
CREST Waltham Forest 
 

Recruitment and Selection Procedure 
 

Before Advertising 

 

1) If an existing post – conduct an exit interview with the out going post 

holder to look at the job description and person specification and 

compare these with the job being done. Consider whether the job still 

needs to be done that way or if there are alternative ways of using the 

post. If there are other ways of working then rewrite the job 

description. Follow the same procedure with the person specification. 

Never put into the specification any criteria that would automatically 

exclude any group of applicants. Consider if the job could be offered as 

a job share. Consider if there are good reasons why the job should be 

targeted within law eg. If the job is providing sensitive services for 

women it is justifiable that the post be targeted for female applicants. 

2) If a new post – look at the job to be done, write a job description and 

person specification to match that job. Do not write in any excluding 

criteria. Consider if the post needs to be targeted at a particular group. 

3) The application form should be reviewed to ensure it is current and 

only seeks information necessary for the application and monitoring 

the recruitment process. 

 

Advertising 

 

1) An advert should include – job title, type and length of contract, salary 

scale and salary, hours to be worked, place of work, summary of job 

and main criteria for getting the post, a contact name and address and 

a closing date. It should end with a statement that states ‘Applications 

from diverse communities are particularly welcome and All Sections of 

the Community Meeting the Essential Criteria Will be Interviewed’ 

2) Write the advert from the job description and person specification. 

Make sure that the advert does not contravene any relevant acts eg. 

Race, Sex and Disability Discrimination acts. Make sure the advert is 

short, clear and relevant. 

3) The advert should be placed in a variety of media to make it accessible 

to everyone wishing to apply. Consider all appropriate media eg. The 

Voice, local press, disability and ethnic minority press, local DEA. 

4) A copy of the advert must be kept as this forms part of the eventual 

contract with the new employee. 

 



Application Pack 

 

1) The pack should contain – a letter to the prospective candidate, job 

description, person specification, application form that includes a 

detachable monitoring form that includes information about gender, 

race, disability, equalities statement & policy, any other information 

specific to that post. 

 

Interview Panel 

 

1) The interview panel should comprise no less than two members and no 

more than five depending on the level of the post being interviewed 

for. At least one member of the panel should have attended training on 

equal opportunities interviewing.  

2) The panel must be chosen as early as possible and involved from short-

listing onwards. 

3) The panel can contain a mix of staff, Management Committee, 

volunteers and an outside person chosen for a specific expertise. 

4) One member should be chosen to chair the interview and be 

responsible for greeting the applicants at interview. 

 

Applications 

 

1) One staff member should be responsible for taking the names of 

prospective applicants and posting out packs. 

2) A list must be kept of all packs sent out, the names of prospective 

applicants, contact date, where advert was seen and date when pack 

was sent. This list is confidential. 

3) When applications are returned they must be taken out of the 

envelope, date stamped and put into a file. They must not be read. The 

file must be kept confidential. Any applications received after the 

closing date must be returned to the applicant with a note of 

explanation. 

4) After the closing date all the applications must be taken out of the file 

and photocopied for the panel. The originals must be returned to the 

file and given to the Director or Acting Director for secure storage. 

 

Short Listing 

 

1) Following closing all panel members will receive a complete set of 

applications, a copy of the job description and person specification and 

a set of marking forms containing a list of criteria. 



2) Panel members must read through all application forms, compare them 

to the person specification and tick off on the marking forms. If 

possible the results should list of possible candidates for interview and 

a list of unsuitable people with reasons for the choices. All these must 

be taken to the short-listing meeting. 

3) When the panel meets the members should discuss the candidates one 

at a time giving why they think the applicant met, partly met or do not 

meet the criteria on the person spec. Anyone not showing any 

understanding of equalities or not meeting any one of the essential 

criteria should not be interviewed. If a panel member feels strongly that 

an applicant should be interviewed they can argue their case but the 

rest of the panel must then agree. 

4) If there are insufficient people to make interviewing worthwhile or if no 

one is suitable then the post must be re-advertised. 

5) All applicants to be invited to an interview must be given two weeks’ 

written notice of the interview date. Included in that letter should be 

the names of the interviewing panel, date and time of the interview, 

details of any aptitude test set or presentation to be given and a 

request for details of any needs to be met to ensure the applicant can 

have the best possible interview. Eg access or interpreting needs. 

6) Unsuccessful applicants’ forms must be returned to the office for 

shredding and all successful applicants forms kept for the interview.  

 

The Interview 

 

Questions 

 

1) Before the interview the panel must agree a set of questions that must 

be asked to all applicants in turn. There can be supplementary or 

probing questions but these must only be to seek clarification or more 

detail. 

2) The questions must seek to demonstrate how the applicant matches 

the person specification. They must not ask specifically about the 

applicant’s personal life, marital status, disability or age. They should be 

open questions which give an opportunity for a detailed answer. Where 

the criteria are based on experience the question should be based on 

actual experience. There must be at least one question which tests an 

understanding and commitment to equalities based on our policy. 

3) Once a set of questions is agreed the panel members should choose 

which of the questions they wish to ask and in which order they should 

be placed.  



4) A set of marking forms devised and given out to enable panel 

members to mark off when criteria were met, not met or partly met at 

the interview stage. 

 

The interview format 

 

1) The interview must start with an informal greeting, an introduction to 

panel members and any interpreters etc present. 

2) The applicant should be told about note taking during the interview, be 

given permission to ask for questions to be repeated and having a 

minute or so to think before speaking etc. They should also be told that 

they would have the opportunity to ask questions at the end. 

3) The questions should then be asked in the same order for everyone 

and in the same way. Whilst the interview is in progress marks can be 

made on the evaluation sheet when criteria are met, not met or partly 

met. One member of the panel should take fairly full notes for 

reference. 

4) At the end the candidate should be asked if they have any questions. 

These should be answered as fully as possible. 

5) The interview should finish by giving the candidate a rough time to 

expect to hear if they have been successful. 

6) Once the interviewee has left the panel should confer and compare 

marks.  

7) At the end of all the interviews the panel should have a list of strong 

candidates and some not to appoint. The panel should then seek to 

come to an agreement on the successful candidate and a second 

choice if possible. The decision must be based on how they met or did 

not meet the criteria and a note of all results kept by the chair of the 

panel. 

8) In the case of a tie the panel may decide to offer a second interview, a 

practical or aptitude test or to go back over the answers and criteria to 

re-assess. 

9) The chair can ring the successful applicant offering the job subject to 

satisfactory references and making it clear that they should not give 

their notice in until a firm offer has been received. All unsuccessful 

applicants can be written to once the offer has been taken up. The 

letter must invite follow up for written feed back on why they were 

unsuccessful. 

 

Before appointment 

 

1) References must be taken up and be satisfactory. 



2) After this a formal letter must be sent offering the post. This letter must 

contain the job title, the salary and grade, hours and place of work, 

holiday entitlement and a request for confirmation of a start date. 

3) CRB checks should be completed before employment begins when 

appropriate 

 

After appointment 

 

1) If appropriate the new employee may wish to visit to discuss the needs 

they have, to meet colleagues or just familiarise themselves with the 

office. 

2) The Terms and Conditions of Employment must be prepared, two 

copies signed by the Chair for issue on the start date. 

3) An induction programme must be worked out before the employee 

starts work. This must follow the Induction procedure.  

 

Monitoring 

 

At the end of the procedure all monitoring forms should be looked at to 

ensure that there has been a mix of applications that, as a minimum, represent 

the local communities. If this has not happened the procedures and policies 

must be reviewed and where the advertisement and information were placed 

also reviewed.  

 

Any proposed changes must be ratified by the management committee. 

  


