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STAFF RECRUITMENT POLICY
Company: Insight Training Effective Date: 14.04.26 Review Date: 14.04.27
1. Purpose
This policy outlines the principles and procedures for recruiting staff at Insight Training. It ensures a fair, transparent, and consistent approach to attracting, selecting, and appointing the best candidates while complying with relevant employment laws and promoting equality, diversity, and inclusion.
2. Scope
This policy applies to all recruitment activities within Insight Training, including permanent, temporary, contract, and freelance positions.
3. Principles
Insight Training is committed to:
· Equal opportunity and non-discrimination in all recruitment decisions
· Recruiting based on merit, skills, experience, and cultural fit
· Transparency and consistency in recruitment processes
· Safeguarding and protecting learners where applicable
· Compliance with legal and regulatory requirements
4. Roles and Responsibilities
4.1 Hiring Managers
· Identify staffing needs and obtain approval
· Prepare accurate job descriptions and person specifications
· Participate in interviews and selection decisions
4.2 Human Resources
· Support recruitment planning and advertising
· Ensure compliance with policies and legislation
· Coordinate interviews and communication with candidates
· Maintain recruitment records
4.3 Interview Panel
· Conduct fair and structured interviews
· Assess candidates objectively against criteria
· Provide documented feedback
5. Recruitment Process
5.1 Workforce Planning
Hiring managers must assess business needs and obtain approval before initiating recruitment.
5.2 Job Description and Person Specification
Each role must have a clearly defined job description and person specification outlining:
· Duties and responsibilities
· Required qualifications and experience
· Skills and competencies
5.3 Advertising
Vacancies will be advertised internally and/or externally using appropriate channels to attract a diverse pool of candidates.
5.4 Application Process
Candidates must submit applications through the designated system or process. All applications will be handled confidentially.
5.5 Shortlisting
Applications will be shortlisted based on predefined criteria aligned with the person specification.
5.6 Interviews and Selection
· Interviews will be structured and consistent
· At least two interviewers should be present where possible
· Additional assessments (e.g., presentations, tests) may be used
5.7 Pre-employment Checks
Offers are conditional upon satisfactory checks, which may include:
· Identity verification
· Right to work
· References
· Qualifications verification
· Background checks (e.g., DBS where applicable)
5.8 Offer of Employment
Successful candidates will receive a formal offer outlining terms and conditions.
5.9 Onboarding
New employees will undergo an onboarding process to support integration into the company.
6. Equality, Diversity, and Inclusion
Insight Training is committed to promoting equality and diversity. Recruitment decisions will not be influenced by age, gender, race, disability, religion, sexual orientation, or any other protected characteristic.
7. Safeguarding
Where roles involve working with vulnerable individuals, appropriate safeguarding measures and checks will be implemented.
8. Data Protection
All personal data collected during recruitment will be handled in accordance with data protection regulations and retained only as long as necessary.
9. Record Keeping
Accurate records of recruitment activities will be maintained for audit and compliance purposes.
10. Policy Review
This policy will be reviewed annually or as required to ensure it remains compliant and effective.
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