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1. Purpose

This procedure is to be accepted and observed by all members, paid and unpaid workers
within Four Pillars. Breaches of the procedure may be regarded as gross misconduct.

2. Ownership

This is the staff recruitment Procedure of Four Pillars. The ownership of this Procedure 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 procedure

Our procedure is to provide guidance on the induction of candidates to employment,
volunteering and service use. We also accept responsibility for all other people who may be
affected by our activities.

4. Advertising Post

4.1 Create job description

4.2 Add to website and attach all forms

4.3 Advertise on DWP jobs

4.4 Write job advert and advertise on social media

5. Receiving Applications

5.1 Place applications in dedicated inbox folder and store until closing date

5.2 After closing date save a copy of the application in specific recruitment/applications
folder

5.3 With a colleague - Review each Application and score based on Four Pillars system

5.4 Place candidate folder in interview/non-interview folders based on decision

5.4.1 Email unsuccessful candidates using template provided

5.5 Contact remaining candidates by phone and arrange interview date

5.6 Follow-up with an email to confirm date and time of interview & specific requirements

5.7 Interview candidate as a panel (minimum 2 colleagues)

5.8 Review each interview and score based on Four Pillars’ system

5.9 Contact successful candidates within 48 hours and offer position

5.10 Once position(s) have been filled email remaining unsuccessful candidates, using the
template, and place copy of interview sheets in designated folder

5.11 Confirm appointment, position, salary, contracted hours, start date, where possible
first weeks rota, parking regulations, etc. Use template provided

6. PVG Requirements

6.1 A PVG is required for all roles (Volunteer group support worker / Volunteer educator)
6.2 Ensure candidate brings in ID as soon as possible

6.2.1 You do not need to copy ID, just note it has been seen in candidates hand
6.3 Information required

6.3.1 If candidate is already a member (PVG number) *SRU

6.3.1.1 Ensure candidate is member of both child and adult. If not treat as New *SJR
6.3.2 Full name (including any middle names)

6.3.3 Date of Birth

6.3.4 Personal email address

6.3.5 Full Address

6.3.6 Position applied for (see 5.11)

6.3.7 Acceptable ID

6.3.7.11 x Photo ID &



6.3.7.2 1 x address ID

6.3.7.3 Or 3 x address ID if photo ID not available

6.4 Inform PVG Lead signatory (PLS) — Currently CEO

6.4.1 PLS will complete appropriate paperwork

6.5 Candidate will receive email invite to complete their application (This MUST be
completed within 5 days of candidate receiving email)

6.6 PLS & Candidate will be informed of result

6.7 PLS to update staff file with PVG number

6.8 When a staff member leaves
6.9 Inform PLS
6.10 PLS will inform Disclosure Scotland

7. Setting up systems

7.1 IT to set up email/account

7.2 Create link to staff & volunteers email/group

7.3 Add to organisational teams

7.4 Create candidate personnel folder

7.5 Setup candidates Bright HR employee portal

7.6 Update Employee Holiday & Hours with UEN, holidays, etc.
7.7 Write employment contract using template

8. Employees first shift

8.1 Employee to attend first shift in hub

8.2 Employee to read and sign employment contract

8.3 Scan signed copy into system/ personnel folder

8.4 Employee to read and sign all starter forms

8.5 Place completed employee forms in file

8.6 Induct employee with on-site instructions, layout safety, etc.

8.7 Complete 365 training with employee

8.8 Ensure employee reads and records relevant policies and procedures
8.9 Complete fire register section 3 (employees onsite)

8.10 Encourage to read other policies and procedures within the first month & record
8.11  Employee to complete Induction training at earliest opportunity
8.12 Induct employee with specific role duties

9. Payroll

9.1 Send employee starter form to accountant
9.2 Update banking with employees’ bank details

10.Employee Involvement

10.1  Follow up with Support & Supervision after 1 week of first shift, book this with
employee straight after 365 training

10.2 Employee to attend monthly staff team meetings, if on shift, and/or read notes from
said meeting and follow any actions

10.3 Ensure ongoing training and progression with employee

11.Employee Termination/Resigning

11.1  Employees leave for many reasons, our hope is that it is always on good terms with
the organisation.

11.2 Once we are aware an employee is leaving, ensure all Four Pillars items are
returned, lanyards, devices, etc.



11.2.1 Failure to return items within 28 days of leaving is breach of contract

11.3 Line manager is to inform IT employee has left so the account can be closed and
Four Pillars files/access protected.

11.4 Line manager to remove staff file from HR folder and scan contents into electronic file

11.5 Shred all paperwork for employee

11.6  Update Bright HR employee portal

11.7 Update Employee Holiday & Hours leaving dates etc.

11.8 Inform Payroll employee has left and submit last hours, and holidays owed

11.9 Send out Exit Survey to ex-employees personal email

11.10 If ex-employee is a PVG member refer to 6.8 above

12.Responsibilities

Overall and final responsibility for staff recruitment on site is shared collectively by Four
Pillars Trustees.

Four Pillars trustees delegate the responsibility of following this procedure to the
management team.

The Committee will:
¢ Arrange for the implementation of this procedure in consultation with staff and
volunteers
o Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this procedure
¢ Arrange for the contents of this procedure to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this procedure
e Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
o Report potential or actual hazards as soon as possible

13.Risk Assessment

The trustees of Four Pillars 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.

14.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

15.Reports

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



16.Procedure Development

Four Pillars board of trustees shall endeavor to progressively develop the charity’s
procedure on Staff 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 committee’s statement on recruitment and induction of candidates.

17.Review

The effectiveness of this procedure will be reviewed annually by a senior member of Four
Pillars staff. 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.



