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GUIDANCE ON THE  
RECRUITMENT OF STAFF 
 
 

1. Approval to Recruit 
 
When a vacancy occurs the Head of School/Department/Administrative Department 
should submit an Authority to Recruit form (attached) to the Personnel Department, 
together with a full job description.  The form will be passed to the Director of Finance 
and the Director of Administration for approval. Similarly, newly created posts, 
including funded research posts, may be filled by using the same procedure. 
 

2. Job Descriptions 
 
A job description should clearly and accurately describe the tasks and responsibilities 
which comprise the job and the qualities needed to fulfil it. It should include the 
following sections: 
1) Post - job titles should be accurate and avoid any unfair bias, for example 

gender, race, age or sexual orientation. 
2) Department 
3) Grade 
4) Responsible to – the post holder’s line manager 
5) Responsible for – any staff who will report to the post holder 
6) Background – a standard paragraph about the College, plus basic information 

about the department, such as staff and student numbers, main function, 
location etc   

7) Purpose of the post – a sentence which summarises the post holder’s duties 
8) Main duties and responsibilities – the largest section. This should cover all the 

regular duties of the post, and cover extra eventualities, by saying ‘any other 
duties as reasonably required by…’. In a senior position, this section can be split 
into sections outlining duties in particular areas. 

9) Person Specification – the criteria for selection. This should include educational 
standard, qualifications, experience, knowledge, aptitudes or skills. The 
specification should be split into essential and desirable elements. 

10) Additional Information – This includes normal working hours, salary, annual 
leave and details of other benefits. 

  
The duties of the post should be carefully considered. It is important to provide as 
much detail about duties and responsibilities as possible so candidates get an 
accurate image of the job for which they are applying. 
 
The person specification will act as the criteria for short-listing and appointment, and 
should be sufficiently detailed and clear to provide applicants with sufficient 
information on which to base an application.  It is important that the College is able to 
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justify appointments made in its name if required to do so and setting objective 
criteria for short-listing and appointment is required.   
 
The person specification should be separated into essential and desirable elements; 
essential elements should be the minimum requirements the post holder must have to 
be able to do the job specified. The person specification must include only those 
factors which are clearly necessary for the requirements of the post are to be 
satisfactorily executed.  Care must be taken that in establishing the person 
specification there is no over-specification, for example on such factors as academic 
attainment and length of experience (particularly for non-academic posts).  In 
establishing the necessary educational qualifications care should be taken to ensure 
that they are necessary for the successful execution of the work.  The requirement of 
educational qualifications can be a barrier to those sections of the potential workforce 
who may not have had access to the means to achieve them but who may otherwise 
be well qualified to undertake the work successfully. Consideration should also be 
given to potential candidates with disabilities. 
 
Age limits must be avoided.  It is important to keep an open mind about age and avoid 
restrictive specifications.  Criteria about standards of written and/or spoken English 
also need to be considered very carefully.  Any such requirement should 
demonstrably be relevant to the job.  Setting unnecessarily high standards of written 
and/or spoken English could be indirectly discriminatory. 
 
All factors in the specification must be capable of assessment.  It is therefore 
inappropriate to require that applicants should have, for example a “pleasant 
personality” unless the selection process provides some objective method of 
assessing that particular quality. 
 
Once the job description has been drafted, please send a copy by email to the 
Personnel Administrator or Assistant to be checked for consistency and formatted in 
the standard style.  
 
The responsibility for the preparation of job descriptions for academic staff depends 
on the level of the appointment: 
• For Professors and Head of Departments the job description is prepared by the 

Pro-Rector in consultation with the Head of School.   
• For Senior Tutors the responsibility rests with the Head of Department in 

consultation with the Head of School with the Pro-Rector having final approval.   
• For Tutors the Head of Department drafts the job description in consultation 

with the Head of School.   
• For all other posts responsibility lies with the Head of Department or Head of 

Administrative Department. 
 
For further advice, or examples of job descriptions, please contact the Personnel 
Administrator. 
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3. Advertisements 
 
The Personnel Administrator has responsibility for placing advertisements.  
Responsibility for the drafting and approval of the text of advertisements is the same 
as for job descriptions. In preparing an advertisement the need to control costs must 
be taken into account. Most advertisements cost between £1,000 and £3,000 
depending on size, the newspaper or magazine and the section within the 
publication. Vacancies are also advertised on jobs.ac.uk, a job vacancies website for 
the Higher Education sector. 
 
Vacant posts will normally be advertised internally and externally.  All advertisements 
will include the following statement: “The Royal College of Art is committed to equal 
opportunities for all.” Prospective applicants will be sent the Equal Opportunities 
Policy. 
 
Advertisements must include only those requirements which are relevant to the 
needs of the post, and will normally be drafted with close reference to the job 
description, particularly the person specification section.  The wording of 
advertisements must not discourage any applicant who is eligible for a post from 
applying.  
 
Methods of recruitment exist in addition to advertisements, for example recruitment 
consultants, employment agencies and direct recruitment from Colleges.  If any of 
these methods is used care must be taken to ensure that the method is fair to all 
potential applicants and does not screen out minorities or members of one sex. These 
methods of recruitment are only to be used with the prior approval of the Senior 
Management Team, and will usually be conducted with the involvement of the 
Personnel Manager. 
 
Advertising vacancies only by word of mouth to personal contacts or existing 
employees is a practice which can lead to a serious restriction in the range of 
applicants.  It may result in candidates being drawn from a narrow section of the 
community and can be discriminatory. Publicising vacancies by word of mouth to 
support advertising is, of course, to be encouraged; all potential applicants should be 
directed to apply through the Personnel Administrator/Assistant. 
 
When application forms and job descriptions are sent to prospective applicants they 
will be accompanied by a letter inviting people with disabilities to request, if 
appropriate, help in completing the application form or special facilities if invited for 
interview. This letter also clearly states that all sections of application forms should 
normally be completed, and that CVs are not an acceptable substitute for any section 
of the form. 
 

4. Short-listing 
 
The person specification must be the basis for short-listing. its objective standards 
being matched against the corresponding standards of each applicant.  It is important 
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that short-listing is undertaken on the basis of fact and that those involved in the 
process are aware that any other approach could lead to potentially unlawful 
discrimination. 
 
There are three broad principles to be followed in producing criteria for a short list:  

• they should be based on the person specification;  
• they should be capable of objective assessment by considering the available 

documents (application forms);   

• they should not be based upon any generalised assumptions or traditions as to 
which jobs best suit men/women/unmarried/young people or indeed any other 
stereotypes. 

 
It is important that notes are kept of the reasons for short-listing applicants or not. 
This will ensure that the College can justify its decisions should an accusation of 
discrimination arise and allow effective feedback to be given to unsuccessful 
candidates when requested. Standards of literacy and expression, as assessed by the 
quality of the written application, should be considered only against whatever 
standards are required of the post, for example poor written English should not be 
taken into account in a post which does not involve written communication. 
 
In the actual short-listing process it is essential that at least two people be involved, 
one of whom should be the person to whom the post holder will report. An example of 
a suitable shortlisting schedule is attached. 

 

5. Interviewing 
 
Organisation 
The interview must be the responsibility of more than one person.  Wherever suitably 
qualified persons are available there should be a least one member of both sexes on 
the Selection Board.  The Personnel Manager, Personnel Administrator, Personnel 
Assistant or the Registrar should be present at all interviews. 
 
The College’s Statutes and Ordinances (2007) state that selection boards for all 
academic posts and senior administrative posts must include certain representatives. 
For details please see the Statutes and Ordinances, pages 51-52. 
 
Candidates will normally be invited to attend an interview by letter, giving at least a 
week’s notice. Any work based tests, or requirements for samples of work, proof of 
qualifications etc should be mentioned in the letter to allow candidates sufficient 
opportunity to prepare. 
 
For every interview, each interviewer should have to hand: an interview timetable, a 
job description for the post; and a completed application form. For academic and 
senior administrative posts the references should also be available. These interview 
packs will be provided by the Personnel Administrator/Assistant. 
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The interview should be conducted in as relaxed an atmosphere as possible.  If the 
interview takes place in an office, ensure that there are no interruptions, e.g. 
telephone calls or visitors.  Appointment times should be kept;  a late start to an 
interview gives a bad impression of the College and makes the candidate feel that 
little importance is attached to either the post, or his/her application. Candidates are 
asked to provide proof of their qualifications, and a test may be appropriate in some 
cases prior to the interview. 
 

Questions at Interview 
The College as an employer wishes to ensure that it attracts the most suitably 
qualified/experienced persons for its employment.  This does not mean that in 
assessing candidates at interview any question may be asked regardless of its impact 
on the candidate.  The Courts have held that asking questions which indicate an 
intention to discriminate is unlawful and these particular lines of questioning must be 
avoided. 
 
Members of Selection Boards need to ensure fair treatment by asking comparable 
questions of all candidates and by asking questions which relate only to the 
requirements of the job.  Interviewers must take care to avoid questions which could 
be construed as discriminatory.  Questions related to the following areas are 
irrelevant for the purposes of making an appointment and must not be asked: marital 
status, occupation of spouse/partner, number of children, family intentions or 
domestic arrangements, racial, ethnic or national origins, and religious beliefs.  It 
may, however, be permissible to ask both male and female applicants where they 
intend to live, if relevant to the duties of the post. 
 
Questions should be based on the person specification, which is the criteria for 
appointment. In most cases the Personnel Administrator/Assistant will prepare 
interview forms with sample questions for each criteria. These forms ensure that the 
selection panel ask the same questions to all candidates, and that adequate notes can 
be taken for a record of the decision making process.  
 
It is poor practice to give special treatment to particular candidates.  However well 
intentioned, Selection Board members should not express sympathy or admiration in 
respect of candidates with disabilities.  Neither should a candidate with a disability be 
treated as more fragile or sensitive than other candidates. However, reasonable 
adjustments should be made to the interview environment for disabled candidates if 
requested in advanced, for example the interviewers may need to sit more closely to a 
deaf candidate who is lip reading. 
 
If a question is asked at interview which could be taken to imply less favourable 
treatment, the person who is chairing the panel should rule the question out of order.  
Any member of a Selection Board who believes that such a question had been asked, 
whether intentionally or not, should immediately bring it to the attention of the person 
who is chairing the selection board.   
 
A short paper on interview panels and questioning techniques is attached. 
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6. References 
 
Once short-listing has been completed, references should be taken up for candidates 
for academic and senior administrative posts. For all other posts references will 
normally be taken up only for the candidate recommended for appointment. 
 

7. Records 

A brief record should be made of each stage of the appointment/promotion process 
giving the reasons for the rejection of each unsuccessful candidate and the reasons 
for recommending the appointment of the selected candidate.  It is important that 
such records be retained for a minimum period of one year in case a complaint of 
discrimination is made and to aid monitoring for equal opportunities purposes. A 
copy of any notes taken during short-listing or interviewing should therefore be given 
to the Personnel Administrator/Assistant to be kept with the central recruitment 
records. 

 

8. Notification of the Result of Interview 

All candidates should normally be notified of the result of their interview within seven 
days. Where this is not possible candidates should be informed of the delay. 
Notification will be given by the Registrar, Personnel Manager, Personnel 
Administrator or Personnel Assistant. 

 

9. Administration 
 
Unless otherwise specified, all the administration involved with the recruitment of 
staff is the responsibility of the Personnel Administrator supported by the Personnel 
Assistant. 

 

10. Confidentiality 
 
At all stages the recruitment process should be treated as strictly confidential by the 
persons involved. 
 
 
ALAN SELBY 
Registrar          April 2008 
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THE SELECTION BOARD 
INTERVIEW 
 
 

1. Purpose of the Interview 
 
The interview is the most widely used method of assessing job applicants. It enables 
the selection board to seek evidence of a candidate’s abilities aptitudes and attitude. 
For the applicant it allows them to expand on the information they have given on their 
application form and to have questions answered about the post and the organisation. 
 

2. Preparation by the Selection Board 
 
It is essential for the selection board to meet for a minimum of 15 minutes before the 
first interview. At this meeting the structure and scope of the interview must be 
agreed.  
 
The selection board must consider the following at this pre-meeting: 
• How to stop interruptions during the interviews; 
• The role of the Chair and the structure, time and scope of the interview; 
• How the room should be arranged to create a relaxed interview and meeting the 

needs of candidates for example, with a disability; 
• How note-taking will be done and the approach to evaluation. 
 
It should be noted that the whole selection board shares responsibility for ensuring 
that each applicant is fairly treated at the interview. 
 

3. The Role of the Chair 
 
The Chair’s role is synonymous with the role of chair in any committee. The Chair is 
often taken by the most senior line manager, but does not need to be. A useful role for 
the Chair is as follows: 

• Introductions, outline of the structure of the interview 
• Moving the questioning from one Selection Board member to another 

• Making sure that the Selection Board keeps to the agreed structure of the 
interview 

• Ensuring all the selection criteria are dealt with during the interview 
• Keeping a check on the time 
• Telling the applicants how and when they will hear the result of the interview 
• Allowing the candidate an opportunity to ask questions. 
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The Chair is in a particularly good position to call a halt to a line of questioning that is 
discriminatory or intimidating. Should such a situation occur, a candidate may be told 
not to answer those questions and this should be noted. 

 


