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1. Purpose 

This policy is to be accepted and observed by all members, staff and volunteers within Four 
Pillars. Breaches of the policy may be regarded as gross misconduct. 
 

2. Ownership 

This policy is the Recruitment policy of Four Pillars. The ownership of this policy is to that of 
the Four Pillars board of trustees, who discharges its implementation to the management of 
Four Pillars. The management may discharge duties to a nominated member of staff or 
volunteer. 
 

3. Statement of policy 

Our policy is to provide guidance on recruitment to employees, volunteers and service users. 
We also accept responsibility for all other people who may be affected by our activities. 
 

4. Volunteers 

4.1 Four Pillars is committed to ensuring volunteers contribute to the delivery of our services 
throughout all aspects of our work from management to day-to-day activities.   

4.2 We expect that staff and volunteers are treated equally in the workplace to carry out the 
duties of our work. 

4.3 We recognise that volunteers require satisfying work and personal development and will 
seek to help volunteers meet that need, as well as providing the training and support for 
them to do their work effectively. 

4.4 We will ensure that volunteers are properly integrated into the organisation and that 
mechanisms are in place for them to contribute to Four Pillars work. 

4.5 Volunteers ensure we are responsive to our service users’ needs and that of the wider 
community. 
 

5. Recruitment 

5.1 Recruitment of employees will be done through advertisement of job descriptions, hours 
and salary.  

5.1.1 This usually takes place through the Four Pillars website, social media, email and 
word of mouth. 

5.2 Will be open to everyone and be in line with Four Pillars equal opportunities policy. 
5.3 Individuals interested in applying will be asked to fill out a simple application 
5.4 A committee of the management team will then pick suitable candidates and invite them 

in for an interview 
5.5 Interviews will be carried out by at least 2 members of the management committee 

and/or board of trustees 
5.6 Candidates may be asked to provide the details of two referees in which Four Pillars 

may contact at any time before or during the length of service. 
5.7 Candidates will be asked to complete a PVG application check. 
5.8 Any cost in obtaining the PVG is not reimbursable by the organisation and appointment 

of any role will be subject to an acceptable PVG result.  
5.9 On acceptance the candidate will be asked to read and sign an agreement in line with 

current guidance, these include but are not limited to: Employment contract, 

Rehabilitation of offenders act, data protection, confidentiality policies and others as 

seen fit for the role in which the employee is undertaking. 

5.10 Recruitment team to inform trustees & staff of appointment. 

5.11 Employees will be given induction training and any other training necessary for their 

role throughout their length of service. 
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6. Support  

6.1 Employees will be given a named person/point of contact for all the work they carry out.  
6.2 The named person will be responsible for ensuring the day-to-day health and wellbeing 

of the employee 
6.3 Employees will be consulted in any and all decisions which affect them. 
6.4 Employees can raise grievance through the system, following the grievance policy. 

 

7. Records 

7.1 Minimal records will be kept on Employees. This will include but is not limited to: 
7.1.1 Name and contact details of the employee 
7.1.2 Name and number of an emergency contact 
7.1.3 Training records and relevant qualifications 
7.1.4 Copyright & model release forms as appropriate 
7.2 All records will be kept in a file, locked away from public access. 
7.3 Any data documents kept on record of an employee will be access locked by pin 

 

8. Expenses 

8.1 Four Pillars will ensure all out of pocket expenses are covered and that forms are 
accessible at all times. 

8.2 Paying claims will be done within 28 days of receipt of the claim  
8.3 Travel to a place of work is not considered out of pocket expense.  
8.4 Reimbursement of any travel expenses will be done by the cheapest form of travel 

appropriate for the journey. 
8.5 Where Travel monies include car/petrol expense this will be reimbursed at a rate of 

0.54p per mile travelled (using satnav economic directions). 
 

9. Ending 

9.1 Employees can move on from their role at any time by giving written notice 
9.2 Notice period for employees is agreed within the employees’ contract and is dependent 

on their position within the organisation. 
9.3 Where there is just cause for termination, the Employer may terminate the Employee’s 

employment without notice, as permitted by law.  
9.4 Employees are welcome to re-apply at anytime, this does not mean they will be 

accepted. 
9.5 Employees removed from the organisation will not be encouraged to re-apply, these 

include but are not limited to: 
9.5.1 Removal by reasons of criminal activity 
9.5.2 Removal by reasons of misconduct 
9.5.3 Where the management find it in the best interest of the employee or organisation 
9.6 Employees may be asked to fill out an exit questionnaire 
9.7 Employees will be given the opportunity to discuss their answers with their line manager 

or member of the management team 
9.8 Employees have the right to seek a reference from Four Pillars for the work they have 

carried out, where their service has covered at least 24 active hours. 
9.9 Upon leaving the employees email and access will be revoked within 24 hours 
9.10 The ex-employee is asked to return any property belonging to the organisation to the 

organisation within 28 days of departure. 
9.10.1 Failure to return property may result in legal action. 
9.11 Ex-employees are still held accountable for their actions and any privileged 

information obtained remains under that of our confidentiality policy for up to 5 years 
after departure. 
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10. Responsibilities 

Overall and final responsibility for Recruitment policy is shared collectively by the trustees. 
 
The trustees delegate the responsibility of following this policy to the management team. 
 
The management will: 

• Arrange for the implementation of this policy in consultation with staff and employees 

• Arrange for the adequate instruction and training of staff and employees in all matters 
related to this policy 

• Arrange for the contents of this policy to be known to all staff and employees 
 
The staff and employees of Four Pillars have a duty to: 

• Follow this policy 

• Co-operate with the management to ensure that the requirements of relevant 
statutory provisions are complied with 

• Report potential or actual hazards as soon as possible 
 

11. Risk Assessment 

The trustees will ensure that all risk assessments are undertaken for any part of the charity’s 
activities to which they are applicable, copies of these risk assessments are available upon 
written request. 

 

12. Premises 

The management team will ensure that for all premises used by Four Pillars whether owned, 
leased or rented are: 

• Health and safety compliant 

• A full risk assessment has been completed 

• Insurances are in place and displayed 

• Fences are erect and secure at all times, if applicable 

• Gates are manned at all times, if applicable 

• Any potential danger is reported to the management 
 

13. Reports 

The delegated manager/person in charge at each event shall be responsible for making any 
necessary reports relating to this policy or ensuring that others make such reports. 
 

14. Policy Development 

The trustees shall endeavour to progressively develop the charity’s policy on Recruitment in 
response to risks and hazards identified. Specific procedures and policies so developed 
shall be appended to this document and form part of the charity’s statement on recruitment 
involvement. 
 

15. Review 

The effectiveness of this procedure will be reviewed annually by a member of the Four 
Pillars board of trustees. If appropriate, action will be taken as necessary to update our 
procedure to ensure effective delivery on the objectives laid out at the start of this document. 


