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1.0  POLICY 
Unitas recognises that the recruitment of a quality and diverse workforce is crucial to the 
success of the organisation. To achieve this, we are committed to good, robust and fair 
recruitment processes. The process will be a positive experience for all candidates and 
successful candidates should be clear of their role and enthused to fulfil it. This policy offers 
guidance throughout the whole process from advertising a vacancy to Day 1 inductions.  
 
Unitas is an equal opportunities employer. We recognise that discrimination can occur directly 
and indirectly in the recruitment and selection process. We aim to ensure that no applicant is 
placed at a disadvantage based on a protected characteristic as defined in the Equality Act 
(2010). In fulfilling this policy Unitas will comply with the Data Protection Act 1998 (as laid out 
in our Data Protection Policy and our Equality Policy) 
 
1.1 Safer Recruitment  
The Youth Zone is committed to safeguarding and promoting the welfare of children, young 
people, and vulnerable groups. All employees and volunteers are expected to share this 
commitment. This policy complies with safer recruitment guidelines and reference to safer 
recruitment will be made throughout.  
 
1.2 Recruitment of Ex-Offenders 
Unitas actively promotes equality of opportunity for all with the right mix of talent, skills, and 
potential. We welcome applications from a wide range of candidates, including those with 
criminal records. The Disclosure and Barring Service (DBS) is used to assess applicants’ 
suitability for positions within Unitas and complies fully with the DBS Code of Practice. We 
undertake not to discriminate unfairly against any subject of a disclosure based on conviction 
or other information revealed.  
 
A disclosure will be requested for all Youth Zone staff and volunteers, this includes young 
people volunteering through our ‘young leaders’ scheme. All application forms and job adverts 
will contain a statement that a DBS Disclosure will be requested in the event of the individual 
being offered the position.  

The Rehabilitation of Offenders Act 1974 gives employees or prospective employees the right 
not to disclose any criminal offences that are spent. Those roles involving contact with children 
or vulnerable adults are exempt from the Act and therefore these employees, volunteers etc. 
are obliged to disclose any previous offences, whether spent or unspent, and including 
cautions.  

At interview, or in a separate discussion, an open and measured discussion will take place 
about any offences or other matter that might be relevant to the position. Knowingly giving 
false information or failure to reveal information that is directly relevant to the position sought 
could lead to withdrawal of an offer of employment or may render the employee liable for 
dismissal.  

Having a criminal record will not necessarily prevent individuals working for Unitas it will 
depend on the nature of the position and the nature and circumstances of the offence. 

2.0  PROCEDURE 
The Recruitment and Selection Procedure provides a framework and best practice guide that 
will assist managers in ensuring that Unitas attracts, selects, and retains the most suitable 
candidate for a post using appropriate, fair, open, effective, and safe methods. It is the 
responsibility of everyone involved in the recruitment and selection of employees to ensure 
that all applicants and potential applicants are treated fairly and that all decisions made within 
the process are objective and based on the requirements for the role. 
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2.1 Vacancies 
All vacancies must be approved by the Head of Department and Chief Executive (and where 
appropriate the Board) prior to starting any recruitment process. In the case of existing posts, 
the appropriate manager will review and update the job description, ensuring it still accurately 
meets the needs of the Youth Zone and reflects the role responsibilities. Regarding new posts, 
the appropriate manager should produce a job description and person specification and 
forward this to the HR Team who will check and sign it off for advertisement.  
 
The job description and person specification for the role(s) being recruited to should specify 
the individual’s responsibilities regarding safeguarding. 
 
See Appendix 1 for an example Role Profile.   
 
2.2  Advertising Vacancies  
The aim of advertising is to attract the right applicants for the job, and to promote the Youth 
Zone as an employer of choice.  
 
Vacancies will be advertised, as a minimum, internally via noticeboards, email, or intranet. 
They will also normally be advertised externally, and consideration should be given to the 
target market, for instance, how senior the post is, how many applicants there are likely to be, 
and what success rate the Youth Zone have had with various publications etc. Where there is 
a cost involved this should be approved by the Chief Executive.  
 
Possible advertising mediums include: 

• Generic recruitment websites such as Indeed and media websites linked to press 
advertising. These are considerably cheaper than advertising in the press/newspapers and 
job seekers using the internet is fast becoming the norm.  

• Local Newspapers should be considered for less specialised roles. 

• National Newspapers – should be considered for senior roles only. 

• Specialist and Professional Journals – should only be considered where a specific group 
of potential applicants need to be reached, or where a recruitment campaign has failed to 
attract suitable candidates. 

• Local Schools, Colleges, and Careers Services  

• Job Fairs/Open Days - These provide an opportunity to meet with potential candidates. 
They provide a useful way of promoting the Youth Zone as an 'Employer of Choice’. 

• Recruitment Agencies/Consultants/Executive Search (Head-hunters) – These will 
normally only be used if normal recruitment strategies have been unsuccessful. They tend 
to be expensive charging a percentage of the starting salary. 

 
Adverts will normally be live for a minimum period of two weeks to ensure that it reaches as 
wide an audience as possible. The advert will include the following information: 

• Role title, hours, salary, and location 

• Description of role responsibilities 

• Advert closing date and interview date 

• How to apply for the role 

• That any appointment will be subject to a successful DBS check 

• That Unitas are committed to safeguarding all young people – the following strap line is 
recommended on all adverts: 
 

Unitas is committed to safeguarding and promoting the welfare of children, young people, and 
vulnerable groups. All employees and volunteers are expected to share this commitment. 
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If the advert is live on an external website, it would be normal practice to direct candidates to 
the Youth Zone’s website to access accompanying documentation such as the role profile and 
application form. 
 
See Appendix 2 for an example advert. 
 
2.3 Applications  
Applications will usually be in the form of an application form, and where appropriate for some 
senior roles, also a CV and cover letter. In certain circumstances it may be appropriate to 
accept application by CV, such as when it would represent a reasonable adjustment under the 
provisions of the Equality Act (2010).  Applications received after the closing date will not be 
accepted unless exceptional circumstances apply. All applications forms will be returned to 
the HR Team who will collate and distribute to the selection panel. Appendix 3 is an example 
bespoke Application Form. 
 
2.4 Shortlisting 
Candidates will be shortlisted for interview based on their ability to meet the criteria laid out in 
the person specification. Shortlisting will be carried out by a minimum of 2 people. In the first 
instance, applications should be sifted into those that meet the essential criteria in the person 
specification. If this produces too many applications, the desirable criteria should be used to 
further reduce the number (See Appendix 4 for an example short listing matrix) 
 
It is good practice to short list in a methodical and objective way to avoid accusations of 
discriminatory practice and to ensure a fair and consistent process. The short-listing matrix 
should be used which is based on the criteria set out in the role profile/person specification.  
 
To ensure safer recruitment, gaps in employment should also be scrutinised at the short-listing 
stage. Any anomalies or discrepancies or gaps in employment identified should be noted so 
that they can be taken up as part of the consideration of whether to short list the applicant, or 
whether they require further exploration at the interview stage. 
 
The HR Team will notify the successful and unsuccessful applicants by email and confirm 
interview details and arrangements. (See Appendix 5 for example emails). It is not obligatory 
to offer individual feedback on applications at this stage. However, the short-listing matrix and 
the reasons for rejection, in addition to applications forms for unsuccessful candidates, must 
be kept on file for six months. 
 
2.5 Selection 
Any selection process should be fair and transparent with the same process followed for all 
candidates. The Youth Zone (and indeed any organisation) is open to challenge at any point 
in the recruitment process and may be called upon to objectively defend any decisions made.  
Recruitment is a two-way process and therefore every effort should be made to ensure that 
candidates are well looked after and made to feel valued during the process. Consideration 
should be given to the administrative aspects of the day to ensure that the process runs 
smoothly. This will include booking suitable rooms, arranging refreshments, and notifying 
reception of the names and times of arrival of candidates. The selection techniques used will 
be relevant to the needs of the job and organisational strategy and values but could include 
interviews, psychometric testing, work sampling tasks, values-based assessments, group 
tasks, presentations etc. 
 

• Interviews - the panel should consist of at least two people.  Interview questions should 
be role related and should always include a values based and safeguarding question. For 
safer recruitment purposes, their suitability to work in an environment with young people 
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• (Whether directly or indirectly) should be scrutinised, as well as exploring any unexplained 
gaps in employment, it is also good practice to explore the following: 
 

o the candidate’s attitude toward children and young people  
o their motivation and reason for working with children.  
o their perceptions about the boundaries of acceptable behaviour towards children  
o their ability to form and maintain professional relationships.  
o their general understanding of safeguarding  
o their ability to support the Youth Zone’s agenda for safeguarding and promoting 

the welfare of children and young people. 
  

All candidates will be asked the same questions and assessed on their response to them. 
However, the panel can ask probing, follow up and clarifying questions on an individual 
basis. Candidates will also have the opportunity to ask questions of the interview panel at 
the end. For consistency, it is a good idea for the panel to use an interview scoring record 
(Appendix 6) and to have a good idea of what a model answer would look like. Interview 
notes should be thorough and legible. If there are any special conditions, such as working 
unsociable hours or working flexibly, the candidate should be made aware of this. Second 
interviews may be required where there are applicants of a similar quality or further 
assessment is required to discern suitability. 

 

• Testing - well planned tests can assist greatly with the selection process by giving a more 
rounded picture of a candidate. As a rule, the more senior the post, the more 
comprehensive the assessment process should be. The purpose of testing is to replicate 
as far as possible the key aspects of situations that individuals are likely to encounter in 
the role they are being considered for. It is important that tests are chosen carefully to 
ensure that they are at an appropriate level and are measuring the skills needed for that 
post. Any tests designed in-house should be checked to ensure that they are measuring 
the competency in a reliable and fair manner and are free from bias. This is particularly 
important when there is a mix of internal and external candidates. If tests are being used 
the interview letter should contain information regarding the test and where appropriate 
(for instance with purchased tests) practice leaflets enclosed. In the instance of 
psychometric testing, feedback can only be given by an appropriately qualified person.  
 

• Involvement of Young People - where reasonably practicable, we will involve young 
people within the interview process. For senior youth work roles such as Session Leads, 
Coordinators and the Head and Deputy Head of Youth Work, a panel of young people will 
interview candidates; this will also be the case for the Chief Executive. For sessional youth 
worker roles, we aim to offer candidates a ‘taster’ session and would seek opinions from 
young people involved 

For the successful candidate, the recruitment paperwork will form part of their personnel file. 
For unsuccessful candidates all paperwork will be kept for six months from the date of 
interview and then confidentially destroyed. Interview feedback to candidates should be 
provided on request and be both factual and constructive. Candidates can insist on feedback 
in writing.   

2.6 Offering a position. 
Once the interview panel have identified a preferred candidate, authorisation to appoint must 
be sought from the Chief Executive for full-times roles and the Departmental Head for 
sessional roles prior to any offer being made or other candidates being rejected. If the salary 
was advertised as a band rather than a fixed amount the Departmental Head should make a 
recommendation of the proposed salary offer which will be reviewed and approved by the  
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Chief Executive and HR Team. Once authorisation has been given by the Chief Executive to 
appoint, the HR Team will make an offer to the successful applicant, which will be conditional 
upon an Enhanced DBS check, proof of relevant qualifications, two successful references and 
evidence of Right to Work in the UK. (See Appendix 7). When pre-employment checks have 
been verified, a final offer can be made. When a start date has been agreed, the contract of 
employment will be issued to the candidate.   
 
It is good practice to offer unsuccessful candidates’ feedback on their interview/assessments. 
This can be done verbally or in writing. Appendix 8 outlines example emails to send to 
candidates following interview.  
 

2.7 Conflict of Interests    

If an employee is involved in making recruitment and selection decisions, they must declare 
any relationship with any of the applicants to the HR Team as soon as they are aware of 
this.  No employee will be part of a recruitment panel, either shortlisting or interviewing, 
where they are related to an applicant.  Where a more informal relationship exists 
employees must still declare this. In this situation the employee will not normally take part in 
the recruitment decision making process. In exceptional circumstances, where this will cause 
serious practical problems, the manager may allow an employee to take part in a recruitment 
process where an applicant is known to them. A written record of the decision and the 
reasons for it should be kept on file.  
 
3.0 PRE-EMPLOYMENT 

 
3.1 References  
Two satisfactory references must be obtained, and these must cover the previous 5 years. 
References should specifically request information on the applicant’s suitability to work with 
children/young people and details of any disciplinary procedures the applicant has been 
subject to including those where the sanction has expired. If an employer says it is not their 
policy to provide references, the applicant must be asked to nominate another referee.  
 
References should be scrutinised, and any concerns resolved before making any final job 
offer. Information provided by the referee should be compared with the information provided 
by the applicant in his or her application and any discrepancies checked. To speed up the 
process this can be done verbally initially but should always be followed up by written 
references using Unitas reference pro forma (Appendix 9). It is important to keep written 
records of any telephone conversations and where there are any issues, more detailed 
information should be sought where possible. (This is particularly important where a decision 
is made not to consider the applicant further, or where issues need to be explored). 
 
References have two functions. Firstly, they are used to confirm the accuracy of data provided 
by the candidate such as dates of employment, position held etc. Secondly, they provide 
additional data regarding the candidate such as timekeeping, disciplinary history, quality of 
work etc. Although some of this data is factual, some is based on opinion and as such it should 
be approached with caution and used only to confirm information already gathered through 
the assessment process. Of the two referees, one of should be the candidate's current 
employer (or last employer if not currently employed). If a candidate has not given his/her 
current employer, the reasons behind this should be explored at interview. Pre-prepared 
references produced by the candidate are not acceptable. Personal references are only 
acceptable where the candidate has not had any, or insufficient, work experience to date. 
 
3.2 Right to Work in the UK 
It must be checked that an applicant is allowed to work for you in the UK before they are 
employed. Appendix 10 outlines the list of acceptable documents – accurate as of October 
2021. The HR or appropriate departmental manager must see the applicant’s original 
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documents, check that the documents are valid with the applicant present, make and keep 
copies of the documents and record the date the check was made. All employers can face a 
civil penalty if an illegal worker is employed and haven’t carried out a correct right to work 
check. If an applicant has a limited right to work in the UK, further checks will need to be made. 
If an applicant can’t show their documents, the Home Office must be contacted to check their 
immigration employment status. For up-to-date guidance, see https://www.gov.uk/check-job-
applicant-right-to-work 
 
3.3 DBS Check  
All offers of employment are subject to a DBS check. The HR Team or appropriate 
departmental manager should check the identity of a job applicant as part of a DBS check 
and process the check as soon as possible following job offer (see Appendix 11) Subject to 
1.1, Unitas can withdraw a job offer if the results show anything that would make the 
applicant unsuitable. DBS checks apply to both prospective employees and volunteers. For 
up-to-date guidance, see https://www.gov.uk/disclosure-barring-service-check/arranging-
checks-as-an-employer  
 
4.0 INDUCTION AND NEW STARTER INFORMATION 
Prior to the new employee's start date, a New Starter Form and Emergency Contact Details 
form (Appendices 12 and 13) should be completed and processed by the HR Team. The HR 
team will also require a copy of their P45.   
 
The content and nature of the induction process will vary according to the role and previous 
experience of the new member of staff or volunteer. However, the new employee should be 
booked a variety of appointments/activities by their line manager once they have an electronic 
calendar set up.  The manager is responsible for passing these details onto the new employee.  
 
4.1 Employees First Day 
Where practically possible the Line Manager should be present, on the employee’s first day, 
the Line Manager and HR Team should check/action the following:  

• That the new starter has returned a signed copy of their contract  

• Their personnel file is set up with copies of all appropriate pre-employment, assessment 
and new starter information contained within (see Appendix 14 for example personnel file 
checklist) 

• The employee is aware of all health and safety and housekeeping arrangements for the 
building such as location of fire escapes and toilets, kitchen, and storage facilities 

• That the new employee has all appropriate work-related equipment and log on information 

• Explain the probationary period and the 90-day journey and diarise regular one to one 
meetings 

 
4.2 Safeguarding  
As far as safeguarding and promoting the welfare of children and young people the induction 
should include information about:   

• Any policies and procedures in relation to safeguarding e.g., child protection, anti-bullying, 
anti-racism, physical intervention or restraint, intimate care, internet safety, whistle blowing 
policy; code of conduct 

• How and with whom any concerns should be raised 

• Any other relevant personnel procedures e.g., disciplinary, managing performance and 
whistle-blowing 

 

https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/disclosure-barring-service-check/arranging-checks-as-an-employer
https://www.gov.uk/disclosure-barring-service-check/arranging-checks-as-an-employer

