
RECRUITMENT POLICY 
 
 
 

GENERAL DETAILS 

 
The recruitment and selection process is of paramount importance in order to recruit staff with the necessary 
skills and attributes to enable BSC to fulfil its corporate aims and objectives. The Recruitment Policy aims to 
provide clear guidance to managers in relation to both the selection and appointment of staff. This policy 
promotes and supports good practice for those with responsibility for recruitment. 
 
This policy aims to achieve the following objectives: 
 
 To recruit staff with the appropriate skills, both technical and personal, in order to meet the company’s 

current and future needs. 
 To recruit staff that have an affinity with working with Young Learners, and are suitable to fulfil pastoral 

needs – to include an appropriate DBS/PVG check. 
 To ensure that staff appointed to posts involving teaching responsibilities are qualified to carry out such 

duties. 
 To ensure a fair and effective recruitment procedure, that is consistent with employment legislation. 
 To develop and enhance the public image of BSC, both as an employer and as a quality provider of 

education. 
 
All staff employed by BSC will be responsible for working with young people under the age of 18 years old in 
some capacity; as a responsible employer, we will insist on conducting thorough reference and vetting 
checks on each successful candidate. 
 

RECRUITMENT PROCEDURE FOR SUMMER STAFF 

 
1. All candidates must apply directly to the Staff Recruitment Officer; applications can be submitted in the 

following ways: 
 

 All vacancies are advertised on our website: https://www.british-study.com/jobs.php. On the website 
there is direction to send an application via the recruitment email: juniors@british-study.com  

 Vacancies will also be posted on appropriate jobsites .e.g. TEFL, Reed, Gumtree etc. The Staff 
Recruitment Officer will receive all applications.  

 
2. The Staff Recruitment Officer will screen all applications and BSC will aim to respond to all candidates 

within 2 weeks of receipt of application with one of the following outcomes: 
  

 An automated rejection letter (no feedback will be given)  
 An invite to a first stage interview  

 
3. The interview process will be dependent on the role applied for; this is detailed in the below “Interview 

process” section  
 

4. Following the interview process BSC will aim to provide the applicant with an outcome as soon as is 
reasonably possible  

 
5. Once a job offer has been made and accepted, BSC will aim to issue a contract of employment and all 

other relevant paperwork to the employee within 48 hours. 
 
6. All offers are subject to the successful completion of the vetting checks detailed in this document  
 
7. Candidates are expected to return their signed and completed paperwork within 10 days of receipt  

https://www.british-study.com/jobs.php
mailto:juniors@british-study.com


INTERVIEW PROCESS 

 
 All applicants will be interviewed by a suitably qualified manager and/or an experienced recruitment 

professional. 
 For team member roles (Activity Leader, Ops Assistant etc.), candidates will generally be interviewed 

once, either over the telephone/Skype or face to face. 
 For managerial or skilled roles (Teacher), candidates will generally be interviewed twice; ideally this will 

include a telephone/Skype call, and a face to face interview in a location convenient to both parties. This 
could be reduced to one interview if the candidate is internal. 

 In order to ensure equality of opportunity and a thorough recruitment procedure, all interview questions 
will be standardised and appropriate to the position applied for. 

 

QUALIFICATION AND IDENTITY CHECKS 

 
 BSC will need to see original copies of new employee’s qualification certificates, relevant to the position 

they have applied for. We will hold copies in their staff files at our central office. 
 All new employees are required to bring these original qualification documents, as well as evidence of 

their identity to their centre/school on arrival on their first day.  
 Failure to provide evidence of qualifications/identity will result in access to the centre/school being 

denied and the employee will not be permitted to commence employment until this documentation is 
forthcoming.  

 

REFERENCES 

 
BSC operate a strict policy on referencing to ensure a candidate’s suitability for the role they’re applying for, 
and for working with children under the age of 18. Candidates will be required to provide the details of at 
least two referees who meet the following criteria: 
 
 At least one reference must be professional and the other can be a character reference. 
 The professional can be an employer/tutor or other suitable professional individual who has known the 

applicant as an employee/student within the last 2 years at the point of application. 
 If providing a former employer as a referee, the candidate must have worked for that employer for a 

minimum period of one month. 
 BSC do not accept references from friends or relatives. We may, in certain circumstances, accept 

references from a family friend who is employed in a professional capacity (doctor, minister etc.) and 
who can vouch for the candidate’s good character. 

 All references must be in writing on headed note paper, or accompanied by the employer’s stamp or 
other formal marking. 

 
Open statements 
 
BSC will not accept open statements as proof of employment or good character without proof of authenticity. 
Candidates who supply open statements must therefore be able to provide the contact details of the referee 
concerned, as we will contact them for verification purposes. 
 
  



POLICE CHECKS 

 
All employees working with BSC will have some element of contact with children/young people less than 18 
years of age, and as such successful applicants will be required to undergo the necessary police checks. 
 
Candidates usually resident in the UK, or who have been resident in the UK for more than one month 
 
 Employees must have an up to date PVG check (Scotland) or a DBS check. For seasonal roles they 

must be arranged and paid for by the candidate themselves, for permanent roles BSC will arrange and 
pay for them. 

 
 In order to undergo this check, candidates will be requested to provide original photographic 

identification (passport, driving license etc.), and evidence of their current address (utility bill). 
Candidates will also be required to provide detailed information regarding their address history for up to 
the last 5 years.  

 
 In accordance with legislation, BSC is required to see original certificates; photocopies, including 

certified copies, are not acceptable. The company appreciates the inconvenience this may cause some 
candidates and will seek to assist candidates with this procedure. It is illegal for companies hold to 
DBS/PVG certificates; therefore BSC will only retain the reference number for its records.  

 
 Where documents are sent to BSC by post, it is the company’s policy to return all items by recorded, first 

class post on the day they are received, in order to ensure minimum inconvenience. 
 
 BSC abide by the DBS/PVG Code of Practice. We have a policy on the recruitment of ex-offenders 

(available on request).  
 
 Under the Rehabilitation of Offenders Act 1974, having a criminal record will not be considered an 

automatic bar against obtaining a position. BSC will consider all applications on an individual basis.  
 
Candidates who have never resided in the UK or have resided for less than one month 
 
 Candidates will not be required to undergo a DBS/PVG check; instead they will need to provide evidence 

of a recent police check conducted in their country of residence.  
 
 BSC will only accept original documentation and police checks must have been conducted within the 

past year. Photocopies and checks done outwith this time scale will not be accepted.  
 
 Where necessary, BSC will contact the police force/ authority who conducted the check to verify its 

content.  
 

UNSATISFACTORY PRE-EMPLOYMENT CHECKS 

 
All offers of employment are subject to the receipt of two satisfactory references and a satisfactory police 
check; failure to meet these criteria will lead to a withdrawal of our offer of employment. 
 

DATA PROTECTION 

 
BSC will take all reasonable steps to safeguard the security of any information about candidates/employees 
that it holds in written or electronic form. 
 

INSPECTIONS  

 
BSC is inspected on a regular basis by its third party accrediting bodies (British Council); during inspections 
we may be required to provide inspectors with information regarding our staff (references, police check 
information etc.) In all cases any information will be treated with the utmost sensitivity and confidentiality. 


