appointment. Any deviation from standard reference procedures must be authorised by the HR Lead.

14. Pre-Employment Medical Assessment
Following a conditional offer of employment, new employees may be asked to complete a health questionnaire where appropriate. A referral to an occupational health provider may be made where necessary to:
· Assess fitness to undertake the intrinsic functions of the role where this is necessary and lawful
· Determine any reasonable adjustments required under the Equality Act 2010

15. Right to Work in the UK
Inspire South West will only employ individuals with the legal right to work in the UK.
· All prospective employees, regardless of nationality, will be required to complete a Right to Work check before employment begins, in accordance with current Home Office Right to Work guidance.
· Checks may be completed using the prescribed manual document process, a Home Office online check, a digital verification service where permitted, or the Employer Checking Service where applicable. Follow-up checks will be undertaken where a person’s right to work is time-limited.

16. Policy Review
This policy will be reviewed annually, or sooner where changes in legislation, statutory guidance, safer recruitment practice or organisational provision require it. The review will take account of current Keeping Children Safe in Education, Working Together to Safeguard Children, Equality Act requirements, Home Office Right to Work guidance, data protection law and relevant employment legislation.
 Reviewed: 18th August 2026. Next review due: August 2027 (or earlier if required).
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