Withernsea Town Council Recruitment Policy
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Review Date:

1. Purpose

The purpose of this Policy is to establish a transparent, equitable, and merit-based
framework for the recruitment and appointment of staff and volunteers within [Town
Name] Town Council, ensuring compliance with all relevant employment legislation

and governance standards.

2. Scope

This Policy applies to:

« All permanent, fixed-term, temporary, and casual paid positions;

« All volunteer and honorary roles;
« All recruitment activities undertaken by or on behalf of the Town Council.

3. Principles

The Council is committed to:

1. Equality, Diversity, and Inclusion: Recruitment will be conducted free from
any form of discrimination or bias, in accordance with the Equality Act 2010

and other applicable legislation.
2. Transparency: All vacancies will be advertised openly, with clear selection

criteria and procedural guidance.



3. Merit-Based Selection: Appointments will be made on the basis of
qualifications, experience, skills, and suitability for the role.

4. Confidentiality: Applicant information will be handled securely and in
accordance with data protection requirements.

4. Recruitment Procedure

4.1 Job Description and Person Specification

Prior to advertising any vacancy, a detailed job description and person specification
will be prepared, outlining:

« Key responsibilities and duties;
+ Required qualifications, experience, and skills;
« Any other criteria relevant to the role.

4.2 Advertisement of Vacancies
Vacancies will be advertised:

« On the Council’s official website;
« In local media and relevant professional networks;
« Internally, in accordance with the Internal Recruitment provisions below.

4.3 Application and Shortlisting
o Applicants shall submit a completed standard application form.
« Shortlisting shall be conducted by the Recruitment Panel, using objective
criteria derived from the person specification.

4.4 Interviews and Assessment
« Shortlisted candidates shall be invited to a structured interview and, where

applicable, relevant assessment exercises.
« Interview questions and assessments will be standardized and aligned with the

criteria for the role.

4.5 References and Background Checks



Two satisfactory professional references will be obtained prior to any formal

offer.
Where required, background checks (including eligibility to work in the UK,
criminal record checks, and other statutory requirements) will be conducted.

4.6 Appointment

Successful candidates will receive a formal offer of appointment in writing,
detailing terms and conditions of employment or engagement.

5. Internal Recruitment

The Council is committed to promoting career development opportunities for

existing staff.
All vacancies shall first be considered for internal candidates where feasible.

Internal vacancies shall be advertised to all eligible staff for a minimum period
of [7-14 days].
Internal candidates shall be assessed using the same merit-based criteria as

external applicants.
Appointment of an internal candidate may create subsequent vacancies, which

will then be advertised externally as necessary.
This process ensures fairness, transparency, and equal opportunity for all staff

members.

6. Roles and Responsibilities

Town Clerk Responsible for managing the recruitment process and ensuring

compliance with this Policy.
Recruitment Panel: Conducts interviews and assessments and makes

recommendations for appointment.
Town Council: Approves appointments and ratifies decisions as required by

governance procedures.



7. Monitoring and Review
« The Council shall review this Policy every 2-3 years, or sooner if required by
legislative or operational changes.
« Monitoring shall include assessment of recruitment outcomes to ensure
adherence to equality, transparency, and merit-based principles.

8. Approval

This Policy was approved by Withernsea Town Council on®[#f3S and remains in
effect until the next review.

Signed: POAOA£<— (Town Clerk / Proper Officer)
Signed?lfiq{'.’h - -.;\-{d'\ A (Mayor / Chair of Council)

i et suLeaf  L.ds.



