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1. Recruitment & Selection Policy and Procedures

Recruitment of trustees, employees, subcommittee members and other volunteers will be
carried out in accordance with the relevant provisions of the Foundation’s Equity, Diversity
and Inclusion Policy and the following Procedure.

Our aim is for our staff team, board and volunteer base to be broadly reflective of our
diverse communities and have lived experience relevant to their roles. We have procedures
to attract diverse candidates and give everyone a fair chance, regardless of background.

We take positive action to attract candidates from groups that are under-represented in our
staff team/board/volunteer base. We do not ask for specific qualifications unless they
clearly link to a role’s requirements.

We redact information that might identify protected characteristics before applications go
to a shortlisting panel and we provide training on and information about unconscious bias to
everyone involved in recruitment.

We ask applicants to complete an anonymous Equality and Diversity Monitoring Form, which
is separated from their application and only used for analysis purposes. This is purely
voluntary. If submitted, it means we can track whether we are attracting diverse candidates
to our roles, whether they are reaching interview stage, whether they are being appointed to
roles, and whether they are progressing through the organisation. This helps us spot and
address any potential unconscious bias or barriers to appointment/progression for diverse
candidates.

2. Trustee Recruitment

A role description and person specification is produced, outlining the general duties and
required skills and experience of potential tfrustees. Recruitment is undertaken by open
advertisement of vacancies in relevant voluntary sector publications and websites, by
publicising vacancies via the Foundation’s social media and by word of mouth through the
trustees, staff team and volunteers.

Applicants are asked to submit a CV, outlining their relevant experience, and a cover letter
stating why they wish to apply and believe they are suitable for the position.

A panel of trustees and Senior Leadership Team (SLT) members are nominated to undertake
the interview process. If the individual is considered suitable, and they are willing to accept
the position, checks are undertaken to ensure that applicants are not prohibited from
becoming a company director or trustee for any reason and a formal approach is made in
writing, inviting them to join the board of trustees.

Ratification of their appointment is sought at the next meeting of the board of trustees. At
this point, they will be asked to complete the appropriate documentation to appoint them as
a trustee at the Charity Commission and as a company director at Companies House, as well
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as various internal forms (e.g. conflict of interest declaration). A full induction is then
planned and carried out.

3. Staff Recruitment

When the Foundation identifies a need for a new role, approval to recruit is sought from the
board of trustees in advance during the budget setting process, or where the fixed term or
annual cost will exceed the agreed budget. Once approved, the relevant SLT member
produces a job description outlining the key tasks of the role and ideal person specification
(skills, experience and attitudes) of the candidate. For existing roles, each vacancy will be
reviewed by the line manager to ensure there is still a need for that role, and ensure the job
description remains relevant.

4. Interview panels

The composition of all interview panels will be appropriate to the level of post being
recruited. Panels may be added to by inclusion of staff from partner agencies where
relevant or by members of Community Organisations. Prior to interview, panel members will
discuss what candidates need to demonstrate to be successful in their application.

5. Internal recruitment

For vacancies up to and including SLT level, there is a two-week period during which internal
candidates can apply and be interviewed for the role. The panel will make clear to internal
candidates what competency looks like in the role and, if their application is not successful,
will give clear feedback on what progress they would need to make in order to have a
greater chance of success in any future application if the role became vacant again. If there
are no successful internal candidates, the role will be advertised externally.

6. External recruitment

External recruitment is undertaken by open advertisement of vacancies. An advert is placed
on the Foundation’s website and in relevant voluntary sector publications and websites, and
the vacancy is promoted via the Foundation’s social media. For some roles, the Foundation
uses services such as Webrecruit to advertise the vacancy more widely in publications such as
CharityJob and The Guardian, or a recruitment agency.

Applicants are asked to submit a CV outlining their relevant experience, together with a
cover letter stating why they wish to apply and believe they are suitable for the position, with
reference to the job description and person specification.

Personal data is redacted before applications are passed to the shortlisting panel, in order
to reduce positive or negative conscious or unconscious bias in the shortlisting process. The
redacted CVs and cover letters are then reviewed and scored by each member of the

shortlisting panel. The scores are then compared and candidates for interview are decided
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upon by a discussion between the shortlisting panel. The shortlisting panel also agree a list of
interview questions for the candidates.

Shortlisted candidates are invited to interview and asked whether they require any
reasonable adjustments for the interview process. Unsuccessful candidates are notified by
email; if requested, feedback on unsuccessful applications is provided by the shortlisting
panel.

As well as formal interviews, the interview process often involves candidates undertaking a
task related to the role, making a presentation and/or leading a workshop with staff
members, and informal meetings with their peers; these parts of the interview process are
chosen depending on the level and type of role. After the interviews are concluded, other
staff members who met the candidates as part of the interview process are invited to give
feedback on their experience of each candidate to the interview panel, who consider this
feedback as part of their decision-making process.

If an individual is considered suitable, a member of the interview panel will telephone them,
offering them the position. If they accept, a formal job offer letter is sent, subject to
references and request for disclosure of criminal records. Two references are always taken
up, at least one of which should be a work-related reference, ideally from their current or
most recent employer. A candidate with unspent convictions may still be employed,
depending on the nature of their conviction.

If the person to whom the job is offered does not accept, the interview panel will discuss
whether another candidate would be suitable for the role; if they deem that this is the case,
the job will be offered to that candidate, but if they do not feel there were any other suitable
candidates, the job is likely to be advertised again.

Prior to the commencement of employment (or on the first day of work), checks on a new
staff member’s right to work in the UK will be carried out and recorded. The new member of
staff will receive their contract of employment on their first day of work. They will also
receive a full induction programme during their first two weeks of employment.

7. Volunteer Recruitment

Recruitment of volunteers is either via personal approach by a member of staff or trustee,
or by way of open advertisement, with potential volunteers being invited to submit a brief CV
and attend an initial meeting with the relevant member of the Senior Leadership Team
(SLT).

Personal or work references are requested and each volunteer is given a Volunteer
Handbook and asked to sign a Volunteer Agreement. Role descriptions are written up and
agreed with the volunteer. Full training is offered to all volunteers, based on the type of
volunteering they will be doing. All regular volunteers are invited to attend review meetings
with the relevant line manager; sometimes a member of staff who supervises tasks carried
out by the volunteer may also be present.

8. Subcommittees
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Subcommittees consist of trustees and non-trustee volunteers. The process for recruitment
of non-trustee subcommittee members is as follows:

e A written or verbal approach is made
e The applicant meets with the subcommittee Chair and relevant SLT member.
e If both parties are happy to proceed, a personal or work reference will be taken up.

o If areferenceis suitable, or if no reference is required, the Chief Executive confirms
the volunteer appointment.

A fullinduction plan is drawn up. The new subcommittee member is asked to sign an
Agreement to Act as a Subcommittee Member and a conflict of interest declaration.

Office volunteers
The process for recruitment of office volunteers is as follows:

¢ When a need is identified for a volunteer with particular skills, a role description is
written up and advertised through the Volunteer Centre/Doing Good Leeds.

e Prospective volunteers are invited for an informal interview with the relevant SLT
member

e If both parties are happy to proceed, an invitation is issued to the volunteer. A trial
session may be offered to ensure the work suits the volunteer’s skills and needs. A
personal or work reference may be sought.

e Aninduction planis drawn up and volunteers are given a Volunteer Handbook and
asked to sign a Volunteer Agreement.

e For grants and programmes volunteers (e.g. panel members, grants assessors and
monitoring/evaluation volunteers), additional specific training will be provided.

This policy was accepted by the Board of Trustees at its meeting on 10 June 20216. It will be
reviewed every 3 years.
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