
 

Recruitment & Selection Policy version 1.1  

 
1 

 

 

 

RECRUITMENT & SELECTION POLICY 

 
Policy Author Nicky Crombie 

Date Written September 2017 

Version  1.0 

Date Approved  

Approved By SLT 

Policy Review Date November 2018 - or earlier if there are changes 

to Safer Recruitment or Disclosure and Barring 
Service Codes of Practice or other legislation 
pertaining to recruitment and selection. 

 

Version Information 

Version No 1.0 

Author Nicky Crombie 

Review Date September 2017 

Description of 

Changes 

Replaces previous Recruitment Policy last updated 

June 2017, it has been updated and renamed to 
version 1.0.  This version also includes a section 
on DBS checks. 

 

Current Version No. 1.1 

Author Garry Besford 

Review Date January 2019 

Description of 
Changes 

4.1.18 DBS section updated to include the 
renewal of checks every three years of service.  

4.1.21 Written references to be followed up with 
verbal confirmation. Employment gaps should be 
verified with evidence where necessary.  

Next Review Date January 2020 

 

  



 

Recruitment & Selection Policy version 1.1  

 
2 

 

RECRUITMENT & SELECTION POLICY AND PROCEDURE  

 

1. Introduction 

 

1.1 This document sets out Daisy Chain’s policy on recruitment and 

selection. Daisy Chain is committed to a policy of treating all its 
employees and job applicants equally and to recruit the best person 
for each vacancy.  

 
1.2 No employee or potential employee shall receive less favourable 

treatment or consideration during recruitment and selection on the 

grounds of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion or belief, sex or 
sexual orientation. No-one will be disadvantaged by any conditions 

of employment that cannot be justified as necessary on operational 
grounds. 

 

1.3 This policy is to be read in conjunction with Daisy Chain’s Equal 
Opportunities and Data Protection policies and also in conjunction 
with the Safeguarding Policy. No decisions regarding recruitment or 

selection should be made by a person who has not read and 
understood this policy and the related policies or without the 
involvement of Human Resources. 

 
1.4 This policy is applicable to the recruitment and selection of all 

employees engaged to provide services for Daisy Chain, irrespective 

of whether such a contract is temporary or fixed term or is of a 
permanent duration. The policy will be made available to all 
employees and applies to both internal and external recruitment. The 

policy also applies to recruitment and selection of contractors for 
contracts for services. 

 
 

2 Policy Statement 

 
2.1 This policy seeks to ensure that the best candidate is chosen for 

each job vacancy regardless of any protected characteristic. 

 
2.2 Daisy Chain will follow the principles of ‘Safer Recruitment’ in all 

appointments. 

 
2.3 The following principles will apply whenever recruitment or selection 

for positions with Daisy Chain takes place: 
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2.3.1 All recruitment and selection procedures will use the standard 
documents referred to in this policy. 

 
2.3.2 All job vacancies must be authorised using the Daisy Chain 

Recruitment Authorisation Form.  Whenever a vacancy arises, the 

line manager will review the existing job description and person 
specification and establish whether the job can be absorbed amongst 
the team or elsewhere in Daisy Chain.  All roles put forward for 

authorisation to recruit must ensure the job description and person 
specification are scrutinised to ensure the job content meets Daisy 
Chain requirements and standards.  This review of the role will also 

identify whether the role meets the definition of ‘Regulated Activity’ 
requiring a Disclosure and Barring Service check.  All posts must be 
approved by the Chief Executive Officer before they can be 

advertised. 
 
2.3.3 Individuals will be screened against the job requirements as laid out 

in job descriptions and person specifications. 
 
2.3.4 Any qualifications or requirements applied to a job that have or may 

have the effect of inhibiting applications from certain groups of the 
population should only be retained if they can be justified in terms of 
the job to be done. 

 
2.3.5 Information on protected characteristics will be collected in order to 

monitor the numbers of applications from different groups. This 

information will not be used in the selection process or for any other 
use other than this purpose. 
 

2.3.6 Assessment centres or selection tests should be specifically related 
to job requirements and should measure the person’s actual or 
inherent ability to do or train for work. 

 
2.3.7 Assessment centres or selection tests should be reviewed regularly 

to ensure they remain relevant and free from bias, either in content 

or in scoring mechanism. 
 
2.3.8 All recruiting managers taking part in recruitment and selection 

should be trained in interviewing skills and equal opportunities.  A 
representative from the HR Department will take part in all 
recruitment and selection assessment days and interviews. 

 
2.3.9 Written records of interviews, reasons for decisions made at each 

stage of the process and reasons for appointment or non-

appointment will be kept by HR for no longer than 6 months in 
compliance with the Data Protection Act 1998. Records will then be 
disposed of confidentially. 
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2.3.10 Interviews will assess candidates against job-related criteria only. 
 

2.3.11 All information held about a candidate must be used only for the 
purpose for which the information has been collected. 

 

2.3.12 All candidates will be asked at the first interview stage to provide 
documentary evidence of their right to live and work in the UK, to 
ensure compliance with the Immigration, Asylum and Nationality Act 

2006. A photocopy of the accepted documentation will be taken. The 
HR Manager can provide a full listing of what documentation is 
acceptable. 

 
2.3.13 Reasonable adjustments should be made to reduce any disadvantage 

faced by disabled people in making an application in response to an 

advertisement. 
 
2.3.14 The recruitment and selection process for disabled candidates must 

take into account such adjustments to working arrangements or 
physical features of the work place/station/premises as are 
reasonable to accommodate their needs and be such that they are 

not placed at a substantial disadvantage compared with non-disabled 
candidates. 

 

2.3.15 Decisions to interview, shortlist or offer employment will take no 
account of an applicant’s trade union membership or non-
membership. 

 
  

3 Key Responsibilities 

 
3.1 The Chief Executive Officer:  Responsible for approving posts for 

advert and selection.  Responsible for managing appeals relating to 

decisions made under the policy raised by applicants or staff.  
Responsible for the approval process for the policy.  

 

3.2 Human Resources Manager: Responsible for ensuring the policy, 
principles and process reflect good practice and meet legal 
requirements that will protect Daisy Chain and its employees and 

also candidates who experience the Daisy Chain process.  
Responsible for training staff involved in recruitment and selection 
procedures.  Responsible for ensuring that recruitment and selection 

events operate in accordance with the approved policy including 
Safer Recruitment principles. 

 

3.3 Senior Leadership Team and Managers: Responsible for promoting 
the principles of the policy to staff.  Responsible for ensuring they 
are trained to Daisy Chain standards.  Responsible for adhering to 
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the principles and process when engaged in recruitment and 
selection activity. 

 
3.4 Staff: Responsible for reading and understanding the contents of this 

policy and ensuring that when participating in any aspect of 

recruitment and selection within Daisy Chain that they adhere to the 
principles and processes outlined in this policy. 

 

 
4 Process 

 

4.1 All recruitment must follow the steps identified below:  
 
4.1.1 Authority to recruit, including decisions regarding salary, must be 

granted by the Chief Executive Officer before advertising a vacancy.  
Authority to recruit must include consideration of the location of the 
post as well as equipment and facilities required to enable the post-

holder to fulfil their duties. 
 
4.1.2 A job description should be produced with full details of the position, 

tasks, reporting line, responsibilities of the jobholder and number of 
subordinates, if applicable. The skills, experiences, qualifications and 
competencies of the jobholder should be laid out in the person 

specification. 
 
4.1.3 Job advertisements will be based on the job and person 

specifications and/or competency profile.  A variety of advertising 
media will be used. Positions may be simultaneously advertised 
internally and externally.  Wherever possible Daisy Chain will look to 

recruit internally.  An information pack will be made available for all 
posts advertised that will include information on Daisy Chain, the 
role and responsibilities and the benefits package. 

 
4.1.4 Applicants may submit their application form via email attaching the 

standard application form as a word document.  Applicants 

submitting a form this way and invited for interview will be asked to 
sign their application form as part of the interview process.  In 
accordance with Safer Recruitment principles, Daisy Chain will not 

accept c.v’s unless they are accompanied by the standard application 
form. 

 

4.1.5 It is not permitted for internal or external candidates to canvas 
interview panel members. Any candidate found to be canvassing the 
panel will be disqualified from the recruitment process. 

 
4.1.6 All applicants will be pre-screened by the HR Department. All 

applicants that meet the specified criteria will be sent to the relevant 

recruiting manager for short-listing.  The short-listing panel will 
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scrutinise all applications using standardised criteria based on 
information in the job description and parson specification. 

 
4.1.7 Prior to the interview candidates will be provided with additional 

information about the organisation, role and responsibilities not 

provided at the advert stage. 
 
4.1.8 All interviews should consist of two or three interviewers, including 

the recruiting manager and a representative from the HR 
Department.  The Chair of the interviewing panel will normally be the 
line manager for the post being recruited to. 

 
4.1.9 A question sheet will be designed by the recruiting manager and the 

HR representative based on the job description and person 

specification/competency profile, and the outcome recorded on a 
points grid.  Where possible, indicative answers or key points should 
be identified to be used as a reference point when scoring. 

 
4.1.10 Each interviewer should complete the grid in the interview debrief 

recording points awarded against each criteria. 

 
4.1.11 The decision of the interviewing panel will be final.  In the event that 

the interviewing panel cannot reach a consensus, the Chair of the 

interview panel will make the final decision regarding whether an 
appointment can be made. 

 

4.1.12 All interview documentation must be returned to the HR Manager for 
secure storage. Only those that require access for specific and 
authorised purposes will be able to access this information. 

 
4.1.13 If a salary scale has been indicated in the advert then upon selection 

of a suitable candidate the recruiting manager will liaise with the HR 

Manager to identify the appropriate starting salary. It will be normal 
practice to offer a salary at the lower end of the salary range unless 
market premium or the candidate’s particular skill set and 

experience warrant a salary at a higher point on the salary scale. 

 

4.1.14 The HR department will handle all offers to successful candidates. 

Under no circumstances should recruiting managers offer or infer to 
a candidate the outcome of the selection process. 

 

4.1.15 All offers are subject to pre-employment medical screening via a 
questionnaire, two satisfactory references, a check on relevant 
qualifications, eligibility to work in the UK and DBS which may be at 

basic, standard or enhanced level depending on the role and its 
responsibilities.   
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4.1.16 Requests for references will be made on completion of shortlisting 
and, subject to candidate permission, ahead of interviews. At least 

one reference must come from the current or most recent employer.  
If the candidate has not worked previously, their referee should be 
their school, college or university. 

 
4.1.17 References secured prior to interview will be considered at the end of 

the interviews of all candidates during the deliberation process. 

 
4.1.18 Daisy Chain is committed to the safeguarding of children, young 

people and vulnerable adults, Daisy Chain staff and volunteers.  As 

part of this commitment all those who work or volunteer at Daisy 
Chain and are eligible to undertake a DBS check will be required to 
do so before their appointment can be confirmed. DBS disclosure 

requests are made through the HR Department and are verified by 
Atlantic Data.  All posts must identify whether they meet the 
definition of Regulated Activity prior to being advertised.  Where a 

post requires DBS clearance, the successful candidate will not be 
permitted to take up their position with Daisy Chain until the 
clearance has been verified with Atlantic Data.  Disclosure 

certificates are not retained by HR.  The successful applicant is 
required to present their certificate for verification purposes.  The 
certificate number and date of issue will be recorded. Daisy Chain 

will apply for an updated DBS certificate for every employee every 
three years of service. If an individual is registered with the update 
service then the reference number should be provided to the HR 

department who will use this to carry out the checks every three 
years of service.  

 

4.1.19 Overseas applicants who are recruited to positions requiring DBS 
clearance will be required to obtain a certificate of good conduct 
/police record from the relevant embassy or police force, wherever 

that is available.  Further advice is available on the Home Office 
website.  Different arrangements apply in different countries. 

 

4.1.20 Where an applicant is from, or has lived in, a country where this 
provision is not available, or is a refugee / asylum seeker with no 
means of obtaining relevant information from their country of origin, 

Daisy Chain will take extra care in taking up references and carrying 
out other background checks. For example, additional references 
should be sought and at least one reference, from a previous work 

place, should be followed up by phone as well as letter.  The 
applicant is required to make all reasonable efforts to secure a 
‘certificate of good conduct/character’ from their embassy, high 

commission or police force. Daisy Chain will not provide financial 
support in the event that an embassy, high commission or police 
force make a charge for a ‘certificate of good conduct’. 
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4.1.21 If the DBS disclosure, reference or medical clearance is not 

satisfactory, the offer may be revoked.  Similarly, if the candidate 
does not give permission to seek references until after the interview, 
the job offer may be withdrawn if the references are not satisfactory. 

These written references may be followed up with verbal 
confirmation . Any gaps in employment should be accounted for and 
evidence provided where necessary.  

 
4.1.22 Pre-employment medical screening may, on occasion, require further 

information from a GP or medical adviser.  HR will follow this up 

where necessary. 
 
4.1.23 Under no circumstances is a new employee permitted to take up 

their employment with Daisy Chain until all checks are completed 
satisfactorily. 

 

4.1.24 Induction of new employees will start as soon as a candidate accepts 
a position. HR will send out a copy of the written statement of terms 
and conditions of employment and all related new starter forms that 

need to be completed.  
 
4.1.25 Managers are required to provide their new employee with a 

timetable for their successful induction into the organisation and a 
plan for the probationary period.  The employee will be provided with 
the Daisy Chain Induction pro forma on their first day. 

 
 

5 Recruitment of Ex-Offenders 

5.1 Daisy Chain complies fully with the DBS Code of Practice and 
undertakes to treat all candidates fairly. Daisy Chain undertakes not 
to discriminate unlawfully against any candidate who is required to 

provide information through this process. 

5.2  The Daisy Chain policy on the recruitment of ex-offenders will be 
made available to all candidates at the outset of the recruitment 

process. 

5.3  Daisy Chain actively promotes equality of opportunity for all with the 
right mix of talent, skills and potential and welcomes applications 

from a wide range of applicants including those with a criminal 
record. Daisy Chain selects candidates for interview on the basis of 
their skills, qualifications and experience. 

5.4  Daisy Chain has determined that all its positions require a Disclosure 
following a thorough risk assessment against criteria determined by 
the Disclosure and Barring Service.  This is highlighted in the 
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recruitment pack and during the recruitment and selection 
processes. 

5.5  Daisy Chain encourages all candidates invited for interview to 
provide details of offences that are required to be disclosed at an 
early stage in the application process.  This information should be 

sent under confidential cover to the HR Manager. Daisy Chain 
guarantees that only those who need to see it as part of the 
recruitment process will see the information and that it will not be 

retained inappropriately. 

5.6  Unless the nature of the position is such that Daisy Chain may ask 
questions about an individuals’ entire criminal record, Daisy Chain 

will only ask about ‘unspent’ convictions as defined in the 
Rehabilitation of Offenders Act 1974.   For legal and accounting 
professions, all convictions, including those that are spent by virtue 

of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
(as amended in 2013) are required to be disclosed. 

5.7  Daisy Chain will ensure that all individuals involved in the 

recruitment process receive appropriate guidance and training in the 
legislation relating to the employment of ex-offenders. 

5.8  Daisy Chain will ensure that it discusses with the candidate the 

relevance of any offence to the job in question.  A candidate’s failure 
to reveal information directly relevant to the job could result in 
withdrawal of an offer of employment. 

5.9  Daisy Chain undertakes to discuss any matter revealed in the 
Disclosure with the candidate before withdrawing the offer of 
employment. 

5.10  Having a criminal record will not necessarily prevent the candidate 
from working with Daisy Chain.  Whether or not it does, will depend 
on the nature of the position and the circumstances and background 

of the offences. 

 
6 Appeals procedure 

 
6.1 Employees who have concerns about any aspect of this policy or its 

operation should use Daisy Chain’s Grievance Policy and Procedure.   

 
6.2 Prospective employees who have concerns about any aspect of this 

policy or its operation should write to the HR Manager following 

Daisy Chain’s Celebrating Achievements and Complaints Policy. 
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Job Description 

 

Post Title:    Insert post Title 

Reporting To:   Insert job title of the post this position reports to 

Location:   Daisy Chain, Norton 

Salary:   Band – insert salary 

Hours: hours per week – identify the hours 

 

COMPANY ETHOS & CULTURE 

 

I am passionate about improving the lives of families affected by Autism and committed to 

Daisy Chain’s values, culture and ethos. I will represent Daisy Chain in a positive manner 
and will behave professionally at all times. I will demonstrate empathy and support towards 

families and the Daisy Chain team. 

Our Vision 

Daisy Chain exists to improve the lives of families affected by autism in the Tees Valley & 

surrounding area. 

Our Mission 

To provide support, training & services to families affected by autism, improving their lives 

& empowering them to reach their full potential. 

Our Culture 

We are proud of Daisy Chain and dedicated to its purpose. We are enthusiastic, enjoy 

challenges and are eager for success. 

Commitment 

We give 100% to everything we commit to until we succeed. We are committed to the 

vision, mission, culture and success of Daisy Chain, the team, and our families at all times. 

Ownership 
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We are truly responsible for our actions and outcomes; we own everything that takes place 
in our work lives. We are accountable for our results and we know that for things to 

change, we first must change. We live our lives above the line. 

Respect 

We speak positively of our fellow team members, families and Daisy Chain at all times both 

in public and private. We speak with good purpose using empowering and positive 
conversation. We never listen to gossip or sarcasm. We are friendly and courteous in all our 

relationships with colleagues, our families and supporters. We only ever discuss concerns in 

private with the people involved. 

Excellence 

We always deliver services of exceptional quality that add value to all involved for the long 
term. We are reliable and consistent and we excel in the standards of presentation of our 

people, services and premises.  

Integrity 

We are trustworthy and honest in all that we say and do and take responsibility for our own 

actions. We always speak the truth. What we promise is what we deliver. We only ever 

make agreements, with others, and ourselves that we are willing, and intend to keep.  

Success 

We praise achievements and enjoy celebrating successes. We totally focus our thoughts, 
energy and attention on the successful outcome of whatever we are doing. We are willing to 

win and allow others to win at all times.  

Consistency 

We are consistent in our actions so that our families, supporters and our teammates can 

feel comfortable dealing with us at all times. 

Fun 

We view our roles as a journey to be enjoyed and appreciated and we create an 

atmosphere of fun and happiness so that all around us enjoy it as well. 

Team Work 

We are team players, we do whatever it takes to stay together and achieve team goals. We 
focus on co-operation and always come together for a resolution not a compromise. We are 

flexible in our work and able to change if what we are doing is not working. We ask for help 

and we are compassionate to others who need it. 

Gratitude 

We are truly grateful people. We say thank you and show appreciation often and in many 

ways. We constantly catch ourselves, and others, doing things right. 

JOB SUMMARY 

 

Include a sentence that accurately summarises the main intent of the job being advertised. 

KEY TASKS 
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Consider organising job tasks under headings eg Managerial, Supervisory, Operational, 

Strategic, Administrative etc 

Additional responsibilities 
Include responsibilities not listed elsewhere that may be more generic eg requirement to 

comply with Charities Commission Regulations etc 

The main duties and responsibilities of your post are outlined in your job description.  This 
list is not exhaustive and is intended to reflect your main tasks and areas of work.  Changes 

may occur over time and you will be expected to agree any reasonable changes to your job 

description that are commensurate with your banding and in line with the general nature of 
your post.  You will be consulted about any changes to your job description before these 

are implemented. 

Health and Safety 

Under the Health and Safety at Work Act 1974, whilst at work you must take reasonable 

care for your own health and safety and that of any other person who may be affected by 
your acts or omissions.  In addition, you must co-operate with Daisy Chain on health and 

safety and not interfere with or mis-use anything provided for your health, safety and 

welfare. 

Confidentiality 

Staff must not pass on to unauthorised persons, any information obtained in the course of 

their duties without the permission of their Head of Department. 

Safeguarding 

This post is subject to a standard/enhanced* DBS clearance (including/excluding barred list 

check). 

Daisy Chain is committed to safeguarding.  If at any time the post-holder sees or hears 
anything that could suggest a safeguarding risk or has any other reason to be concerned, it 

should be reported immediately to a designated Safeguarding Officer. 

 * delete as appropriate 

 

Signed (post-holder) 

Signed (line manager) 

Date 
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Appendix 2  

Person Specification 

This section outlines the requirements and qualities the post-holder needs in 
order to fulfil the post.  These are divided into ‘essential’ and ‘desirable’ 
criteria.  ‘Essential’ criteria are those that the post-holder absolutely must 

have in order to do the job, i.e. the job cannot be done without those 
qualities.  ‘Desirable’ criteria are those qualities that would be either useful, 
an advantage or preferable to have in order to do the job or those which can 

be trained to do, i.e. the job can be done without those qualities.   
 

 E/D 

Education 
 

 
 

Skills/Aptitudes 

 

 

 

Knowledge/Experience 
 

 
 

Personal Attributes 
 

 
 

Circumstances 
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 Post   Job Reference  

 

  

Surname 
 

 

Initials 

 

Part A: Current Employment 
Present employment (most recent if unemployed) 

Employer’s name, address and nature of business Job title 
 

F/T or P/T  
 

Salary 
 

Date started 
 

Date left 
 

Notice required 
 

Please provide a brief description of your duties and your achievements relevant 
to the post you are applying for. Please give your reason for leaving if no longer 
employed. 

 
 

 
 

 
 

 
 

 
 

 
 

 

  

Employment Application Form 

Important: This form must be completed in full.  A curriculum vitae will not 

be accepted.  You may attach additional sheets of paper should you need to 

do so.  Each should be headed with your surname and initials, the post 

applied for and the job reference number as well as the section the 

information refers to. The canvassing of any members of Daisy Chain 

Trustees or Daisy Chain staff, directly or indirectly for any appointment with 

Daisy Chain will disqualify the candidate. 
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Part B: Previous employment history 

From/To 

Month/Year 
Name and address of 

employer and nature 

of business 

Position held, brief description of 

responsibilities and achievements 

Reason for 

leaving 

    

 

Part C: Education, training and professional qualifications/membership 
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Please list all education and 
qualifications gained from 

Secondary school, college, 
university or equivalent 

Qualifications Grade 

 
 

 
 

  

 
 

 
 

  

 
 

 
 

  

 
 

 
 

  

Training and Development – list relevant training and development 

undertaken 

Place of study Qualification Grade 

 
 

 
 

  

 
 

 
 

  

 
 

 

  

 

 
 

 

  

Current membership of professional bodies and professional 

qualifications 

Name of professional 
body/qualification 

Class/Grade of 
membership 

Method of study 

 
 

 

  

 

 
 

  

 

 

Part D: Information in support of your application 
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Please use this section to explain your reasons for applying for this position and to 

describe how you meet the person specification.  Examples can be taken from your 

employment, volunteering, community, extra-curricular activities or other relevant 

interests.  Refer to the Guidance Notes for further advice. 
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Part E: Personal information, monitoring, references and disclosure of 

conviction(s) 

This section of your application will be detached from parts A-D.  The information in 

Part E will not be seen by any member of staff other than the Human Resources 

department and will be used solely in the processing of your application.  It will 

not be provided to the shortlisting panel or to the interviewing panel.   

Application for post of 

 
 

Department Job Reference  

 

 

Personal Information 

Surname  First 
Name(s) 

 
 

Title (Mr, Mrs, 
Dr etc) 

 Date of 
Birth 

 
 

Address  Tel No  Home 
 

Mobile 

 

Work 
 

Email  

 
NI 

Number 
 

Postcode  

 

 

Are you currently eligible for employment in the UK? Yes No 

Please state what documentation you can provide to demonstrate this, eg British 
passport/European Economic Area identity card, birth certificate, passport or 

travel documentation showing an authorisation to reside and work in the UK. 
If you are shortlisted you will be required to bring original documents with you 

to the interview. 
 

Are you related to any person employed by Daisy 
Chain? 

Yes No 

If yes, please give full details 
 

 

Have you previously applied for employment with 

Daisy Chain? 

Yes No 

If yes, please give details. 

 
 

Do you have other ongoing employment? Yes No 

If yes, please give details 

 
 

Source of application 
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How did you hear about this vacancy? 
 

 

 

Monitoring 

Daisy Chain supports equality of opportunity in employment.  You are invited to 

complete this section to enable Human Resources to undertake monitoring.  By 

completing and returning this form, you are consenting to the use of this 

information for this purpose. 

 

Please tick ( √)  all that apply 

Gender 

 

Female  Male  

Age Group 

 

16-25 26-35 36-45 46-65 65+ 

Nationality (please state your nationality) 

 

Ethnicity  

White Black Mixed Asian Chinese/Other 

British 

 

African White/Asian Asian British Chinese 

Irish 

 

Black Irish White/Black 

African 

Bangladeshi Any Other 

Other Caribbean White/Black 

Caribbean 

Indian  

 

 

Other Other Pakistani  

   Asian Other  

Disability  

Following implementation of the Equality Act 2010, employers are committed to 
providing people with an opportunity to compete fairly for jobs. The Equality Act 

2010 states that ‘a person has a disability for the purpose of this Act if s/he has a 
physical or mental impairment which has a substantial and long-term adverse 

effect on his/her ability to carry out normal day to day activities’. 

Do you consider that you meet this definition? Yes No 

If ‘yes’, please provide details. 
 

 
 

 

Please outline any reasonable adjustments you may need if invited to attend an 

interview. 
 

 
 

Marital Status 

Single  Married  

Separated  Divorced  

Widowed  Undeclared  

Civil Partnership    



 

Recruitment & Selection Policy version 1.1  

 
20 

 

References 

All appointments with Daisy Chain include consideration of two satisfactory references.  
Please provide the names and addresses of two people who know you well and who will be 

able to comment on your suitability for the post you are applying for.  In the event that you 
are shortlisted for this position, we will contact your referees prior to interviews unless you 

indicate otherwise.  Please inform your referees prior to submitting your application.  Daisy 

Chain may wish to contact additional employers identified on your application form but will 

only do so with your permission. 

Referee Number 1: Current/Most recent employer 
Name  

 
Job Title  

 
Phone  

 
Email  

 
Address including 

postcode 

 

 
 
 

How do you 
know this 

person? 

 

May we contact 

prior to 
interview? 

Yes No 

Referee Number 2: Employer, tutor, colleague, etc 
Name  

 
Job Title  

 
Phone  

 
Email  

 
Address including 

postcode 

 

 
 

 
How do you 

know this 
person? 

 

 

May we contact 

prior to 
interview? 

Yes No 
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Disclosure of conviction(s) 

Applications from ex-offenders are welcomed and will be considered on their merit.  

The amendments to the Exceptions Order 1975 (2013) provide that certain spent 

convictions and cautions are ‘protected’ and are not subject to disclosure to 

employers, and cannot be taken into account. 

 

You are required to disclose any convictions which are not ‘spent’ by virtue of the 

Rehabilitation of Offenders Act 1974.  For legal and accounting professions, you are 

required to disclose all convictions, including those that are spent by virtue of the 

Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 

2013). 

Do you have any convictions, cautions, reprimands or final warnings that are not 

‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) 

Order 1975 (as amended in 2013)? 

 

If yes, please give details of date(s), conviction(s), caution(s), reprimand(s) or final 

warnings(s) and sentence(s) passed. 

Declaration 

To the best of my knowledge and belief, the information supplied by me in each 

section of this form is correct.  I hereby consent to the processing of sensitive 

personal data, as defined in the Data Protection Act 1998, involved in the 

consideration of this application.  Anonymised data may be used to inform 

recruitment and selection activities, including monitoring.  If your application is not 

successful, this information will be retained for 6 months.  If your application is 

successful, your information will be retained as part of your employee file. 

 

 

Please return the completed form by the closing date to: 

Recruitment, Human Resources Department, Daisy Chain, Calf Fallow 

Farm, Calf Fallow Lane, Norton, Stockton on Tees, TS20 1PF  

 

Or email as an attachment (Microsoft Word format only) to 

recruitment@daisychainproject.co.uk  

 

 

  

Yes No 

 

Signed: ………………………………………………………………………………………………..  

 

Date: …………………………………… 

 

PRINT NAME: ……………………………………………………………………………………… 

 

mailto:recruitment@daisychainproject.co.uk
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Appendix 4  

 

Application form – guidance notes 

 

Please read this information before completing the application form. 

 

If you need any help to complete this form, please contact the Human 

Resources Department. They can help you complete your application form 

and provide directions to Daisy Chain. They can also provide information 

and application forms in other formats.  

 

These notes are intended to help you complete the application form section 

by section.  

 

The person specification provides details of the post and lists the criteria 

against which each candidate will be assessed. Invitation for interview is 

based on the information contained in the application form – therefore you 

should complete it in a well-planned and positive way that clearly 

demonstrates how you meet the essential criteria identified in the person 

specification.   

 

The candidates shortlisted will be the ones who most closely meet the stated 

criteria. Applicants who do not meet the essential criteria on the 

Person Specification will not be shortlisted.  

 

General points 

All personal information other than surname has been removed from Parts 

A-D.  This is so that the shortlisting panel and interviewing panel do not 

inadvertently make judgments on information that has no bearing on ability 

to do the job. 

 

Please complete the form using type or black ink so that it can be 

photocopied. 

 

If this post is covered by a requirement for a Genuine Occupational 

Qualification/Requirement it will be described in the job advert, job 

description and person specification.  For positions subject to this 

requirement, you must describe how you meet the requirement within your 

application. 

 

 

You should also: 
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1 Check that the form is for the correct position and take note of the 

closing date.  It is not normally possible to accept application forms 

after the closing date, however, if Daisy Chain has delayed getting 

information to you or there has been a technical problem sending 

paperwork electronically, then written information detailing how you 

meet the essential criteria may be accepted at the discretion of the 

line manager until the standard application form can be completed.  

2 Ensure that you include as much relevant information as possible on 

the application form. Any information provided on CVs will not be 

considered for shortlisting purposes. If little or no information is 

provided on the application form it will be impossible to assess your 

suitability and therefore progression to the shortlist for interview will 

be unlikely.  

3 Continue on a separate sheet if at any point you do not have enough 

space, however, personal details, for example, name, should not be 

included on any supplementary sheets. Please just include your 

surname and initials. 

4 If you are posting your application form to Daisy Chain you 

must ensure that you use the correct postage.  Most 

application forms that are posted are described by the Post 

Office as ‘large’ which requires additional postage.  If you are 

not sure what postage is required you must check this with 

your local Post Office. Daisy Chain will not accept applications 

where the incorrect postage has been paid. 

 

Daisy Chain will notify candidates in writing if they have been unsuccessful 

at shortlisting stage.   

 

Part A: Current employment 

 

Employment details 

Please provide details of your present post as requested. If you are currently 

working part-time (P/T) you should indicate the hours you are working.  

When describing your duties and achievements, make them relevant to the 

position you are applying for. 

 

Section B: Previous employment history 

Please provide full details of all previous posts you have held, including any 

with Daisy Chain (if applicable) starting with the most recent first. You will 

also need to include any dates (if applicable) when you have not been in 

employment.  
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Any gaps in employment history will be questioned during interview should 

you be shortlisted.  This is in keeping with Daisy Chain’s commitment to 

follow ‘Safer Recruitment’ guidelines arising from the Safeguarding 

Vulnerable Groups Act 2006 and the Protection of Freedoms Act 2012. 

 

Please use continuation sheets if necessary.  It is important that there are 

no gaps in the dates.  Keep your information brief and relevant to the 

position being applied for. 

 

Section C: Education, training and professional 

qualifications/membership 

In this section we are looking for evidence that you meet the essential 

criteria for qualifications that will be specified in the person specification.  

We are also looking for information on your education and training in 

general.  It is important that you complete all sections in full as we may 

need to follow up information and you will be asked to bring evidence of 

relevant qualifications to interview if you are shortlisted. 

 

Section D: Information in support of your application 

This section is for you to provide any additional skills information about 

yourself not already detailed in Section A-C which you feel is relevant to this 

post. This may include any particular skills and qualities which will help us to 

assess your suitability. The skills and qualities you include may be from 

work, on work experience, or in a voluntary or other setting.  You could also 

include information about leisure interests and hobbies if you consider it 

relevant to your application.  You must make the information provided in 

this section relevant and specific to the role advertised with Daisy Chain.  

Please use continuation sheets if necessary. 

 

Please remember that only candidates who fulfil the essential requirements 

on the person specification will be considered for the vacancy. Where we 

receive a large number of applications that meet the essential requirements 

we will also match applications against the desirable criteria.  Have you 

checked that you match these requirements and told us how you match 

them (including providing real examples to demonstrate how you meet the 

criteria we have asked for)?  You must be able to meet the essential 

criteria and you should also demonstrate whether you can meet any 

of the desirable criteria. 

 

 

  



 

Recruitment & Selection Policy version 1.1  

 
25 

Part E: Personal information, monitoring, references and disclosure 

of conviction(s) 

 

This section of your application will be detached from Parts A-D and retained 

by the Human Resources Department.  The information disclosed in this Part 

will not be disclosed to any member of staff.  It will not be provided to the 

shortlisting or interview panels. 

 

You must complete the sections on personal information, references and 

disclosure of conviction(s).  However, there is no legal requirement to 

complete the section on monitoring. Daisy Chain encourages all applicants 

to complete this section so that we can monitor our recruitment processes.      

  

Personal information 

 

This section asks for some basic details about you, especially with regards 

to your surname, first names, title, date of birth and address and telephone 

numbers (mobile and work if convenient) are required together with an 

email address (if convenient) and your National Insurance number.  

 

Under the Asylum and Immigration Act of 2006 we are required to establish 

that you are eligible for employment in the United Kingdom.  If you state 

that you are, then you are required to indicate in this section the evidence 

you can provide if you are invited for interview.  Do not send any 

documentation with your application. 

 

Canvassing of any member of staff at Daisy Chain is prohibited which is why 

we ask all applicants to declare if they are related to anyone employed at 

Daisy Chain.  If it was apparent that an applicant had canvassed a staff 

member, it may, if deemed appropriate, disqualify the candidate for the 

appointment and could result in disciplinary action for the member of staff.   

 

If you are successful in gaining an appointment and already have additional 

ongoing employment, it may be necessary to ask you to sign a waiver 

clause, signifying your consent to work an average of no more than 48 

hours per week in your combined employment. This agreement is sought in 

compliance with the Working Time Regulations 1998.  More guidance can be 

found on www.direct.gov.uk.  

 

Please state where you saw the job advertised.  

 

http://www.direct.gov.uk/
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Monitoring 

You are invited to complete this section so that we can monitor our 

recruitment processes. 

 

Disability may include a physical or mental impairment, which has a 

substantial and long-term adverse effect on your ability to carry out normal 

day to day activities. Long standing means that is has lasted, or is likely to 

last, for over a year.  

 

If you answer ‘yes’ please detail any specific requirements to assist us with 

an interview so that the necessary arrangements can be made.  

 

References 

 

References will be taken up following the shortlisting stage.  If you would 

prefer us not to contact your referee(s) at this stage you must indicate so 

on your application form.  Any offer of employment made by Daisy Chain 

requires two satisfactory references.  One reference must be from your 

current or most recent employer, usually your line manager or the Human 

Resources Department.  If you have had more than one employer in the two 

years prior to your application, you should include previous employers as 

your second referee.  In all circumstances, your referees must be people 

who know you well and are able to comment on your suitability for the post 

you are applying for. 

 

References will be stored securely by the Human Resources Department and 

will not be disclosed to the interview panel until the interviews have been 

concluded and the discussions regarding appointment commence. 

 

If Daisy Chain requires additional information, either from your current 

employer or a previous employer not identified as a referee, we will seek 

your permission prior to contacting them. 

 

Daisy Chain will not accept any testimonials for any appointments with us.  

 

Next of kin/immediate relatives should not be named as a referee.  

 

Disclosure of conviction(s) 

 

Please note that when completing the information box about criminal 

convictions the Rehabilitation of Offenders Act 1974 (Exceptions) Order 
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1975 (as amended in 2013) enables such convictions to become spent or 

ignored after a rehabilitation period.  

 

A rehabilitation period is a set length of time from the date of conviction. 

After this period, with certain exceptions, an ex-offender is not normally 

obliged to mention the conviction when applying for a job or obtaining 

insurance, or when involved in criminal or civil proceedings. Cautions, 

reprimands and final warnings are considered spent immediately they are 

given. 

 

Some jobs are exempt from this act. If this post requires an enhanced or 

standard disclosure (refer to advert and job description) then you should 

provide details of all convictions, cautions, reprimands and final warnings.  

 

Where the post is subject to an enhanced disclosure, other relevant non-

conviction information, such as police enquiries and pending prosecutions 

should also be declared. If this post does not require an enhanced or 

standard disclosure then details of unspent convictions only are required. 

Relevant criminal convictions and other associated information will be 

discussed at the interview to assess job related risk. 

 

The length of the rehabilitation period depends on the sentence given – not 

the offence committed. For a custodial sentence, the length of time actually 

served is irrelevant: the rehabilitation period is decided by the original 

sentence.   

Custodial sentences of more than two and a half years can never become 

spent. Further guidance is available from the Human Resources Department. 

 

Declaration 

 

After completing your application form you need to sign and date the 

declaration to show that the information you have given on the application 

form is true in all respects. If you choose to send the application form 

electronically you will be asked by the Chairperson of the interview panel to 

sign and date the declaration when you attend for interview. 

 

Complaints 

 

The aim of the recruitment and selection procedure is to afford every 

candidate a fair and appropriate process that is able to meet individual 

needs and ensures every appointment is made on merit in an effective and 

consistent way. We welcome any feedback on the procedure. If you feel you 
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were not afforded this provision, then you should contact the HR Manager. 

This must be done within five working days of the time you were notified 

you were unsuccessful.  

 

Thank you for the interest you have shown in working for Daisy Chain. 
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Appendix 5 

Standard letter inviting an applicant to an Assessment Day 

[Insert date] 

[Insert name] 

[Insert address] 

 

Private and Confidential 

 

 

 

Dear  

 

Application for post of: [job title]  

 

I am writing to thank you for your application for the above post and to 

invite you to an Assessment Day on [date] in [location], at [time].  Please 

report to the Reception on your arrival and ask for [insert name]. 

 

You will be advised of the format for the Assessment Day on your arrival.  

Please be aware that the Assessment Day normally takes 2 – 3 hours. 

 

If you have identified to us in your application form that you consider 

yourself to have a disability please contact a member of staff from the HR 

Department so that we can discuss the format of the assessment process 

with you to determine whether you may require any adjustments to be 

made. 

 

Yours sincerely 
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Appendix 6 

Standard letter inviting an applicant to interview 

 

Name 

Address 

 

Date 

 

Dear 

 

Application for the post of: job title 

 

I am writing to thank you for attending the Assessment Day on date and to 

confirm that we would like to invite you to an interview on day in location at 

time.  Please report to Reception on arrival and ask for name. 

 

The interview will take the format of [describe eg presentation followed by 

formal interview] 

 

You are asked to prepare and deliver a 10 minute presentation to answer the 

following question:  

 

You may choose the format to deliver your presentation but you should 

advise the HR Department in order that appropriate equipment such as  

flipchart or presentation equipment can be booked. (amend as necessary) 

 

If you have made us aware that you require adjustments please contact a 

member of staff from the HR team to discuss the format and arrangements 

for the interview so that we can determine whether any adjustments need to 

be made. 

 

Daisy Chain follows strict guidelines on the checks we need to undertake 

before we can confirm any offer of employment.  As part of these pre-

employment checks, we must verify your identity, the right to work in the 

United Kingdom and qualifications; you are therefore required to bring the 

following original documents with you to your interview: 

 

• Valid Passport including any Visa and/or Work Permits (if appropriate) 

or your Birth Certificate 

• Evidence of any essential qualifications as identified in the person 

specification of the Job Profile and any other relevant or significant 

qualification certificates 

 

To assist us with this process, please also provide photocopies of each, 

separate identification and qualification document. 
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If you have a disability that requires any specific adjustments, such as the 

need for a signer, special access to the building or parking, please let me 

know as soon as possible so that I can make the necessary arrangements. 

 

I would be grateful if you could confirm your attendance by contacting me on 

[inset email address and telephone number]. 

 

Yours sincerely 
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Appendix 6 

Interview Scoring – Job Title – Day Date Month Year 
– Questions are adapted for every job. 

– Scored out of 5.  1 = poor, 5 = excellent 

Candidate no    

Candidate Name  

 

  

Understanding 

the questions 

   

Confidence 

 

   

Engagement 

 

   

Content of 

answers 

   

Question 1    

2    

3    

4    

5    

6    

7    

8    

9    

10    
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 Appendix 7 

Offer Letter template 

 

Private and Confidential 

 

Dear  

 

[Job Title] – Conditional Offer of Employment 

 

I am writing following your interview for the above position on …. to 

confirm that we would like to offer you the position with Daisy Chain. 

 

This offer of employment with Daisy Chain is conditional upon and 

subject to  

• satisfactory completion of medical questionnaire;  

• two references 

• Satisfactory DBS clearance  

which, in Daisy Chain’s opinion, are satisfactory and confirm that 

you are fit for your proposed duties. 

 

When all the employment checks are confirmed you will be issued with 

2 full copies of your Terms and Conditions of Employment that will 

require your signature.  In the meantime I can advise you that:  

 

• your salary will be … per annum 

• you are required to work … hours per week. 

• your annual leave entitlement is …. Days/hours per annum 

inclusive of …… Bank Holidays. 

 You will receive a separate notification from Friends Life/Aviva to 

confirm whether you qualify for auto enrolment into the Daisy Chain 

pension scheme. 

 

Please also find enclosed the following forms that we require you to 

complete and return at your earliest opportunity.   

 

• Disclosure Application Form 

• Emergency Contact Form 

• Pre-Employment Questionnaire 

• Data Protection Form 

• Confidentiality Statement 
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• Staff Handbook Receipt 

• HMRC Starter Checklist 

 

We have agreed that your employment will start on …. subject to the 

employment checks being completed satisfactorily. 

 

May I take this opportunity to congratulate you on this appointment 

and to say that we are looking forward to you joining the team at 

Daisy Chain. 

 

Yours sincerely 

 

 

 

  



 

Recruitment & Selection Policy version 1.1  

 
37 

DAISY CHAIN 

Confidentiality Agreement 

You agree both during and after the termination of your involvement with Daisy 
Chain, otherwise than in the proper performance of your duties, or at any time 

thereafter, without the consent in writing of the Employer, disclose or make use of, 
divulge or cause to be disclosed or divulged to any other person (except as 

required by law), any information of a confidential nature relating to the 
commercial operation, finances, dealing transactions or affairs of the Company or 

its associated companies (including but not limited to the Company’s interests 
mentioned below, or any organisation with whom the Company has or has had 

dealings).  
 

“Confidential Information” encompasses, but not exclusively so, any of the 
following:  methods of operation; suppliers; details of customers; prices; services 

rendered; salary or private information about any employee except yourself; 
contractual arrangements with suppliers of goods and services; potential contract 

arrangements and financial data associated therewith; plans for geographic or 
operational expansion or retrenchment including acquisitions or disposals of 

undertakings; any management accounting reports or figures.  
 
All notes, memoranda, records, etc. made by you concerning the business of the 

Company, whether electronically held or otherwise are and remain the property of 
the Company and must be handed over on demand or upon leaving the Company, 

and no copies shall be retained by you, to the extent that a complete deletion of 
any electronically stored data should occur from any personally held reusable 

media if this is not in its entirety returned to the Company as per the conditions of 
this clause.   Any intellectual property rights arising from anything produced by you 

in the course of your employment shall vest in the company absolutely. 

I understand the above confidentiality statement and agree to abide by its terms: 

 

Signature: _________________________ Date: ____________________ 

 

Print Your Name (In capital letters)____________________________________ 
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Appendix 9 Employer Reference Request 

[Insert date] 

[Insert name of referee] 

[Job Title] 

[Insert address] 

 

Dear [insert name] 

 

[Insert name of prospective employee] has applied for the position of [insert 

job title] in our organisation and has given me permission to contact you for 

an employment reference. A job description and person 

specification/competency profile for this position are enclosed. 

 

I would be grateful if you would complete the attached pro forma in relation 

to [insert name of prospective employee] and return to me by [insert 

date].You can email your response using a secure electronic address at 

[insert e-mail address]. 

 

Please state below whether you have any other information which is 

relevant to this application. 

 

Thank you in advance for your assistance in this matter. 

 

Yours sincerely 

 [Job Title] 

Enclosed:  

Job description 

Person specification 

Reference Pro-forma 
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Employment Reference 

 

Position Applied For: ________________________________________ 

 

Applicant Name: ___________________________________________ 

 

Applicant Address: _________________________________________ 

 

What position does/did the applicant have with your company? 

 

 

Dates Employed From: __________________ To: __________________ 

 

Contracted Hours: __________ Leaving Salary: ____________________ 

 

Reason for Leaving: (Please tick) 

Resignation Redundant Dismissed Medically 

Retired 

Not 

Applicable 

 

Please rate the following skills/attributes: 

 Excellent Good Average Poor 

Quality of performance     

Quantity of performance     

Management/Supervisory 

skills 

    

Relationship with colleagues     

Relationship with 

management 

    

Team working     

Honesty     

Reliability     

Trustworthiness     

Punctuality     

Attendance     

General attitude     

 

 

Days absent through sickness in last 2 years: ______________________ 

 

Please use the reverse of this form to add any other comments that are 

relevant to this reference including their ability to undertake the duties 

described in the job description. 

 

Would you re-employ this person? YES NO 
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Do you know of any reason why this person should not be permitted to 

work with children and young people or with vulnerable adults? 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 

 

Thank you for your assistance in this matter. 

 

Signed: ______________________________________________ 

 

Date: ________________________________________________ 

 

Position in Company: ____________________________________ 

 

Company Name: 
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Appendix 10 

 

Personal Reference Request 

 

[Insert date] 

 

Private and Confidential 

[Insert name of referee] 

[Insert address] 

 

Dear [insert name of candidate] 

 

[Insert name of candidate] has applied for the position of [insert job title] in 

our organisation and has given me permission to contact you for a personal 

reference. A job description and person specification/competency profile for 

this position are enclosed. 

 

I would be grateful if you could complete the attached pro forma in relation 

to [insert name of candidate] and return to me by [insert date]. You can 

email your response using a secure electronic address at 

recruitment@daisychainproject.co.uk. 

Thank you for your assistance. 

 

Yours sincerely  
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Personal Reference Request 

 

Candidate Name  

Position Applied For  

Date of Interview  

 

 

Please outline the 

capacity in which you 
know the candidate 

 

 
 
 

 

How long have you 
known the candidate 

 
 

 

 

Please rate the following skills or attributes: 

 Excellent Good Average Poor 

Honesty     

Integrity     

Trustworthiness     

Timekeeping     

Teamworking     

General Attitude     

 

Please use the space below to identify any reason why this person should 

not be permitted to work with children and young people or with vulnerable 

adults. 
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Please use this space to add any further comments you wish to make in 

relation to your reference. 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 

 

 

Thank you in advance for your assistance in this matter. 

 

Please return your completed reference to HR Department, Daisy Chain 

Project, Calf Fallow Farm, Calf Fallow Lane, Norton, Stockton on Tees, TS20 

1PF or email to recruitment@daisychainproject.co.uk  

  

  

mailto:recruitment@daisychainproject.co.uk


 

Recruitment & Selection Policy version 1.1  

 
44 

Appendix 11 Medical questionnaire 

DAISY CHAIN 

PRE-EMPLOYMENT MEDICAL QUESTIONNAIRE 

This questionnaire will only be given to an individual after they have accepted a 

conditional offer of employment. 

Personal Details 

Position applied 
for 

 
 

Surname  

 

Forename  

 

Date of birth  

 

Address  

 

Occupational History 

Has your employment ever been terminated on grounds of ill 
health? 

 

Yes No 

How many days/weeks sickness absence have you had in the 

last 12 months? 

 

Medical History 

 Y N  Y N 

Heart condition   Depression/anxiety   

Severe stress reaction   Mobility problems   

High blood pressure   Epilepsy/fits/blackouts   

Lung disorder   Allergies   

Stomach/bowel disorder   Migraine   

Diabetes   Hearing difficulty   

Asthma   Back/neck problems   

Skin problems   Sight impairment   

Fainting    Infection of kidneys   

Blood disorder   Joint problems   

Circulatory disorder   Vertigo   

 

If you have answered “yes” to any of the conditions listed above or have identified 

any other medical condition, please give details and approximate dates where 

relevant. This is particularly important where you have a qualifying disability under 

the Disability Discrimination Act 1995, as it will enable us to identify what, if any 

“reasonable adjustments” can be made.  
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Are you currently receiving medical attention for any complaint? If so, please give 

details:  

 
 

 
 

 
 

 
 

 

Do you have any disability which you consider would impact on the job for which 

you are applying:  

 

 
 

 
 

 
 

 

I understand that failure to disclose any material information could lead to my 

appointment being terminated. 

If it is necessary to obtain a medical report from your GP or other medical adviser 

you will be notified by letter.  In such cases, your rights under the Access to 

Medical Reports Act 1988 will be explained to you.  The same rights would also 

apply if, at any time during your employment with Daisy Chain, medical advice 

were sought regarding your fitness for work. 

 

Signed……………………………………………………………..          

 

Dated……………………………………………………………… 

 

NAME (please print) ………………………………………………………………………………… 
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Appendix 12 

Standard letter for unsuccessful candidates 

 

[Insert date] 

[Insert name] 

[Insert address] 

 

Dear [insert name] 

 

Re: Application for [insert job title] 

 

Thank you for [your recent application / attending the interview / attending 

the assessment centre / other – state what it was] for the above post. 

 

Unfortunately, I have to inform you that you have been unsuccessful on this 

occasion. After giving careful consideration to all the selection criteria, it was 

felt that your skills, knowledge and experience were not as strong as the 

other candidate/s who have [been short listed / progressed through to the 

next stage / been offered the position]. 

 

I would like to thank you for your interest in this post and wish you every 

success in your job search. Please feel free to apply for any suitable future 

vacancies. 

 

Yours sincerely 

[Insert name] 

[Job Title] 

Direct Telephone No:  
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