Keen2Go policies and procedures.

Recruitment Policy

1. General Information

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

This policy details the internal and external recruitment process. Keen2Go
strives to ensure that recruitment is fair and lawful.

This policy will be reviewed annually and updated (as soon as possible) in
light of any changes to legislation or government guidance.

Keen2Go maintains an inclusive approach, encouraging applications from
any individual in society.

Recruitment staff (Natasha Brixey [tasha@keen2go.org] and Simeon
Burton [simeon@keen2go.org] ) have received appropriate training,
including equality and diversity, in addition to safe recruitment, to ensure
that recruitment is conducted in accordance with current legislation.

In accordance with the Equality Act (2010), applicants cannot, and will not,
be treated with inequality or discrimination based on protected
characteristics (such as age, disability, religion, sex, sexual orientation...)

The basis of employment decisions concerns achieving specific objective
criteria, ensuring that the correct people are appointed to the correct
positions.

This policy applies to all employees contracted to Keen2Go, and potential
candidates, but does NOT form part of your employment contract, which
can be updated at any time (with your knowledge)

Various policies and procedures exist which are relevant to specific
terminology encountered in this document. Please seek further guidance,
referring to these policies, as necessary. For instance, see also the ‘Equal
opportunities’ and ‘Data protection’ policies

2. Role specifications
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2.1

2.2

2.3

Keen2Go policies and procedures.

When a new role is to be advertised, it will detail the responsibilities and
requirements. If an existing role is to change in any way, the job
specification is to be amended accordingly.

Job roles should thoroughly, and accurately, describe the day-to-day duties
and responsibilities involved, in addition to any further expectations or
experience required.

Person specifications will describe experience and qualifications required,
if any.

3. Job advertisement

3.1

3.2

Job advertisements are prepared and coordinated by Simeon Burton
(simeon@keen2go.org) and Natasha Brixey (tasha@keen2go.orqg)

Advertisements consider current legislation, with particular focus on using
inclusive and non-discriminatory language and criteria

4. Application Process

4.1

4.2

4.3

Information regarding a job role, including job specifications, can be
provided upon request. If you require additional information this can be
provided.

If you require an alternative way to access an application form or job
details, such as paper format, please contact Simeon Burton
(simeon@keen2go.org) or Natasha Brixey (tasha@keen2go.org)

We will refrain from asking you about any pre-existing health conditions

before making a job offer, at which point you will be provided with the

opportunity to voluntarily disclose this information. However, there are

several instances where we may be required to ask these questions. For

instances:

® |f reasonable adjustments must be considered during the recruitment
process

e [fitis necessary to establish whether you would be able to conduct an
essential part of the job role

® Are legally required to ask health or disability-related questions
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4.4

4.5
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If you require an alternative way to access an application form or job
details, such as paper format, please contact Simeon Burton
(simeon@keen2go.org) or Natasha Brixey (tasha@keen2go.org)

To monitor and assess equal opportunities, we may ask you questions
regarding your race, physical or mental health. You do NOT have to
provide an answer to these questions, and the answers you do provide will
be stored separately from your application. Any answers you provide will
NOT be used as factor determining employment. Recruitment decisions
are made independent from any such information.

5. Shortlisting

5.1

5.2

5.3

5.4

If any staff member part of the recruitment team has a conflict of interest,
they must disclose this immediately. Any recruitment decisions should be
made without input from this employee. Where possible, this member of
staff should be removed from the recruitment process entirely for this
candidate.

Simeon Burton and Natasha Brixey (recruitment coordinators) are
responsible for the shortlisting of candidates.

Shortlisting is dependent on meeting essential job criteria, as detailed in
the job description. This is based on the answers to questions (as listed on
Indeed) and CV submitted.

Successful candidates are invited for an interview, initiating step 1 of the
formal application process.

6. Formal application process

6.1

6.2

6.3

Step 1: Interview — Shortlisted candidates are invited to an interview.
Where possible, times and dates are to be flexible to provide equal
opportunities for all candidates.

If you require any accommodations during your interview, please contact
Simeon Burton (simeon@keen2go.org) OR Natasha Brixey
(tasha@keen2go.org).

Interviews are primarily to be held virtually; however a candidate may be
invited to an in-person interview if deemed more appropriate or necessary
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6.4 Interviews are to be conducted by Simeon Burton (Recruitment
coordinator) and Tasha Brixey (DSL)

6.5 A pre-determined scoring system is used to determine interview success.
Questions are asked relating to previous experience, role aspirations, and
responses to safeguarding scenarios.

6.6 If the threshold of scoring criteria is met, a candidate will proceed to step
2. . If unsuccessful, a candidate will receive a formal email informing them
that the application process will not be continued.

6.7 Step 2: Member-led interview — A candidate will be invited to visit a
session during which a member-led interview will be conducted

6.8 Candidates will be observed in their interactions with service users and
staff members. In addition, candidates will be scored on their answers to
member questions

6.9 If the threshold of scoring criteria is met, a candidate will proceed to step
3. . If unsuccessful, a candidate will receive a formal email informing them
that the application process will not be continued.

6.10 Step 3: Shadow session — A candidate will be invited for a shadow
session. During this session, they will be coupled with a ‘mentor’ and given
the opportunity to support a member in a range of activities. Candidates
will be scored during this process also.

6.11 If successful at this stage, a candidate will be offered a job. If
unsuccessful, a candidate will receive a formal email informing them that
the application process will not be continued.

7. Job Offer

7.1 A successful candidate will receive a formal email informing them of their
application success. This email will detail the terms and conditions of
employment and explain the next stages.

7.2 Candidates must respond within 7 working days to a job offer, or the offer

may be rescinded.
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7.3  Job offers are subject to certain criteria, assessed by Natasha Brixey. For
instance, a DBS, proof of qualifications, confirmation of the right to work in
the UK, and references. If a candidate fails to provide any of these
documents it may result in their job offer being revoked.

Exit interviews

Paid positions and voluntary positions may offer leavers the opportunity to
have an exit interview.

NOTE: All data collected during the recruitment process is stored
securely according to UK GDPR and the Data Protection Act (2018).
Data belonging to unsuccessful candidates will be deleted within
6-months post-interview.

Related Policies
Code of conduct

Confidentially
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