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YPM Recruitment and Selection Policy
1. Purpose
This policy establishes the guidelines and procedures for recruiting and selecting staff within our educational setting. It aims to ensure fair, transparent, and effective hiring practices that support the organization’s commitment to excellence in our alternative education setting, safeguarding, and diversity
2. Scope
This policy applies to all recruitment and selection activities for managers, administrative, and support staff and youth workers positions within the organisation
3. Principles
The recruitment and selection process will adhere to the following principles:
· Equality and Diversity: Promote diversity and ensure no discrimination based on age, gender, race, disability, religion, sexual orientation, or any other protected characteristic.
· Transparency: Maintain open and fair processes to attract the best candidates.
· Merit-based Recruitment: Select candidates based on their qualifications, skills, experience, and suitability for the role.
· Safeguarding: Prioritise the safety and welfare of children by thoroughly vetting candidates.
4. Recruitment Process
Job Analysis and Description
Put together an information pack for the vacancy.
 Decide the most effective way to recruit to the post. For example, internal advert / job centre / press etc.
· Conduct a job analysis to determine the responsibilities, skills, and qualifications required.
· Develop a clear and accurate job description and person specification.
      4.2 Advertising Vacancies
· Advertise vacancies internally and externally to reach a diverse pool of candidates.
· Ensure job advertisements include:
· A summary of the role and required qualifications.
· Commitment to safeguarding and equality.
· Information about the application process
· Decide on a closing date for applicants 
4.3 Application Process
· Provide clear instructions for submitting applications (e.g., CV, application form, supporting documents).
· Include a safeguarding declaration requiring candidates to disclose any criminal history
5. Selection Process
5.1 Shortlisting
· Shortlist candidates based on the person specification.
· Ensure at least two panel members review applications to minimise bias
5.2 Interview and Assessment
· Conduct interviews using a structured format to assess candidates’ suitability.
· Include safeguarding questions and scenario
5.3 References
· Request 2 references, including one from the candidate's most recent employer.
· Verify the authenticity of references
5.4 Safeguarding and Pre-employment Checks
The following checks are mandatory before any appointment:
· Identity verification.
· Right to work in the country.
· Criminal background checks ( DBS ).
· Qualifications verification.
· Employment history review and explanation of any gaps
6. Appointment
· Provide successful candidates with a formal offer letter and employment contract.
· Include a probationary period during which performance and suitability are monitored. Provide successful candidates with copies of all policies and procedures
7. Training
· Ensure staff involved in recruitment receive training on:
· Equality and diversity 
· Safeguarding and prevent and safer recruitment.
· First aid 
8. Monitoring and Review
· Regularly review this policy to ensure compliance with legal and educational standards.
· Collect feedback from candidates and staff to improve the recruitment process.
9. Responsibilities
· Managers: Ensure adherence to this policy during recruitment.
· HR Department: Oversee the implementation and compliance of the recruitment process.
· All Staff: Support equal opportunities and safeguarding
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