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Recruitment, Training and Staff Support Policy

Introduction

Teesdale Day Clubs (here referred to as ‘the charity’) historically has a low
turn-over of staff but from time-to-time recruitment is necessary. It is
always our aim to conduct recruitment, training, supervision, and support
following current best practice, and following any special requirements that
are applicable, or trustees deem practical, to suit individual roles. For
example, where it is beneficial and appropriate, all efforts will be made to
include volunteers and/or service beneficiaries in any recruitment or training
processes.

We recognise that all staff have training needs and a right to feel that their
personal and professional development is a priority for us as their employer.
We will always seek to support individual staff with their professional
development as far as funding allows.

We will always endeavour to provide support to our team in a manner that is
encouraging rather than critical, rewarding rather than punitive, and based
on a listening and mutual exchange, rather than a top-down approach.

Policy

It is the policy of the charity to recruit, train, supervise and retain staff to
support the operations and activities in compliance with the Equality and
Diversity Policy (Policy 04), and always following Safer Recruitment
principles.

Principles

» Recruitment of staff is based on a review of the needs of the charity
and is under the control of the Board of Trustees.

» Recruitment of operational and office staff is normally managed and
administered by the Strategic Manager.

» Recruitment to the senior manager post will normally be managed by a
nominated Trustee with relevant recruitment experience, with
appropriate input from the Chair.

» Job descriptions and clear person specifications will be produced for all
posts and used as the basis for recruitment. They will be reviewed and
updated as required.
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Posts may be filled internally from within the existing staff team where
appropriate and practical.

Posts will normally be advertised in the best and most appropriate and
cost-effective manner using local press, social media, our own website,
partner websites (where feasible), and other online job posting
platforms.

Advertisements will be written in compliance with the Equality and
Diversity Policy.

Applications will be strictly evaluated against the person specification
for that post and scored using a simple uniform process agreed at
shortlisting.

Shortlisting will not include personal names or details of applicants,
and will be removed prior to shortlisting commencing

Where there are fewer than 4 applicants, the shortlisting panel may
agree to interview all applicants if they all meet the basic specifications
for the role.

Declarations of Interest will be made if/when applicants are known to
interview panel members

Suitable shortlisted candidates will be invited for a formal interview.

The interview panel will usually include the Strategic Manager and at
least one Trustee, with another member of staff, trustee or volunteer
being the third person on the panel.

For specific posts, the panel may wish to include input from a volunteer
or beneficiary of the charity.

For the recruitment to any senior manager post, candidates must be
interviewed by at least three Trustees and the panel may request input
and/or support from a relevant member of the staff or volunteer team
as they feel is appropriate.

The preferred candidate will be offered the post in writing subject to
suitable references being received. References will normally be taken
up after the interview stage.

Suitable candidates who were unsuccessful will be offered the option to
have their details kept on file for future reference; unsuitable
candidates will be informed that they were not successful.

All unsuccessful candidates will be offered feedback by phone call if
they wish

Details kept about any candidates will always be stored in line with
GDPR and our confidentiality policy.
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> All appointments will be subject to a three or six-month probationary
period depending on the seniority of the role.

> DBS checks will be carried out before employment starts where
individuals will be required to work in an unsupervised capacity with
members or ‘at risk’ volunteers.

» Induction and training programmes will be established for each new
employee.

» If the probationary period is assessed as satisfactory the post holder
will be offered the position on an on-going basis, according to funding
or contractual conditions.

Supervision and appraisal

All staff will be given access to confidential and one to one support and
supervision time on a regular basis, with timing between sessions
appropriate to the hours worked and levels of responsibility within their role.

Each member of staff will be appraised each year and appraisals will be
conducted by their line manager or the Strategic Manager, whichever is
appropriate to their role. Appraisal meetings will be recorded using a
standard form and will be kept confidentially in personnel files.

Matters discussed during supervision and appraisal will be confidential
between the supervisor/appraiser and supervisee/appraisee but there may
be times when specific issues need to be shared with the Strategic Manager
or trustees. When this arises, the supervisee/appraisee must be consulted
and kept informed of any outcomes relating to the issue shared.

Training
There is no set budget for individual members of staff. However, staff should

be able to raise training issue needs and make requests for training during
supervision and training needs may be identified at appraisals.

Safeguarding, Food Hygiene and other training may be mandatory, according
to specific role responsibilities, and it is the responsibility of each member of
staff to ensure that they access mandatory training or request access to
mandatory training.

Evidence of training attended, and any certificates should be recorded in
supervision notes and copies of certificates kept in personnel files where
possible.



TEESDALE DAY CLUBS
Policy Document
Number 09 Issue 05
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