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1. OVERVIEW 
 
 
The recruitment and selection process is of paramount importance in order to recruit staff with the 
necessary skills and attributes to enable Surrey Docks Farm to fulfil its aims and objectives.  This 
recruitment policy and procedures aims to provide clear guidance to staff in relation to both the 
selection and appointment of staff.  This policy promotes and supports good practice for those with 
responsibility for recruitment.   
 
This policy aims to achieve the following objectives:  
 

● Recruit staff with the appropriate skills, in order to meet Surrey Docks Farm’s current and 
future needs.  

● To ensure that staff appointed to posts working with children or vulnerable adults are safe 
and qualified to carry out such duties.  

● Work to a fair and effective recruitment procedure, which is consistent with employment 
legislation and Surrey Docks Farm’s Equality & Diversity policy.   

 
Internal candidates or others personally known to the interview panel must be treated in the same 
way as all other candidates.  Roles that work directly with children or vulnerable adults are subject to 
the additional requirements of Surrey Docks Farm’s Safeguarding Policy that should be read 
alongside this policy.  
 
 
 

2. CONSIDERATIONS  
 
Justification for Recruitment  
Before recruitment begins, the following will be given consideration:  

● Is it necessary to fill the vacancy?  
● Does the role require changes in duties and responsibilities?   
● Is it appropriate to evaluate the grade of the post?  
● Could the work be accommodated in other ways?  
● Are there any staff ‘at risk’ of redundancy?  Staff at risk within the organisation must be given 

first consideration for any vacancy prior to an external / internal advertisement being placed.  
 
Filling the Vacancy  
In order for the recruitment process to commence the line manager must gain authorisation from the 
Farm Manager and/or Management Committee and complete a job description and person 
specification  
  
Advertising  
It is normal practice that all vacancies are advertised, both internally within Surrey Docks Farm, as 
well as externally.  However, where it is considered that existing staff have the prerequisite skills 
consideration may be given to advertising posts internally only.  Staff who have been identified to be 
at risk of redundancy should be considered for vacant posts prior to advertisement if they meet all 
the essential criteria of the vacancy.  
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Enquiries  
All enquirers will be directed to the vacancies page on our website in order to download an 
information pack detailing the requirements of the post. This can be provided in hard copy where 
requested. 
 
 

 
Shortlisting  
Candidates will only be shortlisted for interview if they meet all the essential criteria defined in the 
person specification.  If the number of candidates meeting the essential criteria is excessive, further 
selection must be undertaken utilising the desirable criteria to achieve a workable shortlist (suggest 
no more than 5).  
Candidate’s personal information and any equality and diversity monitoring forms are separated 
from the application forms prior to the shortlisting process. The shortlisting panel will not have 
access to this information. Shortlisting must be undertaken by at least two individuals who are 
briefed about the recruitment process and who will go on to be involved in the interviewing process.   
 
Interviewing  
The interview must be conducted by a panel, the suggested composition of which is detailed in the 
procedures.  All interviews for one post must be conducted by the same panel (unless there are 
exceptional circumstances). All candidates will be asked a standard format of questions, which will 
have been decided by the interview panel prior to the interviews.  All questions must be related to 
the job requirements and the candidate’s suitability to undertake the role. Follow-up questions may 
be asked in response to candidate’s answers.  
 
Skills assessment  
As part of the selection process the organisation may wish candidates to partake in a series of skills 
tests.  These tests must be directly related to the role in question and must be measurable against 
objective criteria.  Candidates must be informed of the details in the email inviting them for 
interview. 
 
 
 

 
The choice of candidate will be determined by the majority view from the formal interview panel 
formed by the scored interview sheets.  In the case of a tied score the recruiting panel will vote for 
the candidate they feel is more suitable – if the panel think that they need more information to make 
a decision, candidates may be invited back for a second interview.  
 
A formal offer of appointment is to be made and confirmed in writing and will be conditional upon 
receipt of satisfactory references, satisfactory evidence of eligibility to work in the UK and other 
appropriate checks, such as a Disclosure and Barring Service (DBS), if applicable to the post. 
 
 
 

3. SELECTION 

4. APPOINTMENT 
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All application details are treated with the utmost confidentiality and in line with the GN11 Data 
Protection and Information Management policy.    
 

 
At all stages of the recruitment process, it is the responsibility of the interview panel to ensure that 
notes are kept detailing the reasons for selection or rejection of candidates.  These notes could be 
called upon as evidence of the fairness of the process.  The notes should therefore be relevant to, 
and necessary for the process itself.  It should be noted that applicants would normally be entitled to 
have access to interview notes about them (please note that applications are retained for 6 months 
only) as part of the record of the interview.   
 
 

 
Feedback will be provided by a member of the interview panel or the Farm Manager at the request of 
any applicant at any stage of the recruitment process as follows: 

● Applicants who are not shortlisted for interview will be informed by email and general 
feedback will be given.  

● Applicants who are not selected following interview will be given specific written feedback 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. CONFIDENTIALITY 

6. DOCUMENTATION 

7. FEEDBACK 
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Introduction 
This document details the procedures required to undertake the recruitment and selection process to 
completion. It splits the process into a number of stages. It is necessary to ensure that the procedures 
are followed as described since they are derived from legislation, organisational policy and good 
practice.   
 
The Farm Manager will be involved at all stages with the recruitment process and will be able to offer 
any help and assistance needed. 
 
 

Pre-advertisement  
Before a post is advertised the following documentation must be completed: advert text, job 
description and person specification  
 
The main points to note about these documents are as follows:  
 
1. Advert Text  

The text for the advert should be drafted with the Farm Manager who is responsible for placing 
the advert.  If the post will be working directly with children or vulnerable adults this should be 
stated clearly in the advert and reference should be made to the eligibility checks that will be 
made.  
The choice of where to advertise is determined in consultation with the Farm Manager.  If an 
individual manager has a specific request which is deemed to be additional to any usual 
advertising requirement, this can be considered.  
Consideration should be given to the timing of placing adverts to ensure maximum benefit.  For 
example, there are periods in the year when advertising would be less effective, e.g. Bank 
Holidays, Christmas.   
Consideration also needs to be given to advert ‘closing’ dates and the publication and 
distribution dates of any print media used. The closing date must allow candidates sufficient time 
in which to prepare and submit their applications.  Ideally closing dates must never be less than 
one week after the date of advertisement, or more than three weeks.  Statutory or 
concessionary holidays should be taken into account when determining closing dates.  
It is normal practice that all vacancies are advertised both internally and externally.  However, 
where it is considered that existing staff have the prerequisite skills consideration may be given 
to advertising posts internally only.  Staff who have been identified to be at risk of redundancy 
may be considered for vacant posts prior to advertisement if they meet all the essential criteria 
of the vacancy.  

 
2. Job Description   

A Job Description defines the purpose, scope and the principal duties and responsibilities of a 
particular role.  It provides a framework which outlines the expectations; both for the employee 
and the employer, and forms part of the working agreement, but is not in itself contractually 
binding.  
 
 

RECRUITMENT PROCEDURES 
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The key elements normally included are: 

● Identifying factors:  Job title, team and line manager.  
● Purpose: One or two short sentences to summarise the overall purpose of the job. 
● Main responsibilities: A description of the job, generally eight to twelve short sentences 

(bullet points).  The intention is to provide an outline of the job, not a task list. 
Responsibilities should be listed in order of importance. 

 
3. Person Specification  

The purpose of a person specification is to provide criteria against which the recruitment of 
candidates will be carried out objectively in line with equality and diversity policy.  It defines both 
essential and desirable criteria. The person specification should be based upon the job 
description.  
  
To assist in the drafting of a person specification and to ensure consistency, reference should be 
made to the guidelines.   
● Essential criteria: Requirements without which a candidate is unlikely to be offered an 

interview.  
● Desirable criteria: Requirements which enhance the candidate’s application or basis for 

consideration and may facilitate more detailed shortlisting for interview.  
 

The criteria required of the ideal candidate and the format of the person specification may vary, 
but typically could include:  
● Qualifications:   Only where considered appropriate and specific to a profession or trade.  
● Experience: Either in the type of role outlined in the job description, or in a preparatory role.  
● Skills relevant to the post: Any specific skills that required  
● Special requirements: Will be specific to the job, eg ability to lift heavy weights, ability to 

work with specific client groups.  
 
 
The Interview Panel  
The interview panel will be selected from staff with the skills, experience to judge the suitability of 
candidates for the role and the relationship they are likely to have with the post holder. The panel 
will usually include the line manager of the post holder.  For senior appointments a member of the 
board of trustees should be involved in either shortlisting or interviewing. 
Wherever possible relevant participants will also be involved in some aspect of the interview process, 
for example Youth Committee must be included in the interview process of new Youth Workers. 
 
 

Selecting Candidates  
It is the Surrey Docks Farm’s policy that all applications for roles must be made by sending a CV (max 
two A4 pages) and a one page cover letter. This is made clear on the job advertisement.  
 
Receipt of applications will not be acknowledged to individual applicants.  All applications will be 
logged and referenced by the Farm Manager or delegated member of staff.  Personal data will be 
separated from the application forms with the information recorded and monitored anonymously.  
In accordance with the Data Protection policy, personal data (such as application forms and CV’s) is 
shared only with those that need to know involved in the recruitment process.  
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Where it is necessary for applications to be taken off site for consideration, the utmost care should 
be taken regarding their security.  For example, applications should not be left unattended in a 
vehicle or in any public place.  
 
Shortlisting  
The Farm Manager will make appropriate arrangements for shortlisting which will be undertaken by 
at least two members of the panel. The shortlisting should be undertaken against the information 
compiled on the job description and the person specification.  It is important to ensure that there is a 
consistent approach to the way in which shortlisting is undertaken. Greater weight may be given to 
experience demonstrated against some of the criteria than others.  Shortlisting records will be kept 
for 6 months alongside applications in order to provide feedback if requested and for equal 
opportunities monitoring. 
 

Interviewing  
Following shortlisting, selected applicants will be invited for interview by the Farm Manager.  The 
purpose of an interview is to facilitate the selection of the most suitable candidate for the post, 
although it should be recognised that this is only one part of the selection process.  
 
Invitations to Interview  
Candidates should be given at least one week’s notice of an interview date.  This may be through the 
interview date being stated in the advertisement. The invitation should include the details of any 
skills assessments and related preparatory work that they will be required to undertake prior to or as 
part of the recruitment process.   
Candidates should also be asked to bring with them satisfactory evidence of their eligibility to work in 
the UK (original documents must be checked and copied) and the originals of any qualifications 
required for the role. The candidates should also be asked whether any reasonable adjustments are 
to be made for the interview.   
 
Conduct of the interview  
All staff carrying out interviews will have completed the ACAS Equality & Diversity Training.  
 
When conducting interviews, every member of the panel completes a scoring sheet that lists the set 
questions and must make notes of answers given. This will provide feedback and evidence of why the 
candidates have been selected or rejected. Just as with shortlisting, these notes should be relevant 
to, and necessary for the process itself. It should be noted that applicants will normally be entitled to 
have access to interview notes about them which are retained as part of the record of the interview.   
 
All candidates must be asked the same questions and the questions must be relevant to the role 
applied for.  All panel members must be clear about the skills and aptitudes that are being probed by 
each question.  Care must be taken to avoid questions which are discriminatory. 
 
For each panel a lead or chair panel member should be appointed. As well as leading the process the 
following are the responsibilities of the chair:  
● Advise candidates what happens next;  
● Advise candidates that all employment is offered subject to satisfactory references and other 

checks including DBS checks if appropriate to the role;  
● Check whether candidates require a work permit and seek evidence of eligibility to work in the 

UK. This must be asked of every candidate. If there is doubt about the validity of the evidence 
supplied, advice should be sought from the Farm Manager.  
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It is important that interviews are conducted in a courteous and professional manner, since a badly 
managed and conducted interview could lead to legal action against the potential employer or the 
individual(s) involved in the interview.  It is important that candidates leave with a positive 
impression of Surrey Docks Farm. 
 
Skills tests  
Skill tests or other activity that forms part of the selection process must be measurable against 
objective criteria.  Notes of the outcome of the tests should be kept as part of the recruitment 
process. Under the General Data Protection Regulations applicants will normally be entitled to have 
access to these notes if a specific request is made.  
 
 

The Choice of Candidate  
 
The choice of candidate will be determined by the majority view from the formal interview panel 
formed by the scored interview sheets, the application form and any tests undertaken.  In the case of 
a tied score the recruiting panel will vote for the candidate they feel is more suitable – if the panel 
think that they need more information to make a decision candidates may be invited back for a 
second interview 
If the candidate selected does not take up the appointment, any decision to offer the appointment to 
the second choice applicant must be taken by the whole panel.  Before the panel disbands it should 
agree, if possible, on the reserve name(s). 
 
 

Post-selection administration  
 
Offer of Employment  
An offer of employment will be made by the Farm Manager.  It must be made clear, however, that 
the offer is conditional upon the satisfactory completion of references, satisfactory evidence of 
eligibility to work in the UK and other appropriate checks.  A verbal offer of employment must be 
followed up in writing. Only when all of the above have been obtained and cleared is the offer of 
employment legally binding.  
On verbal acceptance of the post the Farm Manager will issue the offer letter, contract and other 
relevant documents within 5 working days.  
Unsuccessful candidates must be notified as early as possible of the outcome of their interview by 
the chair of the panel or the Farm Manager.  Ideally this should be no more than three working days 
after the successful candidate has confirmed their acceptance of the post 
 
References  
The line manager or Farm Manager will take up the references from the application form. At least 
two employment references should be obtained, with one received from the current or most recent 
employer. References can be obtained in writing either by letter or email. The questions and 
information gleaned from the reference must be relevant to the aspects of the post in question e.g. 
where cash handling is involved in a post, then the honesty of the prospective employee must be 
discussed.    
If the successful candidate is an internal one the taking up of references may be ‘waived’ or an 
internal reference may be sought. 
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Disclosure and Barring Service Checks  
See Safeguarding Policy for further detail on Safer Recruitment. All posts require at least a basic level 
DBS check and any working with children, young people require an enhanced DBS check.  
 
 


