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HR POLICY
Recruitment and Selection Policy
Recruitment & Selection  |  White Cube Consulting

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees, workers, job applicants and associated persons



About this policy
This Recruitment and Selection Policy sets out the principles, processes and responsibilities that govern how [Organisation Name] attracts, assesses and appoints people to all roles within the organisation. It applies to all permanent, fixed-term, temporary and contract appointments and to all employees involved in recruitment and selection activity - including hiring managers who do not have a formal HR background.
The policy is designed to ensure that every recruitment decision is fair, objective, legally compliant and focused on identifying the best person for each role. It reflects our commitment to equal opportunities and our obligation under the Equality Act 2010 to prevent direct and indirect discrimination in recruitment. This policy should be read alongside the Equal Opportunities Policy and any supplementary recruitment guidance issued by HR.
SECTION 01
Purpose and Scope

1.1  This policy applies to all recruitment and selection activity within [Organisation Name], including: permanent appointments; fixed-term and temporary contracts; internal promotions and lateral moves; apprenticeships and graduate programmes; and the engagement of agency and contract workers where the organisation has significant involvement in the selection process.
1.2  The policy applies to all employees involved in recruitment - including HR, hiring managers, senior leaders and panel members - regardless of their seniority or the frequency with which they recruit.
1.3  The policy does not apply to the engagement of self-employed consultants or independent contractors who are engaged purely on a commercial basis with no integration into the organisation's workforce.


SECTION 02
Principles

All recruitment and selection activity at [Organisation Name] will be conducted in accordance with the following principles:
	Fair and consistent
	Every candidate will be assessed against the same criteria using the same process. Decisions will be based on merit, assessed objectively against the requirements of the role.

	Non-discriminatory
	The organisation will not discriminate on the grounds of any protected characteristic as defined by the Equality Act 2010: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

	Transparent
	The process, criteria and likely timeline will be communicated clearly to all candidates. Decisions will be documented and capable of explanation.

	Evidence-based
	Decisions will be based on evidence gathered through a structured, competency-based assessment process. Gut feel, personal affinity or social connection are not acceptable bases for selection decisions.

	Inclusive
	Job requirements will reflect only what is genuinely necessary for effective performance in the role. Criteria that are not operationally necessary and that may disproportionately exclude candidates from protected groups will not be included.

	Compliant
	All recruitment activity will comply with applicable employment legislation, including the Equality Act 2010, the Immigration, Asylum and Nationality Act 2006 (right to work), the Rehabilitation of Offenders Act 1974 and UK GDPR.

	Candidate Focused
	The organisation aims to provide a professional, respectful and positive candidate experience throughout the recruitment process, regardless of the outcome.


SECTION 03
Roles and Responsibilities

▪ HR
-  Maintaining and updating this policy and associated recruitment guidance
-  Advising hiring managers on all aspects of the recruitment process
-  Ensuring all job advertisements and role documentation meet legal and policy requirements before publication
-  Coordinating the recruitment process, including advertising, candidate communications and interview logistics
-  Maintaining recruitment records in accordance with UK GDPR
-  Providing training and guidance for hiring managers and panel members


▪ Hiring Managers
-  Completing a Recruitment Approval Request and obtaining authorisation before commencing any recruitment activity
-  Working with HR to develop an accurate job description and person specification before advertising
-  Participating in interviewer training or briefing before conducting interviews
-  Scoring and assessing candidates objectively against the agreed criteria
-  Maintaining confidentiality of all candidate information
-  Notifying HR promptly of any concern, complaint or conflict of interest that arises during the process
▪ All Panel Members and Assessors
-  Attending required briefing or training before participating in any assessment activity
-  Assessing candidates fairly and consistently, based only on evidence and against agreed criteria
-  Declaring any personal relationship with a candidate that could constitute a conflict of interest
-  Maintaining the confidentiality of all information shared during the selection process
-  Recruitment documentation must not be shared outside the selection process and discussions regarding candidates should remain confidential.
SECTION 04
The Recruitment Process

	4.1
	Recruitment Authorisation


4.1.1  No recruitment activity may commence until a Recruitment Approval Request has been submitted to and approved by [authorising manager / HR Director / relevant budget holder].
4.1.2  The Approval Request must confirm: the business case for the role; the budget available; the proposed salary range; the contract type; the proposed start date; and whether the role has been considered for internal candidates before external advertising.
	4.2
	Job Description and Person Specification


4.2.1  Every role must have an up-to-date job description and a clearly defined person specification before advertising begins. HR will support hiring managers in developing these documents.
4.2.2  The person specification must distinguish clearly between essential criteria (without which an application cannot proceed) and desirable criteria. All criteria must be directly related to effective performance in the role.
4.2.3  HR will review all job descriptions and person specifications before advertising to ensure they do not contain criteria that are unnecessarily restrictive or potentially discriminatory.
	4.3
	Advertising


4.3.1  All vacancies will ordinarily be advertised internally before or at the same time as external advertising, unless the role is being filled by way of direct appointment or restructure. HR will advise on the appropriate approach in specific circumstances.
4.3.2  All job advertisements must accurately describe the role and requirements. They must not use language that is unnecessarily gendered, age-related or otherwise exclusionary. HR will review all advertisements before publication.
4.3.3  Advertisements must include a statement of commitment to equal opportunities. Where relevant, they should invite candidates to request reasonable adjustments for any part of the selection process.
	4.4
	Application and Shortlisting


4.4.1  All applications must be assessed consistently against the agreed essential and desirable criteria in the person specification. Shortlisting decisions must be documented.
4.4.2  Where practicable, shortlisting should be conducted by a minimum of two people to reduce individual bias. HR will advise on blind shortlisting approaches where appropriate.
4.4.3  All candidates must receive timely communication confirming receipt of their application and the outcome of the shortlisting process. Candidates who have not been shortlisted must be notified promptly and offered feedback on request.
	4.5
	Interview and Assessment


4.5.1  All interviews must be structured and competency-based. The same core questions must be asked of every candidate for the same role. Unstructured or conversational interviews are not permitted as the sole basis for a selection decision.
4.5.2  Assessment centres, psychometric assessments, aptitude tests or other selection exercises may be used where appropriate and proportionate to the requirements of the role. All such assessments must be administered and interpreted by appropriately qualified or trained individuals.
4.5.3  All candidates must be scored against the same criteria using a documented scoring matrix. Scores must be based on evidence provided by the candidate - not on overall impression, personal affinity or factors unrelated to the role.
4.5.4  All panel members must have received interviewer briefing or training before conducting interviews. HR will arrange this where needed.
	4.6
	Selection Decision


4.6.1  The selection decision must be based on a review of all assessment evidence - interview scores, test results, references and any other relevant information. The rationale for the decision must be documented and retained.
4.6.2  Where a candidate with a disability is not selected, HR must confirm that the decision was based solely on merit assessed against the role requirements and that the person specification did not inadvertently disadvantage the candidate.
4.6.3  Any candidate who requests feedback after a selection decision must be provided with specific, honest and constructive feedback within a reasonable timeframe.
4.6.4  Where AI-assisted tools are used within recruitment, the organisation remains responsible for all recruitment decisions and will ensure appropriate human oversight.


	4.7
	Offers and Pre-Employment Checks


4.7.1  All offers of employment are conditional until the required pre-employment checks have been satisfactorily completed. Conditional offers must not be converted to unconditional until HR confirms that all checks are clear.
4.7.2  Right to work checks must be completed for every new employee before their first day of employment, in accordance with the Immigration, Asylum and Nationality Act 2006 and current Home Office guidance. A right to work check must never be applied selectively on the basis of a candidate's name, appearance or perceived nationality.
4.7.3  References must be sought from professional referees. Personal references will not ordinarily be accepted. References must not be sought without the candidate's knowledge and consent.
SECTION 05
Equality, Diversity and Inclusion

5.1  [Organisation Name] is committed to ensuring that its recruitment processes are free from direct and indirect discrimination. Decisions must be based on merit, assessed objectively against the requirements of the role.
5.2  Reasonable adjustments must be made to the recruitment process for any candidate who has a disability or other protected characteristic that requires adjustment. All candidates must be asked at the point of application whether they require any adjustments. Requests for adjustments must be actioned promptly and must not disadvantage the candidate's assessment.
5.3  The organisation may use positive action measures, in accordance with sections 158 and 159 of the Equality Act 2010, to encourage applications from underrepresented groups. Positive action is not the same as positive discrimination - it does not permit an equally or less qualified candidate to be appointed over a better-qualified candidate on the basis of a protected characteristic.
5.4  All hiring managers and panel members are expected to be aware of the risk of unconscious bias in recruitment and to take active steps to mitigate it, including through structured assessment processes, panel diversity and documented evidence-based decision-making.
5.5 The organisation may monitor recruitment data on an anonymised basis to help identify trends, barriers or opportunities to improve diversity, inclusion and fairness within recruitment processes.
SECTION 06
Internal Applications

6.1  Internal applicants will be given fair consideration for all advertised vacancies. Internal candidates will go through the same selection process as external candidates and will be assessed against the same criteria.
6.2  The appointment of an internal candidate does not automatically entitle them to a salary increase unless the role being appointed to is at a higher grade than their current role. HR will advise on salary arrangements for internal moves.
6.3  Where an internal candidate is unsuccessful, the hiring manager must offer constructive feedback and, where appropriate, signpost development opportunities that may help the candidate prepare for future applications.
6.4 Internal talent should be actively considered before external recruitment where appropriate.
SECTION 07
Data Protection and Records

7.1  All personal data collected during the recruitment process will be processed in accordance with UK GDPR and the Data Protection Act 2018. Candidates will be provided with a privacy notice at the point of application explaining how their data will be used and retained.
7.2  Application forms, CVs, interview notes, scoring matrices and assessment records must be retained for a minimum of 12 months following the end of the recruitment process. Unsuccessful candidate data will be securely destroyed at the end of the retention period.
7.3  Data relating to successful candidates will be transferred to their personnel file upon appointment and retained in accordance with the organisation's employee data retention policy.
SECTION 08
Breaches of This Policy

8.1  Any breach of this policy - including making a selection decision on discriminatory grounds, failing to conduct required pre-employment checks, or deliberately circumventing the authorisation process - will be treated seriously and may result in disciplinary action up to and including dismissal.
8.2  Any employee who is aware of or suspects a breach of this policy must report it to HR promptly. The organisation will not penalise any employee who raises a concern in good faith.
SECTION 09
Policy Review

This policy will be reviewed annually by HR and following any significant change in employment legislation or organisational practice. Any proposed changes to this policy must be approved by [authorising body - e.g. Senior Leadership Team / Board] before implementation.
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For recruitment process design, interview training, psychometric assessment or executive search support - contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524.
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