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1. Introduction

This policy promotes fair, consistent and transparent recruitment and selection across William College,
and ensures uniformity in its application. Recruiting and retaining talented people is central to
safeguarding a high-quality educational experience for our students and a thriving College community,
and supports the delivery of our Mission and Values through our Strategic Framework.

No applicant or appointee will be subjected to discrimination on the basis of the protected characteristics
(age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race,
religion or belief, sex, and sexual orientation). This commitment is reaffirmed in our Equality, Diversity
and Inclusion Policy, which reflects the requirements of the Equality Act 2010.

2. Scope of Policy

This policy applies to the recruitment and selection of all staff, regardless of group or contract type, and
to all aspects of the recruitment and selection process. The Temporary Employment Service, other
agency staffing, apprenticeship and volunteer recruitment fall outside its full scope, but the key
principles set out below should still be reflected in the processes followed.

3. Key Principles
3.1 Open Competition

The process will ensure open competition to attract a diverse range of candidates. Candidates should
have fair access to information about job descriptions, role requirements, applications, and selection
procedures.

3.2 Equality Opportunity

The process will ensure equality of opportunity throughout the recruitment process; objective criteria of
the selection process should be explicit and consistent and safeguard candidates against bias.

3.3 Transparency

Atransparent process, that is fair and open to applicants will be followed by documentation of objective
selection criteria and provide feedback to successful and unsuccessful applicants with appropriate
reasons for success or failure to ensure a positive experience for all candidates.

3.4 Efficiency & Compliance

The College will guarantee that staff recruitment and selection are performed professionally, in a timely
manner, and responsively, following current employment laws, and complying with all relevant
legislation.

3.5 Declaration of Conflict of Interest

The process will ensure the awareness of conflict of interest among staff members involved in the
recruitment process to allow them to declare any conflict of interest so it can be appropriately managed.

If there is a declared conflict of interest the College’s Conflict of Interest Policy should be referred to
and the Conflict-of-Interest Declaration Form (Appendix B of the policy) should be completed and
returned to HR.
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Best Practice: To ensure best practice, the College will ensure that all staff members involved in the
recruitment process are fully aware of the principles and objectives of the recruitment policy and have
completed the mandatory online training for Equality, Diversity and Inclusion, and the Data Protection
Act.

3.6 Confidentiality

All applicant-related documentation will be treated confidentially in compliance with the Data Protection
Act 2018. Applicants may request access to their personal data in accordance with the Data Protection
Act 2018 and UK GDPR.

Safeguarding Requirement: suitable safeguarding checks are carried out according to the
requirements of the role — for example, Disclosure and Barring Service (DBS) checks. The requirement
shall be stated clearly in the job description and advertisement for any relevant roles.

4. Recruitment and Selection Procedures

There are several key stages in the recruitment and selection of a post. This procedure outlines the key
stages.

4.1 Preparation Stage

Recruitment can only be initiated after the role’s necessity has been assessed against the successful
delivery of the College’s Strategic Plan and reviewed within the Annual Planning Cycle, and formal
authorisation has been obtained. To meet the diverse needs of its student body and support a diverse
workforce, the College actively encourages applications from groups under-represented in its profile,
applying the principles of positive action permitted by the Equality Act 2010 — for example, advertising
in publications that reach under-represented groups and including statements that encourage them to

apply.

To support fair pay for work of comparable worth, all new or modified roles undergo role evaluation
and grading before advertisement; the resulting pay grade sets the minimum and maximum salary.
Sessional Lecturers and other hourly-paid staff are not attached to a pay grade. Managers should
contact Human Resources Team for advice on comparable market rates and appropriate action where
recruitment is likely to be challenging.

4.2 Job Description and Person Specification

An appropriate Job Description is created or updated for each opening, setting out the role’s type and
scope, primary duties, seniority and any required pre-employment checks. The Person Specification
states the minimum education, training or equivalent experience, together with the skills and
competencies needed, each directly relevant to the role and applied fairly to all candidates, with a clear
indication of which criteria are assessed at application and which at interview. The Person Specification
is checked to ensure the criteria do not unfairly disadvantage any applicant.

Contact details are provided at the end of the Job Description so that applicants may request the
documentation in an alternative format, ask for support, discuss reasonable adjustments, or request a
guaranteed interview where all the relevant criteria are met.

Reasonable adjustments to the interview process can be made to remove or reduce disadvantages
faced by candidates with disabilities or health conditions. Common adjustments include providing
interview questions in advance, granting extra time for assessments, or changing an in-person meeting
to a video call.
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4.3 Advertising

HR is responsible for advertising posts through mediums appropriate to the audience that are most
likely to attract strong candidates (within budget and scales) and to encourage applications from all
sections of the community, reflecting the College’s commitment to equality and diversity.

The College complies fully with the Rehabilitation of Offenders Act. Information about criminal offences
is personal data and is processed only where there is a lawful basis; where a role’s nature and sensitivity
require disclosure, the job description and advertisement state this clearly.

To support career development, some posts may be advertised internally only, at the discretion of the
CEO/Provost. Where a post is advertised internally, HR circulates the job description to all staff by email
alongside publishing on the website with an ‘internal application only’ marker.

4.4 Selection Committee

An appointment panel (selection committee) is established promptly. The Chair of the Selection Panel
briefs each panellist on the aspects of the process relevant to their role and responsibilities. For posts
recognised as academic or academic-related, the panel is formed in line with the relevant statutes and
regulations (such as those of the College’s partner universities). Panels comprise more than one
member, and every effort is made to ensure the panel is diverse and appropriately gender-balanced;
where this is not feasible, the reasons are documented and retained.

4.5 Confidentiality

All applications received for a vacancy are treated confidentially, and the College adheres to the Data
Protection Act 2018 and UK GDPR. Candidate CVs are circulated to recruitment staff on the
understanding that they are kept confidential and not shared with anyone outside the process. All staff
involved in recruitment and selection must maintain confidentiality.

4.6 Conflict of Interest

Conflicts of interest may arise where selection committee members have personal or professional
relationships with applicants, which can affect decision-making. Examples include:

- close personal or working relationships with an applicant;
- relatives of applicants; and
- prior knowledge of an applicant from outside the work environment.

4.7 Declaration of Interests

All selection committee or panel members must complete a declaration of interest. HR reviews these
declarations and notifies the committee Chair of any potential conflicts. Members review the applicant
list to identify any actual, potential or perceived conflicts and declare them promptly to the HR Assistant
Manager. HR advises the Chair on the significance and implications of any declared conflict; the Chair
determines whether a conflict exists and how it is managed, including possible withdrawal from the
process. Where the Chair has a conflict, it is disclosed to HR, which makes an assessment and agrees
a conflict-management plan.
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4.8 Documentation

HR records all declarations of interest and decisions on conflict management, and interview records
note any conflict-related considerations. These are stored in line with the schedules outlined within the
College’s Retention of Data and Records Policy.

4.9 Selection Criteria

Selection criteria are the objective benchmarks against which all applications are assessed. They are
defined from the role profile or Person Specification before the vacancy is advertised and retained for
12 months, so that panellists can justify their decisions, demonstrate a transparent process, provide
structured feedback and address any potential discrimination claim.

4.10 Selection of Candidates

The College’s primary focus is to identify the best-qualified candidate for the role through a transparent,
impartial and equitable process. Each candidate undergoes the same assessments, and reasonable
adjustments are made for candidates with disabilities. Evaluation is based on the role’s criteria,
shortlisting is evidence-based, and final scores and decisions for all applicants are recorded.

4.11 Applications

Applicants submit a letter of application (supporting statement) and a CV, in which they demonstrate
how they meet the essential criteria (and any applicable desirable criteria) in the Person Specification,
and their competence to perform the duties in the Job Description. All applicants are also asked to
complete a confidential online Equal Opportunities Monitoring Form, which is not shared with the
selection panel and which helps the College assess the effectiveness of its policies. In line with the
Equality, Diversity and Inclusion Policy, applicants are not asked questions about health or disability
during the application stage.

If an applicant is offered a post and their CV or letter does not set out their full career history for the
three years before the date of application, the conditional offer includes a further condition requiring
satisfactory details (and evidence where necessary) of any gaps, which the College recognises can
arise for many reasons. This is undertaken only after an offer has been made, so that any gap relating
to health or disability need not be disclosed at an earlier stage.

4.12 Application Screening

Screening of applications takes place promptly after the vacancy closes; whether shortlisting is needed
will depend on the volume of suitable applications received. Assessment is based solely on the
information provided in each application — first against the essential criteria and, where more applicants
meet them than can be shortlisted, against the desirable criteria. To guard against bias, shortlisting is
carried out by at least two people, one of whom is normally the Line Manager to whom the successful
applicant will report. Decisions for each candidate are documented with concise reasons and retained.

4.13 Selection Method

An interview is the minimum selection method for posts advertised through open competition. The
methods are agreed by the panel and vary according to the role, focusing on the skills the post requires;
where appropriate and feasible, a combination of methods is used to give a fuller evaluation of each
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candidate. To ensure fairness, the core, criteria-based questions are the same for all candidates for a
given post, so that each has an equal opportunity to demonstrate their suitability.

4.14 Appointing Decisions

The panel resolves any disagreement over a candidate’s suitability and reaches a final decision based
on the objective evidence gathered, in order to avoid poor selection decisions and unlawful
discrimination. The preferred candidate is selected only once all selection activities are complete and
the outcomes recorded. Eligibility to work in the UK may be a reason for rejection only after a conditional
offer has been made; rejection on right-to-work grounds requires it to be established that the individual
does not and/or could not obtain the right to work and that no certificate of sponsorship would be issued.

4.15 Offer

Following selection, a prompt verbal offer is normally made by the Chair of the Selection Panel (this
may be delegated), to strengthen the College’s ability to recruit the chosen candidate. A fixed-term or
open contract may be offered where there are objective reasons to justify the terms.

Appointments should be made at the point on the salary scale that best matches the applicant’s level
of experience and qualifications. Any intention to appoint at the maximum is discussed with HR, and
no appointment is made above the advertised scale. The HR Services team then issues the written
offer of employment. All offers are conditional and subject to the pre-employment checks set out in
Section 5.

Academic posts require review and approval from William College’s partner universities prior to offers
being sent.

4.16 Internal Transfers

Any application for a post that would result in an internal transfer should still follow the recruitment
process as outlined in this document.

5. Pre-Employment Checks

Offers of employment are normally conditional on successfully completing a due diligence process. The
following checks apply as relevant to the post, and the HR Manager is informed in order to carry out the
relevant checks and ensure compliance with statutory requirements:

5.1 Right to Work

Right to work checks are completed at the start of onboarding and before employment begins, in
accordance with current Home Office (UK Visas and Immigration) requirements (using a manual
document check, the Home Office online checking service (via a share code), or Identity Document
Validation Technology through a certified identity service provider, as appropriate. The HR Assistant
Manager manages these checks and seeks advice from the CEO where necessary. The CEO holds
overall responsibility for sponsored worker compliance under the Skilled Worker route.

5.2 References
Two references are normally required, including one from the current or most recent employer. For
hourly-paid staff (such as Sessional Lecturers and Invigilators) two references are sought, but a
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satisfactory reference from the current or most recent employer may satisfy this condition. References
are requested only after an applicant has accepted an offer.

5.3 Qualification and other standard checks

For academic staff (including Sessional Lecturers) and professional services staff (but excluding casual
hourly-paid staff such as Invigilators) the College requires copies of the qualification certificate(s)
needed to satisfy the “Essential Criteria” (and, where shortlisting relied on them, the “Desirable
Criteria”).

To meet statutory data-reporting requirements, academic staff also provide certificated proof of their
highest qualification and of any higher education teaching qualification held.

5.4 Non-standard checks

The following checks are carried out in defined circumstances only:

e Pre-employment medical clearance: in some circumstances, a candidate holding a
conditional offer may be required to complete medical clearance with our Occupational
Health provider.

o DBS Enhanced checks (Children’s Barred List): currently applying only to posts within the
Disability and Wellbeing Support Team.

e Fit and proper persons test: conducted on members of the Executive Leadership Team
(ELT) and the Senior Leadership and Management Team (SLMT), as required by the Office
for Students condition of registration E9. The test includes due diligence and checks on
past conduct to confirm that those exercising senior management responsibility or
significant influence over the College are suitable to access public funds, to maintain public
trust and confidence in the higher education sector, and to protect the interests of students.

o Verification of employment gaps: where necessary, evidence is obtained to support any
identified gaps in employment history

6. Onboarding

6.1 Induction

Induction marks the culmination of the recruitment process. Once an applicant has accepted the offer,
HR will send an introductory email detailing the processes that new staff members should follow on
arrival and an overview of William College’s facilities, culture and working environment.

Once the new member of staff starts, their Line Manager will carry out the various induction tasks using
the College’s New Starter Induction Checklist. The checklist identifies different tasks to be carried out
at different stages of the overall induction process.

William College's induction programme provides crucial information, including details on welcome
events and activities. Employees will have the opportunity to:

e Meet key colleagues

o Familiarise themselves with the workplace

e Understand the terms and conditions of their employment

e Gain full comprehension of their role and responsibilities

e Understand their position within the department and wider college
e Understand work expectations and monitoring processes

e Grasp the management and support structure
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e Access William College's online resources
¢ Identify any training and development needs for fulfilling their role effectively

6.2 Probationary Period

All newly appointed employees, excluding Sessional Lecturers and other hourly-paid staff, are normally
subject to a six-month probationary period. This enables both the employee and their manager to
assess the employee’s suitability for the role objectively, based on factors such as performance and
conduct. The aim is to provide a clear process and timeframe for assessing capability, reliability and
suitability, and to set clear expectations for the employment relationship.

After around 3 months in post Line Managers conduct a Mid-Probationary Review to identify, inter alia,
any barriers or concerns that the new employee may be facing.

Itis the Line Manager’s responsibility to ensure new employees are effectively monitored and supported
during their probationary period, and that any issues are addressed promptly in consultation with the
HR Assistant Manager as required.

6.3 Annual Staff Appraisals and Development Scheme

All staff participate in the Annual Staff Appraisal and Development Scheme. Through it, staff reflect on
their performance over the year, set goals for the year ahead and identify any professional development
needed to achieve them. These individual objectives align with the strategic goals and outcomes in the
Strategic Framework, and periodic reviews evaluate progress and identify further development needs.

7. Complaints

Selection and appointment decisions will not normally be reconsidered. Complaints may relate only to
the recruitment process followed and not to the outcome itself. Complaints should be sent to the HR
Assistant Manager (hr_wc@williamcollege.ac.uk) for review.

A review may lead to changes in process but cannot change a selection or appointment decision.

8. Review Cycle

This policy will be reviewed annually by the Senior Leadership and Management Team or earlier if
legislative or institutional changes require it. Al amendments will follow the formal approval process
outlined in the College’s policy governance structure.

9. Related Policies and Guidance

e Equality, Diversity, and Inclusion Policy.

o Safeguarding and Prevent Policy.

e Data Protection Policy.

e Policy on the Retention of Data and Records.
e Annual Staff Appraisal Policy.
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