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BLACKPOOL MUSIC SCHOOL
RECRUITMENT POLICY

March 2024
Recruitment of all personnel will be strictly controlled by the Manager in consultation with members of the Board
To ensure equity or employment, the following recruitment procedure must be adhered to for all posts.
	Collect returned application forms until closing date



	Add reference number to each application form on front sheet and corresponding number on rest of form.



	Prepare shortlisting packs for all interviewers, including score sheet and original application forms. Make a note of any discrepancies or omissions for each interviewer, e.g. no driving licence, no sickness recorded)



	When applications forms are returned, restore front covers 



	File unsuccessful applications 



	Compile name and contact list for all successful applicants, using list compiled by interview panel.



	Obtain interview schedule and specific details for letter



	Draft letter to interviewees



	Return letter to Manager for checking



	Gather all inserts and prepare interview letters



	Send interview letters



	Check all interviewees have confirmed attendance and inform Interview Panel.




Non-Discriminatory Interview Practice

The attention of interviewers is drawn to the following recommendations of the Board. These recommendations were adopted by the Governing Body of Blackpool Music School.

Criteria

Selection/Rejection criteria should relate only to the requirements of the job.  

They should be determined before interviewing commences and should be the sole basis of candidate assessment.

 Questioning

Questions asked at interview should relate only to the requirements of the job.

Personal Circumstances

Questions relating to personal circumstances should not generally be asked of candidates e.g. questions regarding religious practices, marital status, children, family planning, etc.  This is how unconscious discrimination is most likely to occur. If personal circumstances could affect job performance, interviewers should give full details of the job and ask all candidates if they can meet its essential requirements.

Failure to consider adequately a candidate for a job because of pregnancy is direct discrimination on grounds of sex, contrary to employment legislation.

Direction

Specific lines of questioning should not be pursued with members of one sex more than the other.

Consistency

Where it is essential to assess whether personal circumstances will affect performance (e.g. unsocial/extensive hours), relevant information should be obtained objectively and consistently by asking the same job-related question of every candidate. Answers should be evaluated on the same basis for every candidate.

 Discouragement
Where members of a particular sex have previously held a job, Interviewers should not refer to this or ask the candidate if they envisage a difficulty arising from this.

Assumptions

Interviewers should guard against letting established or traditional social roles inform their questions to candidates or their evaluation of candidates’ responses.  Interviewers should guard against being influenced by non-ability criteria such as social credentials, image, or superficial aspects of personality or presentability.  Interviewers should be aware of the artificial nature of the interview environment.

Correct Titles

Care should be taken to use correct and consistent titles in all communications and correspondence with candidates.

These recommendations are based upon those of the Employment Equality Agency for compliance with the requirements of the Employment Equality Act, 1977, now included in the terms of the 1998 Employment Equality Act.

Where applicable, the above recommendations shall also apply to the short-listing procedure.

CRE Race Relations Code of Good Practice

The Governing Body of Blackpool Music School adopted this Code of Good Practice in line with its’ usual practice.

The Race Relations Act 1976 makes it unlawful to discriminate against a person, directly or indirectly, in the field of employment.

Direct discrimination consists of treating a person, on racial grounds, less favourably than others are or would be treated in the same or similar circumstances. Indirect discrimination consists of applying in any circumstances covered by the Act a requirement or condition that, although applied equally to persons of all racial groups, is such that a considerably smaller proportion of a particular racial group can comply with it and it cannot be shown to be justifiable on other than racial grounds.

All personnel of Blackpool Music School involved in the interview process must adhere to the Code, copies of which are available on request.

Enquiries in relation to interviewing policy and procedure should be directed to the Manager or a member of Board.

Blackpool Music School is committed to the promotion of equality of opportunity in all fields. Blackpool Music School as an equal opportunities employer intends that no job applicant or employees shall receive less favourable treatment because of his or her sex, marital or family status, age, ethnic origin, disability, race, colour, nationality, national origin, creed, sexual orientation, trans / gender identity, political affiliation, trade union membership and by any other condition or requirement that cannot shown to be justified.

Recruiting People with a Criminal Record

Shortlisted applicants are required to complete a declaration of criminal record on the front page of the application form. If an applicant reveals a serious criminal record, particularly if it is recent, then the ‘responsible person’ (usually the Manager), should consult with the Board of trustees.
Generally a decision to reject an application because of, or partly because of, a criminal record, should relate to an aspect of the person specification which is seen to be unmet. If possible, an applicant in these circumstances should be advised of why their application has been rejected.

In circumstances in which the appointment of a person with a serious record might give rise to criticism of the organisations, the Manager must notify a member of the senior management before the appointment is confirmed.

Details of a person’s criminal record must always be maintained as strictly confidential (refer to Disclosure Policy).

Recruitment of Ex-Offenders

As an organisation using the criminal Records Bureau (DBS) Disclosure service to assess applicant’s suitability for positions of trust, Blackpool Music School complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

This policy is available to all Disclosure applicants at the outset of the recruitment process.

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover to a designated person (usually the Manager). We guarantee that those who need to see it as part of the recruitment process only see this information.
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