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Recruitment Policy 

Introduction 
Highbury Vale Blackstock Trust (HVBT) is the registered charity that owns and operates 
Elizabeth House Community Centre.  
 
Good recruitment is essential to everything we do at Elizabeth House. We look for people with 
the right skills, knowledge and experience to deliver our work - and who share our values. We 
also recognise that lived experience, community involvement and voluntary work are valuable. 
We actively welcome applicants from all parts of our community. 
 
We are committed to recruitment processes that are fair, accessible and do not reproduce the 
structural inequalities we work to challenge. Everyone involved in recruitment must 
understand equity, diversity and inclusion legislation and good practice. And how 
discrimination - both direct and indirect - can arise at every stage. 
 
These procedures do not form part of the contract and will be reviewed regularly and can be 
changed from time to time at the discretion of the senior management. 
 
This procedure does not form part of any contract of employment. It will be reviewed regularly 
and may be updated at the discretion of senior management. The CEO should be closely 
involved at every stage to ensure compliance. 

Policy 
We will consider filling vacancies by internal promotion or transfer before advertising externally. 
This does not mean we will always appoint internally, or that we assume there are no suitable 
external candidates. 
 
All applicants will be assessed fairly and on their merits, in line with this policy and our 
commitment to equity, diversity and inclusion.  
 
If anyone involved in a selection process has a conflict of interest in relation to an applicant, 
they must declare it immediately to the CEO or Deputy Centre Manager and withdraw from 
that part of the process. 

The recruitment process 
Our recruitment process has four stages: 

• Establishing the need and defining the role. 
• Attracting applicants. 
• Managing applications and selection. 
• Confirming the appointment. 
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Stage 1: Establishing the Need and Defining the Role 
Before recruiting to fill an existing vacancy, we review the requirements of the role, the volume 
of work and current staffing levels to make sure it is necessary to fill the post. 
 
Before creating a new role, we check that the cost has been budgeted for and obtain approval 
from the Board of Trustees and/or CEO before proceeding. 
 
For any vacancy (new or existing), we think carefully about the purpose and outputs of the role, 
not just its tasks. This analysis should inform the job description and person specification. 

 

Job description 
A clear job description sets out the key responsibilities of the role and what good performance 
looks like.  
 
If one already exists, review it to make sure it accurately reflects the current requirements of 
the post. 
 

Person Specification 

The person specification sets out the essential and desirable skills, knowledge, experience, 
qualifications and personal qualities needed to do the job.  

Only include criteria that are genuinely needed. Criteria that are not necessary can lead to 
indirect discrimination on protected grounds including age, sex, gender reassignment, 
pregnancy or maternity, race, religion or belief, sexual orientation, disability, marriage or civil 
partnership, or trade union membership. 
 

Stage 2: Attracting Applicants 

We advertise all vacancies in a range of places to reach a broad and diverse pool of 
candidates.  

Where we identify underrepresentation among trustees, staff or volunteers, we will take 
positive action. This includes targeted outreach to underrepresented communities and 
networks. 
 

Internal advertising 

We advertise all vacancies internally so that current employees can see and apply for 
opportunities for development and progression. 

External advertising 
External options include online job boards, professional networking sites such as LinkedIn and 
our own website. Expenditure on advertising requires approval from the Board of Trustees 
and/or CEO unless budget has already been agreed 
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What every advertisement must include 
• The name of the organisation 
• The job title 
• An outline of the role 
• Essential skills, experience, personal qualities and minimum qualifications. 
• Salary or pay scale and any significant benefits. 
• Whether the role is permanent or temporary; if temporary, the contract length. 
• Hours and whether the role is full or part-time. 
• How to apply and the closing date. 
• When and where interviews will take place 
• A statement that personal information will be processed in accordance with applicable data 

protection laws.  
 
Where space allows, we can also include a brief description of Elizabeth House and the job 
location. 
 
If we use a recruitment agency, the agency must identify itself in any advertisement and make 
clear to applicants that their personal information will be passed to and held by the Charity. 
 

Avoiding discrimination in advertisements 
 
Advertisements must not discriminate unlawfully and must comply with the Equality Act 2010 
and our Equity, Diversity and Inclusion Policy. There are two forms of discriminatory 
advertising to avoid: 
 
• Direct discrimination - wording that expressly or by implication excludes applicants on a 

protected ground. It is lawful to specify a particular characteristic only where it is a genuine 
occupational requirement. For example, of a particular gender, where gender is a genuine 
occupational requirement of the job. 

• Indirect discrimination - requirements that appear neutral but disadvantage people with a 
particular protected characteristic. For example, ‘Must be willing to work long hours’ 
(exclude women as they are more likely than men to be primary carers for young children), 
or ‘Must have at least 7 years’ experience’ (exclude more younger than older people). Any 
such requirement must be a genuine necessity for the role. 

 
Application forms should only ask for information needed to decide whether someone should 
progress to the next stage.  
Equality monitoring forms must be included separately, with a clear explanation of why the 
information is collected. Monitoring data must be stored separately and anonymously. 
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Stage 3: Managing Applications and Selection 
 

Acknowledging applications 

Unless the advertisement states otherwise, acknowledge all applications promptly on receipt. 
This is good practice and reflects well on Elizabeth House. 
 

Treating applications fairly 

Recruitment is not just about us finding the right person. It is also about candidates deciding 
whether Elizabeth House is right for them. How we treat applicants at every stage shapes how 
they see our organisation as a potential employee and future advocate.  
 

All applications must be treated confidentially and shared only with those directly involved in 
the recruitment process. 
 

Social media 

Do not use social media to conduct informal background checks on applicants, unless they 
have specifically referenced those accounts in their application or CV. This creates data 
protection risks and could expose Elizabeth House to a discrimination claim.  

A candidate might be able to show they were unsuccessful because of a protected 
characteristic that was visible on their social media profile. This could be information they 
would not have included on their CV, such as age, sexual orientation, ethnic background, 
religion or political views. 
 

Shortlisting 

Shortlisting must be carried out by at least two people, normally including the direct line 
manager, to reduce the risk of bias. 

 

All applicants - internal and external, must be assessed objectively against the essential 
criteria in the person specification.  

We use anonymised (name-blind) shortlisting as standard: names and other identifying 
information are removed before applications are assessed.  

Shortlisting decisions must be recorded for each candidate, with notes on how they do or do 
not meet the criteria. 

 

Shortlisted candidates must be told in writing what the next stage involves, including the 
names and job titles of the people they will meet and any tests to be carried out. Give as much 
notice as possible - ideally at least five working days. 
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Ask all shortlisted candidates whether they need any reasonable adjustments to participate 
fully in the next stage. Failure to make reasonable adjustments for a disabled candidate is a 
form of discrimination under the Equality Act 2010. 

 

Applicants who are not shortlisted must be told promptly, in writing, with courtesy and care (by 
the Administrator). This is not required where the advertisement has stated that only 
shortlisted candidates will be contacted. 
 

Right to work in the UK 
Checking the right to work in the UK is a legal requirement that applies equally to all 
candidates, regardless of background or nationality. 
 
All candidates called for interview or office-based selection event must be asked to bring their 
passport and any other documentary evidence of their right to be in the UK and to work here. 
This also applies to agency, temporary and casual workers.  
The Administrator will carry out the document check. A certified copy must be placed on the 
candidate’s personnel file or destroyed if the candidate is not offered the post. 
 
Selection 
After shortlisting, the next stage will usually be an interview. This will take place face-to-face, 
by phone or online, depending on the role and resources.  
Candidates may also be asked to complete written or oral selection tests. Any tests must be 
free from discriminatory elements and must only assess criteria directly relevant to the role 
 

Interviews 
An interview is a two-way process. We are assessing the candidate; the candidate is assessing 
us. Everyone on the panel should present a positive and welcoming image of Elizabeth House. 
 
Interviews should be conducted by at least two people, normally including the candidate’s 
prospective line manager. Wherever possible, the panel should include people of different 
backgrounds, to bring a range of perspectives to the process. 
 
Questions must be consistent across all candidates and based on the person specification. 
Do not ask questions that could be discriminatory or misinterpreted. For example, about 
health, age, date of birth, marital status or children.  
These questions may contravene the Equality Act 2010. A candidate who believes we have 
asked unlawful questions can complain to the Equality and Human Rights Commission. If a 
candidate volunteers personal information of this kind, panel members must not use it in their 
assessment. 
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Interviewers must take clear notes in enough detail to support the selection decision and to 
give feedback if requested. Feedback must focus on how well the candidate evidenced the 
criteria in the person specification and job description, and must be objective. 
 
The lead panel member is responsible for giving feedback. Unsuccessful candidates must be 
informed promptly, in writing, with courtesy and sensitivity. 
 

Stage 4: Confirming the Appointment 
A verbal offer can be made shortly after the interview, but only once the right to work in the UK 
has been confirmed.  A verbal offer, once accepted, is legally binding. 
 
When making all offers - verbal and written –  

• It must always be stated that the offer is made subject to satisfactory written 
references (at least 2).  

• And subject to meeting any other essential / regulatory conditions of employment 
relevant to the job (a satisfactory Enhanced Disclosure and Barring Service (DBS) 
check).   

 

Once a candidate has accepted verbally, or has asked for written confirmation before 
deciding, prepare a conditional written offer letter setting out the agreed terms and conditions.  

Send two copies of the offer letter and two copies of the Statement of Terms and Conditions of 
Employment (the contract) for the candidate to review. Ask the candidate to sign and return 
one copy of each. 
  

If an acceptance deadline has not been set elsewhere, the offer letter should state the date by 
which the candidate must accept and confirm that the offer will be withdrawn if not accepted 
by that date. 
 

The Statement of Terms and Conditions of Employment must be provided on or before the 
candidate’s first day of work (the wider written statement must be provided within 2 months of 
the start of employment).  

Where the start date is not yet confirmed, the statement may be issued with the date left 
blank, provided it is ready to issue from day one. When agreeing a start date, allow for the 
notice period the candidate must give their current employer. 
 

References 

References must not be requested without the candidate’s permission, and not before a 
formal offer has been accepted. 
 

The CEO or line manager will seek a minimum of two written references. At least one must be 
from the candidate’s most recent employer. The second may be a character reference.  
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In some cases, additional references from previous employers may also be sought. All 
references must be received before the person starts work. 
 

Notes and Records 

All documents relating to each applicant must be retained. This includes assessment notes, 
interview notes, CVs, application forms, emails and rejection letters - even for those not 
shortlisted. Candidates who have been interviewed have the right to access their assessment 
and interview notes, and have three months in which to bring a legal claim arising from the 
recruitment process. Collating all information promptly means we can respond to any 
disclosure request or legal challenge. 

 

All recruitment records must be retained for six months and held in accordance with the UK 
GDPR and Data Protection Act 2018. 
 
 
Signed: Nathalie Renaud, CEO, Highbury Vale Blackstock Trust 
 
Reviewers: Iqbal Ali, Deputy Centre Manager; Trustees 
 
 

Policy Changes Tracking 
 

Review date Next review date 
April 2026 April 2027 

 


