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1. Introduction 

The purpose of this policy is to promote and maintain fair and effective recruitment and 
selection procedures across Blackpool FC Community Trust (the Trust), and to ensure they are 
carried out to an agreed standard. 

The aim of the policy is to: - 
• 
• 

Promote the Trust as an employer of choice 
Continuously improve the consistency and effectiveness of recruitment and selection 
processes 
Promote objective, fair and transparent recruitment practices throughout the Trust 
Ensure that selection decisions are based on objective and justifiable criteria 
Develop new recruitment methods that ensure effective and efficient recruitment 
practices that are cost effective and improve retention 
Ensures that the recruitment and selection procedure promotes a positive image of 
the organisation 

• 
• 
• 

• 

2. Policy statement 

Blackpool FC Community Trust is committed to providing equality of employment opportunity 
for all members of staff and prospective staff and opposes all forms of discrimination, 
victimisation or harassment on the grounds of race, gender reassignment, sexual orientation, 
marital status, disability, sex, maternity, age or religion. Blackpool FC Community Trust will 
not tolerate discrimination by any of its staff. 

The Trust believes it is in the best interests of staff and to those to whom they provide a service 
to ensure that the employment skills available throughout the community are considered 
when recruiting. To this end, the Trust is committed to achieving and maintaining a workforce 
which broadly reflects the full diversity of Blackpool as a whole. 

Every possible step will be taken to ensure that members of staff and prospective recruits are 
treated equally and fairly and that decisions on recruitment and selection, training, promotion 
and career progression are based solely on objective and job-related criteria. 

This policy should be read in conjunction with the Trust’s Equality and Diversity Policy. 

3.  Scope 

This policy applies to the recruitment and selection of all staff to Blackpool FC Community 
Trust. This includes the recruitment and selection of full time, part time and voluntary staff. 

4.  Responsibility 

4.1. Senior Leadership Team 

The Senior Leadership Team (SLT) are responsible for employing the best available people to 
fill vacancies. They should recruit and select staff in accordance with the principles outlined in 
this document. This requires the design of the job and the identification of the personal 
qualities required to fill that job. SLT will be required to write job descriptions, person 
specifications, Knowledge and Skills outlines and advertisements and lead the selection 
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process. This will include making offers of appointment and giving feedback to unsuccessful 
candidates. 

4.2. Peninsula 
HR 

Peninsula HR is responsible for providing advice to on good practice in recruitment and 
selection methods, and for monitoring the implementation of this procedure. Peninsula HR 
will monitor the selection and appointment of staff, all documentation in accordance with the 
Trust’s Equality and Diversity Policy and ensure compliance with UK Employment Legislation. 

5.  Procedure 

The following procedures must be followed when recruiting staff. 

5.1. Identifying a vacancy 

Vacancies arise for many different reasons. These can include, but are not limited to, general 
leavers, retirement, increase in workload, creation of a new post due to increased workload 
or additional funding and dismissal. 

Once a vacancy has been identified, there will be a review of the post to consider: the purpose, 
key result areas and competencies required for the post. This will form the basis of the Job 
Description and Person Specification (see section 5.3). Information may be obtained from the 
exit interview when an employee leaves the Trust. 

The recruiting manager should also consider: 

• Whether a secondment or internal transfer would be more appropriate to fill the 
vacancy 
Whether the job is necessary. There may have been changes in the team and a 
reorganisation may be appropriate, the manager must consider their business plan. 
Consultation with the team would be necessary in this situation 
If there are any aspects of the job which may need amendment 
What sort of contract the position should be offered on e.g. permanent, or fixed term. 

• 

• 
• 

5.2. Job description 

Job descriptions are an important part of the recruitment and selection process. A job 
description will ensure that SLT are clear about the nature of the job to be filled and that 
employees/applicants understand the duties and responsibilities of the job. It also provides a 
basis for measurement of job performance in appraisals. The job description and the person 
specification determine the appropriate banding for the job. 

All posts must have an up-to-date, comprehensive description of the job and reporting 
arrangements. This should include a summary of the job purpose and key responsibilities. ALL 
job descriptions must highlight that safeguarding is a part of their role. 

Job descriptions should be drawn up using the template and guidance provided. Further 
guidance will be provided in the mandatory Recruitment and Selection Workshops. Adverts 
will not be placed without an up-to-date job description. 
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5.3. Person specification 

A person specification sets out to specify the qualifications, skills, knowledge, experience, 
personal qualities, and other requirements which are needed to perform the duties identified 
in the job description. 

When preparing a person specification, ensure that the criteria for selection are objective, 
measurable, job related, clearly defined and justifiable. The person specification is used as a 
means of shortlisting fairly, selecting fairly and as a means by which managers justify their 
decisions in any potential claim of discrimination. Once the person specification has been 
devised therefore, it is essential that it be adhered to. When writing a person specification, 
consideration should be given to how each of the criteria will be assessed. 

Remember that you are seeking the best person for the job, not necessarily the best 
person. 

The person specification is the first decision-making step in the recruitment and selection 
process and lays the foundation for the success or failure of the process as a whole. A badly 
written person specification will make selection to the post more subjective and difficult to 
justify objectively. A well-written specification enables you to seek evidence about the 
applicant and make an objective decision. 

Person specifications should be drawn up using the template and guidance provided 
(Appendix 2). Further guidance will be provided in the mandatory Recruitment and Selection 
Workshops. Adverts will not be placed without an up-to-date person specification. 

5.4. Proposing a vacancy 

When managers wish to fill a vacancy, they must highlight this to the senior leadership team. 
This must take place before a vacancy can be processed. 

Once a vacancy has been signed off, managers must put together the following documents 
and inform the senior managers of key dates. 

• Job description 
• Person specification 
• Draft advert 
• Any other job relevant information 

5.4.1. Internal adverts 

All adverts will be advertised internally via meetings, email and notice boards. It is possible to 
advertise a vacancy internally only, if the senior leadership team believes that this will attract 
candidates of a suitable quality. 

5.4.2. Closing dates 

The recruiting manager should consider when they wish to close the vacancy. There is no set 
time scale for a vacancy to be open, although 3 weeks is a standard period. 

Due to the high number of applications often received it is possible to close a vacancy 
early. All adverts should include the following paragraph: ‘This post may close early due 
to high numbers of applications, so you are advised to apply promptly.’ 
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5.5. Application forms 

The Trust uses an application form process for all candidates, including internal only vacancies. 
We do not accept CV’s as a form of application. 

5.6. Shortlisting 

Shortlisting is the process of identifying those candidates to be invited for interview; this is 
done by assessing individuals against the person specification. Shortlisting should be 
conducted by a panel with at least two members; this panel should remain the same for 
interview. 

Prior to shortlisting, the panel should decide which of the criteria on the person specification 
could reasonably be assessed from the application information (i.e. bearing in mind that 
candidates will have been advised to address the person specification criteria when completing 
their application forms). The assessment of subjective criteria, such as an individual’s personal 
attributes or skills is best excluded from consideration at the shortlisting stage and dealt with 
at interview. 

All candidates who meet the essential/high rated criteria of the person specification should 
be shortlisted. However, in a situation where it is impractical to interview all of those shortlisted, 
desirable/medium or low rated criteria should be used as a means of further selection. The 
person specification should not be altered in any way to fit any candidate’s application. 

Shortlisting managers should consider their resources for selection, and shortlist a reasonable 
number of candidates, which would allow a successful appointment. Ideally, you should 
shortlist no more than six candidates per vacancy. 

In order to ensure a fair and transparent process and to satisfy legal requirements, reasons 
for selection or rejection of all candidates must be recorded. 

Once the shortlisting process has been completed the manager is to notify those candidates 
who should be invited for interview. 

5.7. Interview 

The recruiting manager will need to arrange a date for interview at the start of the process 
and book rooms etc and confirm times of interviews with the candidates. 

The purpose of the interview is to establish which of those candidates shortlisted best meets the 
criteria of the person specification in order that they can be appointed. It enables recruiting 
managers to explore and confirm information provided on the application form which, in turn, 
enables an informed assessment of whether the candidate meets the requirements of the job. 
It is also intended to provide a positive impression to the candidates in order that they will wish 
to join the organisation if offered a position. 

All shortlisted candidates should be assessed only based on the interview and any other selection 
methods. Any prior knowledge of candidates, or information obtained because of informal visits, 
should not be considered. 
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The interview panel should consist of at least two members, at least one of whom must be 
trained in recruitment and selection and one from the Senior Leadership Team. The panel 
should include the person to whom the successful candidate will be line managed by. 

All interviews should be structured, with applicants being asked broadly the same questions. 
Where possible, competency-based questions should be used, which relate to the job 
description and person specification. 

All interviews must include a question around safeguarding which assesses an individual’s 
motivations for working with the Trust and how they approach safeguarding. 

The panel must ensure that a written record is made of the candidates’ interview 
performance. Decisions must be recorded, as well as reasons, for selection/rejection of 
candidates (Interview assessment form). 

Copies of all confidential documentation relating to the unsuccessful candidates will be 
retained by the Trust for six months, in accordance with the Blackpool FC Community Trust 
Data Protection Policy. 

Where an interview date is selected, a candidate will not have an automatic right to a 
rescheduled interview date if they cannot attend the scheduled interview. 

5.7.1. Other selection methods 

Where it is identified that a question and answer interview will not sufficiently confirm the 
skills and abilities detailed in the person specification, managers are expected to include other 
methods of selection which may include: 

• Practical delivery session – the candidate will be required to plan and a deliver a 
session in line with the job applied for 
Presentation – the candidate must present ideas in relation to the job role (more 
suited to management roles) 
Set task – for example create a development plan for the first six months in post 

• 

• 

5.7.2. Qualifications 

All successful candidates who claim possession of qualifications relevant to the appointment 
are required to produce documentary evidence of the qualifications prior to commencing 
employment. Copies must be retained on file. False claims regarding qualifications held will 
be treated seriously and may be subject to disciplinary action, including dismissal. 

5.7.3. Checking identity 

The recruiting manager is also required to check identification of candidates at interview. 

5.7.4. Supplying information 

This stage can be crucial in determining whether the candidate will choose to join the 
organisation and therefore sufficient time should be left at the end of the interview to cover the 
necessary information. 
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Information provided should include details about the job, department and organisation, the 
terms and conditions of employment, including any special circumstances such as unsocial hours 
etc. and opportunities for training and career development. Broadly the same information 
should be provided to each candidate. Whilst managers should be aiming to always portray a 
positive image of the Trust, they should not make guarantees to candidates at interview which 
are outside of their jurisdiction. 

5.8. References 

References are an important method of verifying the authenticity of the candidate’s claims 
made in their application form. Two satisfactory references should be obtained prior to 
making an offer of employment. References will be sought for the first-choice candidate after 
interview by the recruiting manager. If the first-choice candidate’s references are 
unsatisfactory, references will then be sought for the second-choice candidate and so on. 

An applicant is required to provide references for their last two employers, this should be from 
their line manager. References from friends or family should not be accepted. Verbal 
references can be obtained in exceptional circumstances, in this situation the recruiting 
manager would complete a reference request form on the basis of the information given 
verbally. 

Due to their general unreliability, references should only play a minor part in the selection process 
and only be considered after the interview assessment form has been completed. At this stage the 
interviewer(s) will have come to a firm decision as to which candidate should be appointed. A 
reference should serve only to reaffirm decisions about a candidate. However, applicants must not 
commence work in the Trust without satisfactory references. 

Information contained in references is given in confidence and should not be discussed with 
the candidate unless consent is provided. Reference Form 

5.8.1. Providing references 

If a reference is requested for a Trust employee, the reference must provide honest and 
factually accurate information. Further guidance on giving references can be obtained from 
the Peninsula HR. 

5.9. Making the appointment 

Offers of employment must be subject to satisfactory references, and where appropriate a 
DBS check. Until these clearances are confirmed, a final offer of employment cannot be made. 
Provisional offers of employment can be made subject to DBS checks, but candidates must be 
advised not to resign from their current post until all necessary checks have been returned 
and are satisfactory. A provisional offer should not be made subject to references as this may 
break the confidentiality in which the reference is given by the referee. 

Once a decision has been made, it is important that the recruiting manager contacts the successful 
candidate personally and at the earliest opportunity, so that an offer of employment can be made. 
This should be by telephone but should then be confirmed in writing as soon as possible. 

The manager should also contact unsuccessful applicants personally and provide constructive 
feedback if required based on the notes taken at interview. 
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5.9.1. DBS checks 

Appointments should not be made without obtaining a DBS check. Candidates must have had 
a completed DBS check before their appointment can commence. 

In some circumstances it may be possible for an employee to commence employment without 
receipt of the DBS check if they hold a valid and relevant DBS certificate from their previous 
role. DBS checks will be completed by the Designated Safeguarding Officer. 

5.9.2. Contract of employment 

It is a legal requirement to ensure that a new member of staff receives a written Statement of Terms 
and Conditions of Service (Contract of Employment) within eight weeks of date of commencement 
in post. This will usually be sent with the offer of employment letter by the Chief Executive Officer. 

5.9.3. Single Central Record 

All staff must be recorded on Sentry (single central record) with evidence of documents including; 
right to work, qualification and references. 

5.10
. 

Induction 

Every new employee will be required to attend the Blackpool FC Community Trust Induction 
and have a Programme Induction delivered by their manager; a checklist. Please refer to the 
Trust’s Induction Policy (induction documents). 

5.11
. 

Probationary period 

Every new employee will enter a probationary period of three months, this should be 
highlighted throughout the recruitment process. Further information about the probationary 
period is in the staff induction policy. 

5.12
. 

Exit Interviews (exit interview form) 

An interview on the resignation of a member of staff, should be undertaken shortly after a 
permanent or non-permanent staff member submits their resignation from the employment 
of the Trust. 

The purpose of the exit interview is to provide managers with valuable information for 
determining the true factors influencing the reason(s) why staff are leaving the Trust. They 
are not intended as a means of persuading members of staff to withdraw their resignation. 

Any issues relating to any particular work area (which are occasionally hidden) can then be 
better identified and addressed appropriately. The exit interview can provide valuable 
information as to how to improve recruitment and induction of new employees. It can also 
identify changes that may need to be made before recruiting to the same post in the future. 

Line Managers should go through and complete the questionnaire with the departing 
employee (appendix 4). In exceptional circumstances the departing employee may feel more 
comfortable completing it with an independent person, and in these circumstances another 
manager can undertake the interview. 
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6.0. Monitoring and Review 

This policy will be reviewed annually to make sure that it accords with current best practice 
and the Trust’s legal obligations. 

6.1. Training 

The Trust will provide mandatory Recruitment and Selection Workshops for managers on the 
implementation of this Policy. 

6.2. Associated Policies 

• 
• 
• 
• 

Equality and Diversity Policy 
Recruitment of Ex-Offenders Policy 
Induction Policy 
Safeguarding Children and Safeguarding Adults at Risk policies 

Recruitment process overview 

Candidate starts role subject to satisfactory 
references/DBS 

Reference(s) requested for successful candidate(s) and 
DBS application completed 

Successful candidate offered the role 

Candidates are invited for interviews 

Applicants are short-listed 

Plans made on how and where to advertise, deadline for 
applications set 

Job description and specification prepared 

Decision is made as to whether recruitment is necessary 

 

 
  
 


