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Abbeyfield The Dales Limited - Policy & Procedure / Good Practice Guidelines  
Policy Ref: S021P  
Effective Date: June 2021  
Next Review Date: June 2024 
 

Recruitment & Selection 
 

1. Background 
This policy is to provide information, resources, and tools to ensure that Abbeyfield the Dales Ltd 
(ATD) recruits the best possible calibre of staff for every job in the organisation.   The quality of the 
people employed within the organisation is fundamental to ATD’s ability to deliver quality services 
and the process which is used to attract, select, and employ these individuals is the first step 
towards this. 

 

2. Objectives 
ATD is committed to providing services that enhance the quality of life for older people and 
developing services that will meet the needs of future generations. This commitment is based on 
the Mission and Values of ATD. ATD will also comply with all relevant and current legislation. 

 
3. Scope 

All potential employees of ATD, including volunteers. 
 

4. Policy 
4.1. Equality of Opportunity 

It is essential to ensure that all recruitment activity is underpinned by our commitment not 
to discriminate (either directly or indirectly), as outlined by the Equality Act 2010 and 
Rehabilitation of Offenders Act 1974 on the following grounds: 
• Sex (including gender re-assignation) 
• Sexual Orientation 
• Marital Status 
• Age 
• Disability 
• Race 
• Religion 
• Belief 
• Ethnic or National Origin 
• Nationality 
• Social Class 
• Responsibility for Dependents 
• Trade Union or Political Activity 
• Relevant Criminal Convictions; and/or 
• Pregnancy and Maternity. 

ATD will not discriminate at any stage of the recruitment or selection process, or during 
employment on the grounds of trade union membership, part time, fixed term, zero hours 
contracts or casual agreements. The recruitment procedures in this policy should be carried 
out in such a way as to ensure that neither direct nor indirect discrimination takes place. For 
example, including “5 years’ experience” in a person specification could be considered as 
indirectly discriminatory; it is therefore preferable to set out the level of skills and abilities 
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required rather than set a time-based criterion which younger applicants may not be able to 
meet. 

ATD will interview all disabled candidates who meet the essential criteria for a job vacancy. 
All candidates invited for interview will be asked if they require assistance. Disabled 
candidates will be asked to specify any particular arrangements they may require (e.g. The 
font size of a document may need to be increased for the candidate.) All staff will be required 
to complete ATD’s Equality, Diversity, and Inclusion Training.  

The Recruitment Team will maintain record of equal opportunity details for all successful 
candidates. These records will be used to monitor and help meet the aims and commitments 
of our equality and diversity policy. This information will be held confidentially and will be 
compliant with the General Data Protection Regulations (GDPR) 

4.1.1. Genuine Occupational Qualifications 
There are some jobs which may be eligible for exemption under race and sex 
discrimination legislation – where, for example, it is necessary for a service to be 
provided by members of one gender. In order for such exemption to be agreed, the 
post must meet certain strict criteria and the advertisement for the post must specify 
that the post has been given the exemption.  In all cases, advice will be sought from 
ATD external Human Resources (HR) advisors prior to advertising. 

4.1.2. General Principles 
Each appointment is viewed as a key business decision, so our recruitment processes 
are geared to identify the key skills, knowledge, behaviours, qualifications, abilities, 
and attitudes required in the successful candidate, utilising appropriate and objective 
interview and assessment methods. Active consideration of all applicants will take 
place regardless of any of the protected characteristics as set out in the Equality Act 
2010. All applicants are expected to meet the ATD values criteria: Openness, Honesty, 
Caring and Respect. 

We recognise that as far as possible the offer of employment should indicate a long-
term commitment, although when appropriate we will carefully consider alternative 
recruitment solutions in order to meet short-term resource requirements or the 
needs of our employees (for example, a maternity cover contract.) 

All successful candidates will be notified of the terms and conditions on which 
employment is offered (i.e. pending reference checks, DBS clearance and a 
probationary period) in their job offer letter. 

All job offers will be made on the condition that the successful candidate provides 
two business references – one must be from the last employer, and one-character 
reference, proof of their right to work in the UK if required and DBS clearance. 

The potential candidate should not have been erased, removed, or struck off a 
register of professionals, proof of right to work in the UK, and evidence of 
qualifications which have been stated to be essential. 

There is a minimum age of 16 years attached to completing a DBS application, 
therefore any roles which require DBS clearance will be the minimum age for 
recruitment. The minimum age we will recruit care staff is 18. 

All roles require DBS clearance, and this will be clearly indicated on the job advert, so 
you will be made aware of this during the recruitment and selection stage. 

We will not employ someone who has been responsible for, privy to, contributed to, 
or facilitated, any serious misconduct or mismanagement whether lawful or not) in 



Owned by: Director of Operational & Shared Services. Reviewed by: Gwen Green & Helen Harland 
Approved by ATD Board: 11/06/2021 

Page 3 of 20 
 

the carrying on of regulated activity; this includes investigating any allegation of such 
potential behaviour. 

Only once these conditions have been met, and the employee has successfully 
completed their probationary period, will the employment be deemed permanent. 

We will ensure that every individual joining ATD undergoes induction training in order 
to maximise the rate of the individual and organisational learning and to ensure staff 
are supported throughout their journey at ATD. 

4.2. Roles & Responsibilities 
The recruitment and selection process is managed by the Recruiting Manager (i.e. the 
Manager requiring the new staff member(s) supported by The Recruitment Team, ‘The 
Recruitment Process’ document shows the step by step process in detail and confirms who 
is responsible for what in each area. 

4.2.1. Manager’s Responsibilities 
It is the manager’s responsibility to ensure that their teams are managed effectively, 
and this includes: 
• When an employee notifies their line manager of their intention to leave the 

business (which must be provided in writing) the manager should follow The Exit 
Process. 

• The manager must advise the recruitment team that the employee has resigned 
and email them a copy of their resignation letter together with a notification of 
leaver form. Recruitment will then inform the payroll department and write to 
the employee accepting the resignation including an exit questionnaire. The Exit 
Questionnaires are then sent to the CEO, who will review the form and discuss 
any negative issues or feedback with the Line Manager. 

• Make SLT aware of vacancies as soon as the need arises, by completing the 
appropriate Notification of Leavers form. 

• If it is agreed with SLT that this role will be advertised, then a Notification of 
Vacancy Form should be completed, with all the agreed details of the post 
(including rate of pay, hours/days of work, and any other relevant information.) 
This form should then be authorised by SLT before being passed to The 
Recruitment Team, who will advertise the position. 

• Arrange appropriate cover for any resulting staff shortages, internally as much 
as possible. Or requesting the Recruitment Team to arrange appropriate agency 
cover for posts on a temporary basis if necessary. The Recruitment Team can 
only book agency cover if authorised to do so by SLT. It is the departmental 
managers responsibility to seek authorisation from SLT for any agency cover 
required, prior to The Recruitment Team being involved. 

• Plan the recruitment and selection process from the outset   to   ensure   it   is   
timely   and   cost   effective, confirming interview panel, selecting/agreeing dates 
for vacancies to close and interviews to take place at the start of the process, to 
avoid any potential delays. 

• Review the Job Description for each role before it is advertised to check it is still 
relevant. Any suggested or necessary amendments of the job description for 
each individual role should be discussed with and authorised by SLT. 

• Completing the necessary forms and forwarding to The Recruitment Team at 
each stage of the process, according to The Recruitment Process document, to 
reduce the likelihood of any delays (which can have a significant knock-on effect 
to the business) with the recruitment and selection process. 
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• The recruitment team will shortlist applications and conduct a pre interview 
telephone call with the shortlisted candidates. Candidates successful at pre 
interview stage will be invited to a face-to-face interview with the department 
manager and one other member of his or her team. 

• Review interview questions and any relevant tasks/scenarios in relation to the JD 
and advise The Recruitment Team of any amendments required. The 
Recruitment Team will then email interview packs for the agreed date(s) of 
interview together with an Outlook Calendar invite showing details of the 
interview schedule: 

• Interview, along with at least one other panel member, completing the relevant 
interview paperwork and scoring sheet and select successful candidate(s). 

• Ensure that the selection process is appropriate, fair, and objective. 
• Advise the Recruitment Team of the successful and unsuccessful candidates(s) in 

a timely manner, so that they can inform candidates accordingly and without 
delay. 

• Complete a Notification of New Employee Form for the successful candidate(s) 
which should be authorised by SLT and then passed to The Recruitment Team 
who will make a formal offer of employment. 

• Liaise with The Recruitment Team with regards to the referencing process, 
signing off references which are satisfactory, or requesting additional references 
as deemed necessary (in discussion with SLT.). 

• Once satisfactory references and DBS clearance is in place, liaise with the 
prospective employee to agree an appropriate start date. Confirm this agreed 
start date to The Recruitment Team who will then send out a formal 
Confirmation of Start Date email; and 

• Encourage new employee to complete and return any forms they are required 
to fill out or sign to The Recruitment Team and/or Finance (as appropriate) in full 
and without delay. New starter packs contain a number of different forms and 
documents to complete/sign and the new employee may require some guidance 
from their line manager. 

4.2.2. Role of the Recruitment Team 
The role of the Recruitment Officer and Recruitment Assistant (The Recruitment 
Team) is to carry out the advertisement of job vacancies, collate applications, 
organise and help to plan interviews, liaise with candidates and to provide advice and 
guidance on all areas of recruitment and selection. 

Role includes: 
• Clear, practical advice to managers about how best to manage individual 

recruitment and selection needs. 
• Creative ideas and solutions to address particular recruitment issues. 
• Administration of the advertising process as required internally and externally, 

placing adverts online (using agreed websites, ATD website and social media) and 
closing adverts online at the appropriate closing date. 

• Collation of applications and correspondence/queries with applicants or 
potential applicants. 

• Initial shortlisting of applications. 
• Shortlist all applications received. Complete a pre interview call with shortlisted 

candidates. Successful candidates at that stage will be invited to face-to-face 
interview with the recruiting manager 

• Liaising with the recruiting manager to agree an interview date, location and 
timings. 
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• Booking interview rooms where required. 
• Contacting shortlisted applicants to invite to interview and following up these 

invites to confirm attendances. 
• Providing the recruiting manager, interview panel and receptionists at the 

location of interview with a confirmed list of attendees for the interview date(s) 
and updating these relevant parties should any changes occur (ie. cancellations 
of interview, late arrivals etc.) This is sent out via an Outlook Calendar invite 
showing the interview schedule and attaching relevant interview paperwork the 
recruiting manager will need including interview questions sheet and any 
relevant tasks or scenarios. 

• Participation in the interviewing and/or selection process as required. 
• Contacting the successful and unsuccessful candidates with interview outcomes, 

sending offer letters in agreed ATD format to the successful candidates and 
rejection letters to unsuccessful candidates. 

• Liaising with the interview panel to provide feedback to unsuccessful candidates 
on request. 

• Holding applications and any interview paperwork on file for unsuccessful 
applicants/candidates for a maximum period of 6 months, before destroying this 
information (by shredding.). 

• Holding applications on file with the consent of/at the request of the applicant 
as/when required to be considered for suitable future vacancies. 

• Complete an Employment Checklist for prospective employees, signing and 
dating each section as completed. 

• Sending reference requests in agreed ATD format and liaising with the recruiting 
manager and SLT as required, to ensure references are acceptable, sending for 
any additional information/further references as required. 

• It is necessary to check if a prospective employee has the right to work in the UK.  
A Right to Work checklist should be completed, using Eligibility to work in the UK 
Guidelines as a guide. 

• Providing information and support to successful candidates with regards to 
commencing their DBS application via uCheck and the provision of their 
supporting documents. 

• Completing DBS applications online and submitting them for processing. 
• Liaising with successful candidates to have them register with The Update Service 

once their DBS clearance comes through. 
• Once DBS clearance and references are in place, discuss and agree a start date 

with the recruiting manager and send a Confirmation of Start Date email to the 
successful applicant. 

• Compile all relevant paperwork ready for commencement of employment, 
liaising with SLT to request the necessary contract of employment or relief 
worker letter ahead of their start date. 

• Create personnel file for the new employee, both physical and electronic. 
Physical ‘hard copy’ personnel files are kept in the secure ‘personnel cupboard’ 
within Grove House office throughout employment. Electronic files are saved in 
the M:Drive with restricted access; and 

• Where an employee leaves the business, changing personnel file to a ‘leavers 
file’ which is kept for a 12-month period in the secure ‘leavers cupboard’ within 
Grove House Head Office, before being archived. 
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4.3. Planning the Process 
Planning the recruitment process properly in advance makes a big difference to the speed 
and efficiency with which the process can be carried out. Not only does an efficient process 
ensure that the length of time during which a post remains vacant or has to be covered by a 
temporary member of staff is as short as possible, it enhances ATD’s reputation amongst the 
applicants who show an interest in the job, by improving ATD’s employer branding and 
having a positive impact on being an employer of choice. 

It also reduces the risk of applicants being offered jobs by other employers. 

The recruiting manager should liaise with The Recruitment Team from the start of the 
process, following ‘The Recruitment Process’ to plan and manage the process from beginning 
to end. 

While management may be carrying out recruitment, the selection process will not be 
completed while disciplinary proceedings are still open. 

4.4. Job Descriptions & Person Specifications 
All job descriptions include a personal specification; therefore, they are not separate 
documents and for the purpose of this policy will be mentioned as the job description.  Every 
position within the organisation should have an up to date and accurate job description (JD) 
and this is an essential document upon which the recruitment and selection process should 
be based.  The job description forms part of the terms and conditions of employment. 

Before any recruitment and selection process has started, the job role must always have a 
JD. Therefore, all jobs must not be advertised unless a JD has been received and if necessary 
updated by the relevant manager. 

The JD should focus on the key objectives, accountabilities and responsibilities of the post 
holder and will provide the manager with a clear framework to assess and manage an 
individual’s performance once in post.  It will also give prospective candidates a good idea of 
what the role involves, and the expectations of the job should they be the successful 
candidate. 

The personal specification included in the JD, will initially provide a means of assessing 
whether an applicant is suitable for the position, as it provides the key criteria which a 
candidate must show they can meet in order to carry out the job.  It provides a basis for 
establishing interview questions and tasks which are designed to draw out ‘evidence’ from 
candidates, to show how they meet the essential criteria of the role. 

4.5. Advertising 
4.5.1. Internal Advertising 

Vacancies may be advertised internally only in the first instance. All vacancies 
including temporary or acting up positions, must be advertised internally to give all 
existing employees the opportunity for advancement or to gain new skills and 
experience. 

An ATD Internal Job Vacancies template is used to advertise all job vacancies within 
the business and is circulated to all sites for managers to put on display for staff in 
communal areas. 

Internal adverts should be posted on staff noticeboards and circulated by email to 
other departments and sites. 

For some roles, it may be necessary to advertise externally (at the same time as 
advertising internally) to ensure the most appropriate person is selected for the role. 
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4.5.2. External Advertising 
In such a competitive labour market, it is very important for The Recruitment Team. 
to do everything possible to attract good applicants to their vacancies. This means 
thinking about how best to attract potential candidates, which will usually mean 
using a number of different methods of advertising opportunities.  

It is also important to ensure all information provided is clear, professional and gives 
all the information needed including the benefits of working at ATD. 

4.6. Methods of Selection 
There are a number of methods of determining which of the shortlisted candidates’ best 
meets the person specification, but the interview will always form the central part of the 
selection process. If other selection methods are to be used, the Interview Panel should 
determine at the outset which items of the job description the method is designed to assess, 
so that the information gathered in this way can be used systematically and fairly. 

All applicants are required to complete an ATD Job Application Form prior to attending an 
interview unless they are internal candidates, in which case they would complete an Internal 
Expression of Interest form (see Appendix N) which includes a statement in support of the 
application from their line manager. Applicants can be shortlisted for interview based purely 
on a CV, however the ATD Job Application Form must then be completed if they are 
shortlisted. 

4.7. Shortlisting & Interviewing Panel 
A fair and transparent process will be completed to ensure all applicants are shortlisted and 
interviewed on their own merit. 

The recruitment team will shortlist all applications received and conduct a pre interview call 
to go over the details of the job role, the employee benefits and ask a few questions relevant 
to experience. Candidates successful at pre interview stage will be invited to face-to-face 
interview with the recruiting manager. 

Wherever possible, residents should be involved in the selection process, including sitting on 
the interview panel, if deemed to be appropriate. 

The Recruiting Manager – the manager who is responsible for the role which is being 
recruited to – will take the lead responsibility. The second (and other) panel members can 
be other employees, residents, or volunteers. 

4.8. Preparation for Recruitment 
4.8.1. Reviewing the Job 

When a vacancy arises, it is important to use the opportunity to review the role rather 
than automatically taking steps to fill the position. This may include consideration of 
whether the job is still needed in its current form, whether the job description needs 
updating to reflect changes to the service provided or staffing structure of the team 
and whether some of the duties of the job could be undertaken by others. 

When an employee leaves, authorisation to fill this vacancy should be sought from 
SLT. A Notification of Vacancy Form should be completed once this vacancy is 
authorised and this should be given to The Recruitment Team along with the 
Notification of Leaver Form and Exit Interview Questionnaire, please refer to the Exit 
Process for all leaving employees. 
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4.8.2. Job Description and Person Specification 
No recruitment should be carried out without a Job Description (JD). 

On the rare occasions where a new post is created which therefore requires a new 
job description to be created, advice should be sought from SLT in the first instance. 

Where new job descriptions are required, the JD format should be consistent and 
follow the set template. 

The JD template is self-explanatory; it should be as brief and succinct as possible, and 
it does not need to list every task the job holder will undertake - but rather it should 
focus on the key accountabilities of the role. The following points should be taken 
into consideration: 

4.8.2.1. Main Purpose of The Job 
This should be no more than three brief sentences which describe in overall 
terms the reason for the job’s existence. 

4.8.2.2. Date 
It is important to note the date on which the job description (or revised job 
description) came into effect. The date should be visible in the footnote 
and reviewed each time the JD is reviewed. 

4.8.2.3. Responsibility To 
This is the title of the post to whom the job directly reports. 

4.8.2.4. Scope 
The location(s) of work. 

4.8.2.5. Responsibility For 
This section should list all the jobs which report to this post, including 
volunteers. 

4.8.3. Key Objectives 
This is a list of the main areas for which the post-holder will be accountable. The list 
should be expressed in terms of outcomes. For example, “arrange a programme of 
social activities in conjunction with colleagues and in consultation with residents 
which meets the needs and abilities of all residents” rather than “help residents carry 
out activities”. 

The person specification section of the JD is to identify the attributes which the post-
holder will require in order to successfully carry out the job. These attributes will be 
determined by the Recruiting Manager and can be defined as either ‘essential’ 
criteria or ‘desirable’ criteria. 

All candidates will be assessed against this criteria and a decision made as to whether 
they are capable of doing the job, so it is important that these criteria are clearly 
defined, capable of being assessed and relevant to the job in question. Providing a 
person specification to people interested in applying for the job also enables them to 
determine for themselves whether they meet the criteria. 

When devising a person specification within the JD, the following should be covered 
and included as appropriate to the individual role: 
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4.8.3.1. Education and Qualifications 
The Recruiting Manager should always be sure that specific levels of 
educational attainment or qualifications are really necessary if they are to 
be included as essential criteria in this section. 

Including the requirement for qualifications as a ‘desirable’ criterion is 
often useful as it can assist in selecting a shortlist of candidates when there 
have been a large number of applications, whilst not excluding those 
people who have not had the opportunity to gain qualifications in 
circumstances where the labour market is less buoyant.  Even when used 
as a ‘desirable’ criteria, it is important not to overstate the requirement for 
qualifications or academic attainment as experience is often more relevant 
to success in a job. 

4.8.3.2. Experience 
This will generally relate to experience in paid work but may for some posts 
include life or voluntary experience.  Experience shouldn’t be expressed in 
terms of number of years, as this could rule out younger people who have 
the necessary skills but not the opportunity to practice them over a defined 
number of years. What’s important is the quality of experience rather than 
a certain number of years. 

As with qualifications and education, it is worth really working out what 
experience is necessary for a particular job and ensuring you only include 
essential experience criteria which are justifiable. In some situations, skills, 
abilities, and knowledge (including the ability to learn quickly) may be all 
that is needed. 

4.8.3.3. Skills/Abilities/Knowledge 
These are generally written as competencies and must, as with experience, 
education, and qualifications, be directly linked to the requirements of the 
job as defined by the Job Description. Again, the criteria in this section can 
be either essential or desirable. 

4.8.3.4. Personal Qualities 
These are the qualities which are required to make a success of the role 
and which relate to behavioural and attitudinal qualities. They are, of 
course, more difficult to assess or ‘measure’ than, for example, experience 
or knowledge criteria. But they are often key to an individual’s success in a 
role and therefore should be included in the person specification section 
of the JD. 

Relevant personal qualities will include the Abbeyfield The Dales values: 
openness, Honesty, Caring & Respect. 

4.8.3.5. Additional Contractual Obligations 
There may be specific conditions which are relevant to the job – for 
example, “full driving licence” or “ability to undertake occasional overnight 
travel” and where such requirements exist, they should be included in this 
section. 
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4.8.4. New Jobs 
Once advice has been sought from SLT and the need for a new job is identified, a JD 
should be drafted (or updated) as necessary. SLT can advise and help with this process 
and the final draft should be sent to SLT for approval prior to being finalised. 
Once finalised, the JD and plans for recruiting to the post must be agreed by SLT prior 
to any further action being taken. A Notification of Vacancy form should be 
completed for the approved post with the agreed details of the vacancy and passed 
to The Recruitment Team to advertise and begin the recruitment process. 

4.8.5. Planning the Process 
What’s most important at the outset of the recruitment process is to plan ahead, 
make decisions and diarise key dates.  Making these arrangements will take very little 
time but will have huge benefits in ensuring that the process is smooth, stress free 
and without unnecessary delays – all of which mean vacancies can be filled more 
quickly and efficiently. 

‘The Recruitment Process’ document identifies what needs to be done and should be 
used to help plan the process. 

4.8.6. Talking to Prospective Applicants 
Recruiting Managers and/or The Recruitment Team are recommended to encourage 
applicants to make informal contact with them – either by telephone or personal visit. 
This is an opportunity to use a more informal and personal approach and, given that 
people often choose a job because they like the sound of the people already working 
there, it represents an important chance to attract the best people. Although it can 
be time consuming, it can represent a worthwhile investment of time if it encourages 
really good quality applicants to apply. 

In order to make sure that no-one is treated differently or unfairly, The Recruitment 
Team should keep to factual information as far as possible and ensure that what is 
said is accurate. If the offer of informal contact of this sort is made to one person, it 
must be offered to all. The same subjects should be covered as far as possible, but 
clearly every conversation will be different as the caller will ask different questions 
and there is no problem in responding to the questions asked as long as you give each 
caller the opportunity to ask questions. 

The purpose of the call or visit is to provide applicants with information; it is not, at 
this stage, to assess whether the person is right for the job. The Recruitment Team 
should therefore avoid asking questions of the caller or questions of a personal 
nature about people’s private circumstances, whether they have dependents, where 
they live etc. At this informal stage, The Recruitment Team should not indicate 
whether they feel the applicant might be suitable for the job but should simply 
encourage all callers to apply. 

4.8.7. Taking a Proactive Approach 
Traditional methods of recruiting such as advertising in the local newspaper could be 
seen as a reactive way of advertising in that we are waiting for the right person to see 
our advert and decide to find out more or apply for the post. 

By thinking about what groups, the role could appeal to and how best to get their 
attention, we are able to take a more proactive and therefore effective, approach to 
recruitment. 
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It is therefore advisable to assess each role individually in terms of advertising a 
vacancy, and to advertise accordingly in order to attempt to reach the widest number 
of relevant applicants for each particular role. 

4.9. Selection 
4.9.1. Shortlisting 

The purpose of shortlisting is to identify who meets the requirements of the post so 
that they can be invited to interview. The only fair way to check which applicants 
meet the requirements of the post is to assess their applications against the essential 
and desirable criteria listed in the JD. 

The Equal Opportunities Monitoring form is attached to the ATD job application form 
and provides details about the candidate’s personal and ethnic background. Details 
included on here should not under any circumstances be used in the shortlisting or 
selection processes as they have no bearing on whether the individual is or is not a 
suitable candidate. 

Using these details in any way in the shortlisting and selection process will be 
potentially discriminatory and is against both legislation and ATD policy and ethos. 

The Equal Opportunities Monitoring form will be removed and retained by The 
Recruitment Team, before being passed to the Business Support Manager who will 
collate this information. 

4.9.2. Interviewing 
The primary purpose of an interview is to assess the candidates’ ability to carry out 
the role in more detail and they are the main selection method we use. 

Again, the only fair and effective way of measuring whether a candidate is suitable 
for the role on offer is to assess their experience, skills, knowledge, and abilities 
against the criteria listed in the JD. This is why carefully framed questions are so 
important – we need to ask questions which will elicit the evidence that candidates 
meet the requirements of the role. 

4.9.3. Other Methods of Selection 
There are a number of methods of determining which of the shortlisted candidates’ 
best meets the person specification outlined in the JD, but the interview will always 
form the central part of the selection process. If other selection methods are to be 
used, the Selection Panel should determine at the outset which items of the person 
specification the method is designed to assess, so that the information gathered in 
this way can be used systematically and fairly. 

Other methods which Selection Panels may wish to consider to aid the process are: 
• Written Exercise (to test the candidates’ ability to do a piece of work without 

preparation). 
• Practical Tests (e.g. writing a care plan or co-ordinating a rota); 
• Presentation (to test the candidate’s ability to present to an audience if this will 

be a feature of the role and to test their approach to or knowledge of a relevant 
subject); and/or 

• Group Discussion (to assess how well  candidates perform in a group setting, how 
well they work in a team and to test their approach to or knowledge of a relevant 
subject). 
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If you wish to use any additional selection methods, you should contact SLT and/or 
The Recruitment Team to get advice and ideas about what will be most suitable and 
effective. 

4.10. Appointing a Candidate 
The candidate who has provided the evidence to indicate that they best meet the 
requirements of the post, including being able to demonstrate that they would be able to 
work with the values, principles, and culture of ATD, will be offered the job. A scoring system 
will be used in the interview to support this process. 

The recruiting manager should contact The Recruitment Team to confirm the name and 
details of terms and conditions to be offered.  Managers should not offer any jobs directly 
to candidates. The Notification of New Employee form (see Appendix P) should be completed 
and sent to The Recruitment Team as soon as possible to enable the job offer letter to be 
prepared and sent to the applicant. 

The selected candidate will be made a formal job offer in by The Recruitment Team, usually 
further to an initial phone call.  This job offer will be subject to DBS clearance, receipt of 
satisfactory references and any other checks which are relevant to the post, plus a 
probationary period (usually 3 months.) 

For all positions, The Recruitment Team will be responsible for arranging, checking, and 
sending all documentation relating to the offer and confirmation of employment. 

The following checks should be made once an offer of employment has been made: 
• References. 
• Right to work in the UK. 
• Proof of Identity; and 
• DBS Clearance. 

4.11. References 
A minimum of two business references and one-character reference must be obtained for 
all prospective employees. Where possible, one should be from the current or most recent 
employer and the other from a second previous employer. 

The Recruitment Team should verify that the name of the referee given was/is the 
prospective employee’s manager or supervisor, rather than a colleague. 

Where this is not possible, for example if this is the individual’s first job or they have not 
worked in some time and a previous employer cannot be contacted, references should be 
sought from others who know the individual but preferably not friends.  Family members are 
not acceptable referees.  This could be for example, leaders of community groups they are 
involved in or members of societies or clubs they belong to etc. 

When obtaining references, the standard ATD reference request form should be used. The 
references should be kept on the employee’s personal file for the duration of their 
employment. 

4.11.1. Giving a Reference for Current/Previous Employees 
Prior to completing any reference request, approval and advice should be sought 
from SLT. 

Reference requests for a current or previous employee can be provided however, 
the reference request should be completed by recruitment. Only information such 
as employment dates can be confirmed. The standard template letter/email will be 
used. 
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The recruitment team will inform the line manager should they receive a reference 
request for a current employee. 

ATD and those who provide references on the company’s behalf have a duty to 
ensure: 
• The information provided in a reference is accurate and factual. 
• Reasonable care is taken not to give misleading information; and 
• The reference is balanced. 

Any unfavourable statements in a reference should be confined to those matters 
into which there has been a reasonable investigation and about which the employer 
has reasonable grounds for believing they are true. 

Where there have been problems with an individual, for example if he or she was 
dismissed for serious misconduct, there is nothing to prevent the employer from 
stating the relevant facts in a reference, provided that those facts are known to the 
individual and are in line with what happened. 

4.11.2. Personal References 
Where managers are asked to provide a reference in a personal capacity, you must 
make this clear and not under any circumstances use ATD headed paper. No liability 
will be attached to ATD if you decide to act in a personal capacity as a personal 
referee. 

All personal references must be copied on to the relevant Senior Manager. 

4.12. Right to Work in the UK 
The ELIGIBILITY TO WORK IN THE UK – GUIDELINES explain in detail what documents are 
acceptable proof of an individual’s right to work in the UK. 

All individual’s right to work in the UK needs to be checked, The Recruitment Team should 
complete a Right to Work Checklist using The Eligibility to Work in the UK Guidelines as a 
guide. 

All new employees are required to produce a valid passport or birth certificate as a minimum 
to start the process. Other documents may be required dependent on the individual’s 
citizenship status. The recruitment team will advise on this as required. 

The Right to Work Checklist, should remain on the employees personnel file throughout their 
employment with ATD. 

The individual must provide the originals of the documents that they are required to provide.  

ATD cannot accept photographs, photocopies, emails etc of any ID documentation. 

A member of The Recruitment Team or a manager/member of the Senior Leadership Team 
should check the originals and then take a copy for records. Each document must be copied 
on an individual sheet. The following words must be written on each copy to confirm that 
they are a true copy of the original document “Check conducted on DD/MM/YY by PRINT 
NAME & SIGNATURE”. 

Copies of original documentation should then be sent to The Recruitment Team who will 
complete the process and file this documentation in personnel files. 

4.13. Proof of Identity 
The following documents only are acceptable evidence of an individual’s proof of identity: 
• Passport (current and valid). 
• Photo card driving licence (full or provisional). 
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• Full birth certificate (issued within 12 months of birth); 
• Biometric Residence Permit (UK); and 
• Adoption Certificate (UK and Channel Islands). 

The individual must provide the original of one these documents to the relevant person(s). 

In addition to the above documents, the individual must provide two further documents to 
the same relevant person(s), as detailed in the ID Checking Guidelines. A summarised version 
of this list is sent to all successful candidates within their job offer letter. 

4.14. Disclosure and Barring Service (DBS) – see separate ATD DBS policy  
4.14.1. Posts which Require a DBS Check 

All posts for employees, volunteers and others which involve directly working with, 
caring for, or supervising vulnerable adults will be subject to an Enhanced Adult DBS 
Check as follows: 
• All Managers and all posts based within a Supported Sheltered House, Care 

Home or Extra Care Housing Scheme 
• Any non-care posts where the post-holder could potentially have significant 

unsupervised access to vulnerable adults 
• All employees based in the office at any ATD site. 
• Non-employees, who work with vulnerable adults or have regular contact with 

vulnerable adults as a result of an arrangement with ATD e.g. volunteers, 
therapists, hairdressers, chiropodists and other regularly employed 
contractors. 

4.14.2. Portability of DBS Disclosures 
ATD require that all employees and volunteers hold a valid enhanced Adult DBS 
certificate prior to starting employment/volunteering with ATD. 

If a new employee has registered with The Update Service, ATD will use this DBS 
clearance, provided that the Update Service check we carry out is satisfactory. 

4.14.3. Payment for Checks 
All DBS applications and checks will be paid for by ATD except for those posts that 
are designated, by the DBS, as volunteers.  The DBS will issue a check for volunteers 
free of charge.  Their definition of a volunteer is: 

‘A person engaged in an activity which involves spending time unpaid doing 
something that aims to benefit some third party other than, or in addition to, a close 
relative.’ 

Should an employee leave ATD’s employ within 6 months of the date of issue of the 
certificate then ATD will look to reclaim the cost of the DBS from the employee. 

Checks for work placement students will be arranged and paid for by their place of 
education. 

4.14.4. Overseas Criminal Record Checks 
If an applicant has lived overseas, the recruiting manager may need to decide 
whether to check their overseas criminal record. However, the DBS cannot currently 
access overseas criminal records or other relevant information as part of its 
Disclosure service. 

To help you get a fuller picture of the applicant’s background, the DBS provides 
guidance on how you can get further information from a list of countries 
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https://www.gov.uk/government/publications/criminal-records-checks-for-
overseas-applicants. 

If the country that you are looking for is not listed on the website you may wish to 
contact the country’s representative in the United Kingdom.  Contact details for 
those countries that have a representative in the United Kingdom can be found on 
the Foreign and Commonwealth website www.fco.gov.uk or telephone 0207 008 
1500. 

In such situations, recruiting managers should contact The Recruitment Team for 
further advice and practical help. 

4.14.5. Process for Applying for a DBS Disclosure 
Any offer made to an applicant, whether it be for voluntary or paid employment, 
will be made subject to the receipt of a satisfactory DBS clearance (in addition to 
satisfactory reference checks and a 3-month probationary period). 

The link to complete a DBS application online with uCheck will be sent with the offer 
of employment letter and via email where possible, and the prospective employee 
will be asked to complete this and then come in to the relevant ATD site with their 
proof of identity and address as soon as they receive their offer letter. 

It is essential that a check on photographic evidence is made with the applicant 
present to ensure fraudulent documentation is kept to a minimum. The 
Recruitment Team or Recruiting Manager MUST have sight of original documents 
and take copies. It is not sufficient to allow the applicant to bring their own copies 
of documents. As per section 6, nobody other than SLT, The Recruitment Team or 
the recruiting manager should have sight of and make copies of ID or proof of 
address documents. 

The Counter-signatory must verify the applicant’s identity and ensure the DBS 
application is completed accurately online with uCheck.  

Each copy of each piece of ID must be on an individual page and the following 
wording added: “Check conducted on DD/MM/YY by PRINT NAME & SIGNATURE”. 

The timescales for receiving Disclosures vary and can take up to 60 days to process. 

Prospective employees are reminded by the Recruitment Team via email, that they 
should register for The Update Service within 19 days of their DBS certificate issue 
date. You can register for The Update Service by visiting this web page 
https://www.gov.uk/dbs-update-service 

As above all DBS applications and Update Service Checks are paid for by ATD 
throughout employment.  When DBS clearance has been received, the prospective 
employee should present their DBS certificate to the recruiting/line manager, who 
will check if the certificate is ‘clear’.  Once happy that the prospective employee has 
no previous convictions, they can commence employment (subject to satisfactory 
references). 

Attempts to have the employee/volunteer register for The Update Service should 
always be made if a new DBS certificate is being applied for, with the aim of all staff 
and volunteers eventually being registered for The Update Service. 

All employees/volunteers will be asked to sign consent to allow Abbeyfield the 
Dales to access their DBS information online via the DBS Update Service to ensure 
their continued employment. 

 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/dbs-update-service
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Results of this will be held on their personnel file throughout their 
employment/volunteering with ATD. 

4.14.6. What if an Application Form or DBS Disclosure shows previous 
convictions or other relevant information? 
A copy of ATD’s policy on the Engagement of Ex- Offenders and Offenders is made 
available to all DBS applicants, on request, at the outset of the recruitment process.  

A copy of the Home Office Revised Code of Practice for Disclosure and Barring 
Service Registered Persons can be accessed through the Home Office website 
https://www.gov.uk/government/publications/dbs-code-of-practice and is also 
available to applicants on request from the recruitment team.  

Application forms, job adverts and any such recruitment brief will contain a 
statement that a DBS Disclosure will be requested in the event of the individual 
being offered the position.  

Applicants will be required to confirm on the Abbeyfield The Dales application form 
as to whether they have any criminal convictions or cautions. This will be a simple 
Yes or No tick box. Applicants who are successful following interview and who have 
ticked Yes on the application for will be asked to submit details of the conviction or 
caution and other associated information with dates and an overview of the nature 
of the conviction or caution. This should be submitted in a sealed envelope marked 
“Private & Confidential – Rehabilitation of Offenders Act” with the applicant’s full 
name and given to the Office Manager or a member of the Senior Leadership Team.  

Once the company has received notification of the applicants DBS clearance, should 
the DBS application be clear the sealed envelope will be either destroyed or 
returned to the applicant at the applicant’s request. Should the DBS certificate show 
any convictions or cautions the applicants prospective line manager together with 
a member of the Senior Leadership Team will open the sealed envelope and will 
ensure an open and measured discussion takes place about the nature of the 
conviction or caution or other matters that might be relevant to the position. (Refer 
to section 4.2 Risk Assessment). Failure to reveal information that is directly 
relevant to the position sought could lead to withdrawal of a provisional offer of 
employment or voluntary position. ATD will keep on file the details in the sealed 
envelope for all applicants who have convictions or cautions shown on their DBS 
certificate and whose application ATD have agreed to proceed with.  

Due to the nature of our work, ATD comes within the scope of the Rehabilitation of 
Offenders Act (Exceptions) Order 1975 as amended. We therefore have the right to 
ask questions about an applicant’s entire criminal record, which includes details of 
conviction for any offences or formal police cautions for any offence or bind-overs 
imposed by any court, including spent and unspent convictions as defined by the 
above Act. All applicants, whether it be for employed work or voluntary positions, 
are required to disclose on their Application Form, any cautions, spent or unspent 
convictions that they may have. 

4.14.7. If a DBS Disclosure reveals ‘additional information’ 
On Enhanced Disclosures the Chief Police Officer providing the Local Police Force 
Information may occasionally, if thought necessary in the interests of the 
prevention or detection of crime, release ‘additional’ information to the Counter-
signatory only, in the form of a separate letter. 
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Where the police issue a separate letter, the Counter-signatory’s copy of the 
Disclosure will contain the following words ‘Please refer to letter sent under 
separate cover’ printed under the ‘date of issue’ on the Disclosure. The applicant’s 
copy of the Disclosure will not refer to this information. 

The information contained within the letter must never be revealed to the applicant 
or be shown to the applicant or to any other person not involved in the recruitment 
decision. It is a criminal offence under the Police Act 1997 to reveal this information 
without the written permission of the Chief Police Officer. 

The letter should be handled, stored, retained, and disposed in the same way as any 
other Disclosure information. The additional information must be considered in line 
with the guidance above, but it must not be given as a reason to the applicant for 
withdrawing the offer of employment. 

The Manager considering the Disclosure should record the reasoning, discussions, 
and decisions and this should be held and stored with the Disclosure Document. 

ATD undertakes not to discriminate unfairly against an applicant on the basis of a 
conviction or other information revealed in a Disclosure and is committed to the fair 
treatment of applicants and employees regardless of their offending background. 

4.14.8. Starting Work Prior to Receiving the DBS Disclosure 
No staff or volunteer should ever begin work prior to receipt of an Enhanced DBS 
Certificate. 

A start date will only be confirmed to a prospective employee once we have had 
sight of this certificate, and this will be done by way of a formal ‘Confirmation of 
Start Date’ letter from The Recruitment Team. 

In certain circumstances (for Care staff only) ATD can request an Adult First check 
which discloses if an applicant has been barred from working with adults. If this 
check is clear, we may allow an applicant to start work prior to the enhanced check 
being received. 

4.14.9. Handling and Safekeeping of Disclosure Information 
ATD no longer hold copies or original DBS certificates on file. A copy of the UCheck 
DBS clearance email and signed DBS Update Service Consent are the only 
documents relating to disclosure which should be kept on file for an employee or 
volunteer. 

Any information relating to disclosure which is to be destroyed, must be shredded 
to ensure confidentiality is maintained. 

Please refer to DBS policy for further information. 

4.15. Returning Staff or Staff Employment Changes 
There are 4 scenarios with regards to staff either changing their employment status, moving 
departments within the business, or returning to the business after leaving for a period of 
time. 

Outlined below is the procedure from a Recruitment and Selection point of view, with 
regards to each scenario. 

4.15.1. Scenario 1 – Changing from Bank to Permanent 
A new Contract of Employment will be issued, confirming T&C’s of employment and 
contracted hours. The employee will also become eligible for the company Death in 
Service benefit and sickness entitlement, and will be issued with the relevant 
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paperwork. The employee will also be required to sign to confirm that they have 
received and read the ATD Statutory Sick Pay policy. 

4.15.2. Scenario 2 – Changing from Permanent to Bank 
Contract of Employment ceases and will be replaced by a Relief Letter, confirming 
that the individual is now Bank rather than having contracted hours. SSP policy no 
longer applies to Bank staff, and they are no longer eligible for the ATD Death In 
Service benefit. 

4.15.3. Scenario 3 – Moving to a different department/location within the 
business 
Employees can apply for any vacancy which arises at ATD, by completing an 
Expression of Interest form and having their line manager write a statement in 
support of their application. This Expression of Interest is then put forward for 
shortlisting, alongside all other applications for the vacancy. If shortlisted for 
interview, the employee will be contacted to arrange an interview time/date and 
will be presented with the same interview questions, tasks, and scenarios as all 
other applicants for the position. 

If successful, the employee will be required to work their contractual notice period 
(usually 4 weeks) so that their position can be ‘back-filled’ before they move into 
their new role/department. 

4.15.4. Scenario 4 – Returning to the business after leaving for a period of 
time 
If a former employee is returning to employment with ATD after leaving but having 
not worked anywhere else in their time away, we will seek a Character Reference 
and also a reference from their previous line manager here at ATD, before they are 
able to commence their new employment with us. 

If a former employee is returning to employment with ATD after leaving and having 
worked at one or more other businesses in their time away, we will seek a 
professional reference from all employers that they have worked with while away 
from ATD. In addition to this, we will require a reference from their previous line 
manager at ATD and one-character reference. All of these references must be in 
place and approved before they are able to commence their new employment with 
ATD. 

A new DBS will be required in all instances where an employee has left the business 
and returned, even if the ATD DBS from the individual’s previous employment with 
ATD is still dated within 3 years from its date of issue, and therefore considered 
‘valid’. 

SLT can authorise an Adult First Check to allow the individual to start working while 
the new DBS is still in progress, however this should only be used where absolutely 
necessary (for example, due to a staffing crisis.) 

4.16. Feedback to Unsuccessful Candidates 
Feedback should centre on why the candidate did not meet the criteria stated in the JD and 
the scores and comments made on the Interview Record should be used to provide this 
information. Feedback should be given in writing e.g. in the form of an email  
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4.17. Feedback to Unsuccessful Candidates 
The recruitment process for registered managers is similar to the process for other roles with 
the following amendments: 

4.17.1. Stage 1 – Telephone 
Initial telephone discussions and briefings are held with potential candidates to 

assess their suitability for the role and whether they have the correct attitudes and 

values that fit with ATD’s values and way of working. 

4.17.2. Stage 2 – Informal Interview with Resident Panel 
An informal interview will be held with a resident(s) of the service, a member of 

staff will be present to document the discussion to be presented to the interview 

panel. This interview does not influence the decision-making process following the 

formal interview. 

4.17.3. Stage 3 – Formal Interview 
Candidates who pass the initial telephone briefing will be invited to a formal 

interview to be held with both the Director of Operations and the Chief Executive. 

Interviews may include a presentation. 

4.17.4. Stage 4 – Scoring & Selection 
Each interviewee is scored using standard ATD recruitment paperwork, the 

candidate with the highest score is usually selected. However, if the candidate 

would not be the best fit for the services another lower scoring candidate may be 

selected. 

5. Finance, Value for Money & Social Value 
N/A 

 

6. Supported Appendices 
The following forms can be found on the ATD Shared Drive (S) under ATD, Staff, HR and 
Recruitment: 
Eligibility/Right to Work in the UK 
Eligibility/Right to Work in the UK - Checklist 
The Recruitment Process Document 
Notification of Leavers Form 
Notification of Vacancy Form 
Job Descriptions 
Shortlisting Record Form 
Notification of New Employee Form 
ATD Referencing Template 
Confirmation of Start Date Letter Template 
Starter Pack 
Interviewing Scoring Sheets 
Employment Checklist 
Pass Employment Checklist 
Internal Job Vacancies Template 
Job Application Form 
Expression of Interest Form 
Exit Interview Questionnaire 
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Equal Opportunities Monitoring Form 
Formal Job Offer Letter Template 
Guidance for DBS Checks 
DBS Front Sheet Template 
DBS Checking – Consent from Employee 
DBS Application Form 
DBS Update Consent Form 

 

7. Linked Policies 
Conflict of Interest (LG010P) 
Data Protection (LG013P) 
Disclosure and Barring Service (DBS) (S006P) 
Equality and Diversity (LG016P) 
Engagement of Offenders and Ex-Offenders (S005P) 
Probation (S020P) 

 

8. Legislation/Regulation 
Eligibility/Right to Work in the UK 
Equality Act 2010 
Rehabilitation of Offenders Act 1974 
 

9. Review 
Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
N/A  
 
 
 
 
 

 
    


