[Insert Company Logo Here]	Recruitment and Selection Policy  |  [Company policy]
[COMPANY NAME]  –  POLICY
RECRUITMENT AND SELECTION POLICY
How we hire fairly, safely and legally – from deciding we need someone to the end of their probation.
	Reference
	Version
	Date issued
	Review date

	ARB-POL-25
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it covers
	Planning a vacancy, job adverts, shortlisting, interviews, practical trade tests, adjustments, right to work, references, DBS, apprentices and young workers, offers, probation and applicant data.

	Who it applies to
	Directors and Managers who hire, Team Leaders who run trade tests, and the office. Everyone should know how it works.

	The key rule
	Hire on evidence of what the job needs. No offer without Director approval. No start without a right to work check.

	Who to contact
	[Director name and phone]

	Time to read
	About 25 minutes. The one-page summary takes 2 minutes.

	Where it is kept
	[Shared drive / HR app / office]. Reviewed every 12 months.



	Guidance for the business owner – remove before issue
In force now (checked 26/09/2026)
1. Equality Act 2010: employers must not discriminate in the arrangements for deciding who to offer a job to, or in the terms offered (s39). Adverts that suggest only one age or sex is wanted can be evidence of discrimination. Occupational requirements (Schedule 9) almost never apply to arb work. Reasonable adjustments apply to the recruitment process (s20). Positive action is allowed but optional (s158 and s159).
1. Health questions (s60): no questions about health or disability before an offer (conditional or unconditional), except to arrange adjustments for an assessment, to establish whether the person can carry out a function intrinsic to the work, for diversity monitoring, or for positive action. Source: legislation.gov.uk.
1. Right to work: civil penalty up to £45,000 per illegal worker for a first breach and £60,000 for a repeat breach within 3 years (Home Office code of practice, 13 February 2024). Checks must be done before work starts, by a manual check, a Right to Work Digital Verification Service provider (British and Irish passports), or the Home Office online check with a share code. Keep copies for the employment plus 2 years. Expired physical BRPs are not acceptable.
1. Written statement of particulars on or before day one (Employment Rights Act 1996 s1).
1. DBS: basic checks are available for any role with consent. Standard and enhanced checks only for roles eligible under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Requesting a higher check than allowed is unlawful. The DBS Code of Practice requires a policy on recruiting ex-offenders and secure handling of certificate information. Source: GOV.UK DBS guidance for employers.
1. Young workers: the Management of Health and Safety at Work Regulations 1999 require a young person’s risk assessment. Under-18s: 30-minute break after 4.5 hours, 12 hours’ daily rest, 48 hours’ weekly rest (GOV.UK), and a limit of 8 hours a day and 40 a week (Working Time Regulations 1998).
1. National Minimum Wage from 1 April 2026: £12.71 (21+), £10.85 (18–20), £8.00 (16–17 and apprentice rate).
1. Apprenticeships (England): apprentices are 16+, apprenticeships last from 8 months to 6 years, and need an apprenticeship agreement and training plan (GOV.UK "Employing an apprentice"). Check current funding rules with your training provider.
1. Certificate checks: City & Guilds / NPTC certificates can be verified at mycertis.com; Lantra runs a certificate and learner checker at lantra.co.uk.
1. Tribunal time limits for most claims rise from 3 to 6 months from 1 October 2026 (Acas). That is why Section 11 suggests keeping unsuccessful applicants’ records for 9 months.
Coming changes to watch
1. 1 October 2026 – right to work extended. The illegal working regime extends to many workers and individual subcontractors, including those found through online platforms (Border Security, Asylum and Immigration Act 2025). A new employer’s guide takes effect the same day (draft published 11/09/2026). Update: check the final guide and code, and apply checks to labour-only subcontractors (see ARB-POL-19). ARB-HR-004 still uses the old term "IDSP"; the new guide says "Right to Work Digital Verification Service provider".
1. 1 January 2027 – trade union statement must be given with the written statement to new starters (government wording, delayed from October 2026). Update: add it to your offer pack.
1. 1 January 2027 – unfair dismissal qualifying period falls to 6 months. Update: make probation reviews regular and recorded.
1. ICO recruitment guidance: the ICO’s employment guidance on recruitment and selection was still in draft (July 2025) and under review after the Data (Use and Access) Act 2025. The ICO becomes the Information Commission on 30/09/2026. Check for the final version.
Who it applies to. Every employer, of any size. Right to work law is UK-wide. Equality law differs in Northern Ireland. Apprenticeship and DBS schemes differ in Scotland, Wales and Northern Ireland.
Tailor it. Decide who interviews alongside the Director, your probation length, your retention period, and whether any role needs a DBS check. Check your insurer covers candidates on trade tests. Fill in the names in [red], and delete this box before issue.
Arborella provides this template as documentation support. It is not legal advice. For immigration sponsorship, DBS eligibility or a disputed offer, take advice from a qualified adviser.



	If your business is larger (optional – delete if it does not apply)
With 250 or more employees you must publish gender pay gap figures each year. Review how recruitment affects them.
With several Managers hiring, train every interviewer in fair selection and this policy, and keep a recruitment log to spot patterns.
Consider joining the government’s Disability Confident scheme, and guaranteed interviews for disabled candidates who meet the essential criteria.
If you sponsor workers from overseas, you have extra sponsor licence duties. Take specialist immigration advice.



	This policy on one page
1. Every new job is approved by a Director and has a job description and person specification.
1. Adverts describe the job, not the person. No "young, strong lads".
1. Everyone is scored against the same criteria. Practical tests are supervised, risk assessed and certificates are checked first.
1. We make reasonable adjustments and ask no health questions before an offer.
1. No offer without Director approval. No start without a right to work check. References and certificates are checked before the offer is final.
1. Young workers get a risk assessment and a mentor. Everyone gets a written statement on day one.




	1
	Why we have this policy
Section 1 of 11  ·  About 1 minute to read  ·  Everyone

	1.1	This policy explains the steps we take when we hire someone new. It helps us hire fairly, safely and legally, and pick the best person for the job.



1.2	It is mainly for Directors and Managers who hire. It also helps everyone understand how the process works, including anyone who applies to us.
1.3	In our work, getting recruitment right is a safety issue as well as a fairness one. A climber whose certificates were never checked, or a new groundsperson who cannot legally work in the UK, puts people and the business at risk.
1.4	We follow the Equality Act 2010, immigration law on right to work checks, data protection law and our own Equality, Diversity and Inclusion Policy (ARB-POL-18).

	2
	Who and what this policy covers
Section 2 of 11  ·  About 1 minute to read  ·  Directors, Managers

	2.1	It covers every job we recruit for: permanent, fixed-term, part-time, seasonal and casual staff, apprentices, and internal moves or promotions.



2.2	Some parts also apply when we take on agency workers or labour-only subcontractors, especially right to work checks (Section 8). Choosing subcontract firms is covered by ARB-POL-19.
2.3	If you would like this policy in a different format, or someone to go through it with you, just ask [name].
	Three rules that are never skipped
1. No job offer, even a verbal one, without a Director’s approval.
1. No health questions before a job offer, except the limited ones in Section 7.
1. No start on site, not even a trial day, until the right to work check is done and recorded.




	3
	Planning and approving a vacancy
Section 3 of 11  ·  About 3 minutes to read  ·  Managers, Directors

	3.1	If a Manager wants to hire someone, and the Director has not already started the process, they follow these steps:
	1
	Fill in a Recruitment Authorisation Form. It can be sent by email. It explains why the job is needed and includes: the job description, the person specification, the budget and costs, where and how we will advertise, and what the advert might cost.

	2
	Send it to a Director for approval by [Friday lunchtime] for it to be looked at the following week. If the form is not filled in properly, it will be sent back.

	3
	Wait for a written decision. If the request is rejected, you can ask why. If it is approved, a Director or senior Manager helps you plan the next steps.






Job descriptions and person specifications
3.2	Every job needs a written job description (what the job involves) and a person specification (the skills, experience and qualifications needed). Start from our approved templates:
	Role
	Template

	All employees (conduct and safety)
	ARB-HR-017 Job Description – Core Duties

	Groundsperson
	ARB-HR-018

	Climber
	ARB-HR-016

	Team Leader
	ARB-HR-019

	Administrator
	ARB-HR-015



3.3	Split the person specification into essential and desirable. Only list what the job really needs. For example, "chainsaw maintenance and cross-cutting certificate" may be essential for a groundsperson, while "felling large trees" is desirable. A full driving licence is only essential if the person must drive or tow to do the job.
	What this means for you
You need a new groundsperson for the winter season. Your Manager copies ARB-HR-018, checks it matches the work (brash dragging, chipper feeding, traffic cones on a verge), marks "willing to train for chainsaw tickets" as enough for an apprentice-level role, and sends the Recruitment Authorisation Form to the Director by Friday lunchtime.




	4
	Fair job adverts
Section 4 of 11  ·  About 2 minutes to read  ·  Managers, office

	4.1	Adverts must describe the job and what it really needs, not the type of person we picture doing it. Words linked to age, sex, race, disability or other protected characteristics can be unlawful discrimination, even if nobody meant harm.



	Avoid
	Why
	Say instead

	"Young, strong lads wanted"
	Discriminates on age and sex.
	"The work is physically demanding: lifting up to [25 kg], working outdoors in all weathers and on uneven ground."

	"Groundsman", "chainsaw man"
	Suggests only men apply.
	"Groundsperson", "chainsaw operator", "arborist".

	"Energetic young team", "recent school leavers"
	Puts off older applicants.
	"A friendly, busy team." For apprenticeships: "No experience needed – full training given."

	"Must have 10 years’ experience"
	Can indirectly exclude younger people. Rarely needed.
	"Experience of [climbing and aerial rescue], or able to show the same skills."

	"Native English speaker"
	Discriminates on race (national origin).
	"Able to understand and give safety instructions in English on site."

	"Must be fit and healthy"
	Can discriminate on disability and invites health questions.
	Describe the tasks: climbing, working at height in a harness, using a chainsaw for long periods.

	"Clean licence essential" (for a job with no driving)
	Adds a condition the job does not need.
	Only ask for a licence when driving or towing is part of the job.



4.2	Every advert should include: the job title, location and typical sites, pay, hours and seasonal patterns, the main duties, essential tickets or a clear "training given", the closing date, how to apply, and this line: "If you need any adjustments to apply or attend an interview, please tell us."
4.3	Say that everyone offered a job will need to show they have the right to work in the UK. Say it to every applicant, not only some.
4.4	Advertise widely so more people see it. For example: job boards, the Find a job service, local colleges and land-based training centres, industry groups and our own social media. Advertise internally as well, so current staff can apply.
	What this means for you
An older landscaper with 25 years’ hedge-laying experience reads "young, strong lads wanted" and does not apply. A woman with her climbing tickets does the same. You have lost two good candidates and could face a discrimination claim. "Physically demanding outdoor work, lifting up to 25 kg" tells everyone what the job needs.



	5
	Shortlisting and interviews
Section 5 of 11  ·  About 3 minutes to read  ·  Directors, Managers

	5.1	The hiring Manager organises the interviews, the letters and the updates to candidates.



5.2	Shortlist against the person specification only. Score each application using the criteria in Appendix B. Note briefly why each person was or was not shortlisted.
5.3	All interviews are carried out by a Director [and one other person where possible]. Two people make decisions fairer and easier to explain.
5.4	Ask every candidate for the same job the same core questions, linked to the person specification. Follow-up questions are fine. Score answers straight after each interview, and keep the notes.
	Do not ask about
1. age or date of birth (you can confirm they are over 18 if the law requires it for the job, or check their age for young worker rules after an offer);
1. marriage, partners, children, pregnancy or childcare plans;
1. religion, nationality, where they are "really" from, or their accent;
1. health, sickness absence or disability before an offer, except as allowed in Section 7;
1. trade union membership.
If something comes up, do not take it into account. Bring the conversation back to the job.



5.5	No job offers are made during or straight after the interview, not even verbally. All offers must be approved by a director first.
5.6	If an AI tool is used to help sort applications or write questions, a person must read every application and make every decision. See ARB-POL-11.

	6
	Practical trade tests
Section 6 of 11  ·  About 3 minutes to read  ·  Directors, Team Leaders

	6.1	For practical roles we may ask shortlisted candidates to do a short, supervised practical assessment. For example: a chainsaw cross-cut and kit check in the yard, a climbing and aerial rescue assessment on a known tree, a chipper start-up and feed, or driving a vehicle and trailer on site.



6.2	A trade test is an assessment, not free labour. If the candidate does productive work on a paying job, or the "trial" lasts more than a short assessment, pay them at least the National Minimum Wage.
Before the test
1. Check certificates first. See the originals, then verify them online: City & Guilds / NPTC certificates at mycertis.com (name and the authentication code on the certificate), and Lantra certificates with the Lantra certificate checker (name and achievement date). Keep a note of the result.
1. Complete the right to work check before any hands-on activity (Section 8).
1. Write a short risk assessment for the test: the task, the site, the exclusion zone, the weather call, and who stops it.
1. Climbing tests: a tree already inspected, a written aerial rescue plan, and a competent climber on the ground, kitted up and ready to rescue.
1. Equipment: our kit or theirs must be fit for use, with LOLER thorough examinations in date for climbing kit (every 6 months). Check their PPE, or lend them ours.
1. Insurance: check with your insurer that candidates on trial are covered.
During and after the test
6.3	A competent Team Leader or Director watches the whole test and can stop it at any time. Use the same test and the same scoring for every candidate for the same job, and record what you see on Appendix B.
	What this means for you
A climber applies with a CS38 certificate (climbing and aerial rescue). Before the climbing test, the office checks the certificate on mycertis.com. On the day, the Team Leader briefs the aerial rescue plan, a second climber is kitted up at the base, and the candidate is scored on their pre-climb checks, knots, positioning and communication, not just speed.




	7
	Reasonable adjustments and health questions
Section 7 of 11  ·  About 2 minutes to read  ·  Directors, Managers

	7.1	We make reasonable adjustments so disabled candidates are not put at a disadvantage (Equality Act 2010). Ask every candidate if they need anything, and do not ask why.



	Need
	Examples of adjustments

	Dyslexia or reading difficulties
	Read written questions aloud, allow extra time, accept a phone application instead of a written one.

	ADHD or anxiety
	Share the interview questions or the test plan in advance, keep the room quiet, allow short breaks.

	Hearing loss
	Face the person, give written questions, run the practical test away from running machinery when briefing.

	Mobility
	Hold the interview in an accessible place rather than the yard cabin.



No health questions before an offer
7.2	We must not ask about health or disability before offering the job (Equality Act 2010 section 60). That includes the medical questionnaire, questions about sickness absence, and "are you fit?" questions.
7.3	Before an offer, we may only ask health questions where they are needed to: make adjustments for the interview or test; find out if someone can do a function that is intrinsic to the job (for example, "Can you work at height in a harness, with adjustments if needed?"); monitor diversity (anonymously and separately); or take positive action for disabled people.
7.4	After a job offer, the offer can be conditional on the Medical (Fitness for Work) Questionnaire (ARB-HR-010), and baseline HAVS and hearing questionnaires (ARB-HR-011 and ARB-HR-012) where the job needs them. We only withdraw an offer after considering reasonable adjustments and, where needed, advice from an occupational health professional.

	8
	Checks before anyone starts
Section 8 of 11  ·  About 4 minutes to read  ·  Directors, office

	Right to work – every person, every time
	What
	What we do

	Who
	Everyone we offer work to, British or not. From 1 October 2026 the law also covers many workers and individual subcontractors, not only employees. Treat everyone the same way.

	When
	Before the person starts any work, including a paid trial day. Again before any time-limited permission runs out.

	How
	Use one of the three Home Office methods: a manual check of original documents with the person present (in person or live video); a digital check through a certified Right to Work Digital Verification Service provider (for British and Irish passports); or the Home Office online check using the person’s share code (for eVisa holders).

	Record
	Complete ARB-HR-004 (summary in Appendix C). Keep a copy that cannot be changed later, and record the date of the check.

	Keep
	For the whole of the employment plus 2 years, then destroy securely.

	Penalty
	A civil penalty of up to £45,000 per illegal worker, or up to £60,000 for a repeat breach. Knowingly employing an illegal worker is a crime.






8.1	A job offer only becomes final after all the checks in this section are complete and satisfactory. Tell the candidate this in the offer letter.
References
1. We get two written references, one from a previous employer (or school or college if it is their first job).
1. We get the candidate’s permission before we contact anyone.
1. We ask referees about facts: dates, job title, duties and, where they will say, conduct and reasons for leaving. Many employers only confirm dates. That is not a bad reference.
1. If a reference raises a concern, talk to the candidate before deciding.
Qualifications and driving
8.2	Check the originals of any certificate the job relies on and verify it online (Section 6). If the job involves driving or towing, check the licence with the DVLA check code and complete ARB-HR-013.
Criminal records and DBS checks – only where eligible
1. Most of our jobs do not need a DBS check. A basic DBS check (unspent convictions) is available for any job, with the person’s consent. Only ask for one if there is a real reason, for example regular work in customers’ homes or [high-security client sites].
1. Standard and enhanced checks are only allowed for roles that are legally eligible, such as some regular work at schools or care settings. Asking for a higher check than the law allows is unlawful. Use the DBS eligibility guidance, or ask the client or your adviser.
1. Candidates only need to tell us about unspent convictions, unless the role is exempt under the Rehabilitation of Offenders Act 1974. A conviction does not automatically rule someone out. Consider whether it is relevant to the job.
1. Keep criminal record information secure and separate. Do not keep DBS certificate information for longer than needed, normally no more than 6 months.
1. In Scotland use Disclosure Scotland, and in Northern Ireland use AccessNI.
	What this means for you
You offer a groundsperson job to someone who says they are British. You still do a right to work check before their first day, exactly as you would for anyone else. If you skipped it and they were not allowed to work, you would have no defence to a penalty. If you only checked people with foreign accents, that would be race discrimination.



	9
	Apprentices and young workers
Section 9 of 11  ·  About 2 minutes to read  ·  Directors, Team Leaders

	9.1	We welcome apprentices and young people into the industry. They need extra care, because young and new workers are more likely to be hurt at work.



1. Apprenticeships: in England, have an apprenticeship agreement and a training plan in place before the start, and give time for off-the-job training. Scotland, Wales and Northern Ireland have their own schemes.
1. Pay: from 1 April 2026 the minimum is £8.00 an hour for 16 to 17 year olds and apprentices on the apprentice rate, and £10.85 for 18 to 20 year olds.
1. Young person’s risk assessment: before anyone under 18 starts, a Director or competent person completes a risk assessment that considers their lack of experience and maturity. Include which machines and tasks they may use, and at what level of supervision (for example, chipper feeding only under direct supervision, no chainsaw use until trained and assessed). If the young person is below school leaving age, we tell their parent or carer the risks and controls.
1. Hours and breaks for under-18s: no more than 8 hours a day and 40 hours a week, a 30-minute break if they work more than 4.5 hours, 12 hours’ rest between working days, and 48 hours’ rest each week.
1. Mentor: every apprentice or young worker has a named mentor, usually their Team Leader.
	What this means for you
A 17-year-old apprentice joins the crew in September. Before day one, the Director completes a young person’s risk assessment: no chainsaw work until their training, no work near the chipper infeed unless the Team Leader is right there, and home by 4pm so they get 12 hours’ rest before an early start. The Team Leader goes through it with them and their parent at the induction.



	10
	Offers, starting and probation
Section 10 of 11  ·  About 2 minutes to read  ·  Directors, Managers



	1
	Approve. A Director approves the offer, pay and start date.

	2
	Offer in writing. Send a conditional offer letter listing the conditions: right to work, references, certificates, and any post-offer health questionnaire or DBS check.

	3
	Tell the others. Let unsuccessful candidates know promptly and politely. Offer short feedback if they ask.

	4
	Day one paperwork. Give the written statement of terms (Contract of Employment, ARB-HR-001) on or before the first day. Collect personal details (ARB-HR-003).

	5
	Onboard and induct. Use the Onboarding Checklist (ARB-HR-005), the company induction (ARB-HR-006) and the technical site safety induction (ARB-HR-009).

	6
	Probation. Probation lasts [3 / 6] months, with reviews at [4 weeks and 3 months]. Record each review.



10.1	From 1 January 2027 most employees can claim unfair dismissal after 6 months of employment. Probation reviews that are honest, recorded and supportive matter more than ever.
	11
	Records, data and review
Section 11 of 11  ·  About 2 minutes to read  ·  Directors, office

	11.1	We handle applicants’ information in line with our Data Protection Policy (ARB-POL-04). We tell applicants how we use their data in a short privacy notice for job applicants, and we only collect what we need.



	Record
	How long we keep it

	Applications, scores and interview notes – unsuccessful candidates
	[9 months] after the decision, then destroy securely. (Tribunal time limits rise to 6 months from 1 October 2026, and early conciliation can extend them.)

	Diversity monitoring forms
	Kept separate and anonymous. Used only for statistics.

	Successful candidate’s recruitment records
	Moved to the personnel file.

	Right to work copies and record
	The employment plus 2 years.

	DBS certificate information
	Only as long as needed for the decision, normally no more than 6 months. Record the check date, level and outcome only.

	Health questionnaires (after offer)
	Confidential, separate from the personnel file. See ARB-HR-010.



11.2	If a candidate thinks they have been treated unfairly, they can tell [Director name, email]. We will look into it and reply in writing.
11.3	A Director reviews this policy, the recruitment records and anonymous monitoring data every 12 months.
Review this policy sooner if…
1. the Home Office right to work guidance or code of practice changes (a new version starts on 1 October 2026);
1. employment law changes, for example the trade union statement from 1 January 2027 or new rules on probation and unfair dismissal;
1. we take on apprentices or young workers for the first time, or start work that needs DBS checks;
1. a candidate complains, or a Home Office or tribunal issue arises;
1. the business grows, or uses agencies or labour-only subcontractors more often.
Who is responsible for what
	Who
	What they must do

	Directors
	Approve vacancies and offers. Interview. Make sure right to work, reference and certificate checks are done. Review this policy and recruitment data every year.

	Managers
	Complete the Recruitment Authorisation Form. Write fair adverts. Organise interviews, letters and updates. Keep scoring records.

	Team Leaders
	Run and score practical trade tests safely. Mentor new starters, apprentices and young workers. Take part in probation reviews.

	Office
	Carry out and record right to work checks. Verify certificates. Send letters. Store and delete applicant records on time.

	Everyone
	Treat candidates with respect. Do not promise jobs or discuss candidates outside the process.



Evidence auditors may ask for
	Evidence to keep
	Where / how often
	✓

	Signed and dated copy of this policy
	Policy file – yearly
	☐

	Recruitment Authorisation Forms, job descriptions and adverts
	Recruitment file – each vacancy
	☐

	Completed checklists (Appendix A) and interview scoring sheets (Appendix B)
	Recruitment file – each vacancy
	☐

	Right to work records (ARB-HR-004) with dated copies and follow-up diary
	Secure RTW file – each starter
	☐

	Certificate checks for trade roles (mycertis / Lantra result)
	Training records – each starter
	☐

	Trade test risk assessments and aerial rescue plans
	H&S file – each test
	☐

	Young person’s risk assessments
	H&S file – each young worker
	☐

	Written statements issued on or before day one
	Personnel file
	☐

	Anonymous diversity monitoring summary and retention log
	Policy file – yearly
	☐




	A
	Appendix A: Recruitment checklist
Hiring Manager  ·  One per vacancy  ·  About 5 minutes to set up

	Tick each step as it is done. Keep this with the vacancy file. Job title: ______________________   Ref: __________
	✓
	Step
	Date / initials

	Plan

	☐
	Recruitment Authorisation Form sent to a Director by [Friday lunchtime]
	

	☐
	Written approval received
	

	☐
	Job description (ARB-HR-015 to 019) and person specification ready, essential and desirable criteria agreed
	

	Advertise

	☐
	Advert checked against Section 4 (no age, sex or other biased wording)
	

	☐
	Adjustments line and right to work line included
	

	☐
	Advertised internally and externally; closing date set
	






	✓
	Step
	Date / initials

	Select

	☐
	Shortlist scored against the person specification, with reasons noted
	

	☐
	Candidates asked about adjustments for interview and test
	

	☐
	Same core questions prepared; interview panel includes a Director
	

	☐
	Trade test: certificates verified, risk assessment and rescue plan done, insurer confirmed
	

	☐
	Interview scoring sheets completed (Appendix B)
	

	Offer and check

	☐
	Director approved the offer (no verbal offer made at interview)
	

	☐
	Conditional offer letter sent, listing conditions
	

	☐
	Right to work check done and recorded before any work (ARB-HR-004 / Appendix C)
	

	☐
	Two references received, with consent
	

	☐
	Certificates and driving licence checked (ARB-HR-013 if driving)
	

	☐
	Post-offer health questionnaires sent (ARB-HR-010 / 011 / 012) if needed
	

	☐
	DBS check only if the role is eligible and justified
	

	☐
	Young person’s risk assessment done (under-18s)
	

	☐
	Unsuccessful candidates told
	

	Start

	☐
	Written statement (ARB-HR-001) given on or before day one
	

	☐
	Onboarding (ARB-HR-005), induction (ARB-HR-006) and technical induction (ARB-HR-009) booked
	

	☐
	Probation review dates in the diary; RTW follow-up date diarised if needed
	

	☐
	Deletion date for unsuccessful applicants’ records set
	




	B
	Appendix B: Interview and trade test scoring sheet
Each interviewer  ·  One per candidate  ·  Fill in straight after the interview

	Score each criterion from the person specification: 0 = no evidence, 1 = some evidence, 2 = meets the standard, 3 = exceeds it. Write the evidence, not impressions.
	Candidate
	
	Job
	

	Interviewer
	
	Date
	



	Criterion (from the person specification)
	Essential / desirable
	Evidence seen or heard
	Score 0–3

	Safe working and hazard awareness (for example, drop zones)
	
	
	

	Relevant tickets and experience (certificates verified)
	
	
	

	Teamwork and communication on site
	
	
	

	Customer care and working at people’s homes
	
	
	

	Reliability, early starts and all-weather work
	
	
	

	[Job-specific criterion]
	
	
	

	[Job-specific criterion]
	
	
	





Practical trade test (if used)
	Test element
	Observed
	Score 0–3

	Pre-use checks of saw, harness or machine; PPE correct
	
	

	Safe technique (for example, cross-cut, knots, positioning, chipper feed)
	
	

	Communication with the ground or the Team Leader
	
	

	Tidy, controlled finish and site left safe
	
	



	Total score
	

	Adjustments made
	

	Recommendation
	Appoint / reserve / do not appoint – and why



	C
	Appendix C: Right to work check record (summary)
Office or trained checker  ·  Before the person does any work  ·  About 10 minutes

	Use this summary with the full form, ARB-HR-004. Check every person in the same way. Keep copies that cannot be changed later.
	Full name
	
	Job / role
	

	Date of check
	
	Checked by
	




Type of check (tick one)
	☐  Manual check – original documents, person present (in person or live video)

	☐  Digital check – certified Right to Work Digital Verification Service provider (British or Irish passport)

	☐  Home Office online check – share code and date of birth






	✓
	Check
	Notes

	☐
	Photo matches the person, and dates of birth are consistent
	

	☐
	Documents are genuine and in date (or allowed if expired), and belong to the person
	

	☐
	Any name difference explained with evidence
	

	☐
	Copy of the document, online check result or provider’s result kept, and dated
	

	☐
	Any work restrictions (for example, hours for students) noted below
	



	Permission type
	Unlimited  /  time-limited until: ____ / ____ / ______

	Follow-up check due
	Diarise before permission ends

	Record kept until
	End of employment plus 2 years

	Checker signature
	



	Policy statement
We are committed to recruiting fairly, on merit and within the law, giving every candidate an equal chance and making sure everyone who joins us is safe, legal and ready to work.
Signed on behalf of [COMPANY NAME]. This policy is reviewed at least every 12 months.
	
	Director / Managing Director

	Name
	

	Signature
	

	Date
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	ARB-POL-18
	Equality, Diversity and Inclusion Policy

	ARB-POL-04
	Data Protection Policy (UK GDPR)

	ARB-POL-11
	AI in the Workplace Policy

	ARB-POL-19
	Subcontractor Selection and Monitoring Policy

	ARB-POL-01
	Health and Safety Policy

	ARB-HR-001 / 003
	Contract of Employment; Personal Details Form

	ARB-HR-004
	Right to Work Check Record

	ARB-HR-005 / 006 / 009
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	Medical, HAVS and Hearing Questionnaires (after offer only)

	ARB-HR-013
	Driver Authorisation Form

	ARB-HR-015 to 019
	Job Descriptions
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