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	Fair and Safe Recruitment
TLSPH LTD is committed to recruiting the best candidates through a process that is fair, transparent, and free from unlawful discrimination. As an education provider, TLSPH is also committed to safer recruitment practices to safeguard the students and vulnerable adults in our learning community.



1. Purpose and Scope
This policy sets out the principles and process governing the recruitment and selection of all staff, tutors, contractors, and volunteers at TLSPH LTD (referred to as "TLSPH"). It applies to all recruitment activity, whether for permanent, fixed-term, part-time, or freelance roles.
This policy should be read alongside the TLSPH Safeguarding Policy (TLSPH-POL-003), Equality, Diversity & Inclusion Policy (TLSPH-POL-005), and Data Protection Policy (TLSPH-POL-014).

2. Equal Opportunities in Recruitment
TLSPH is committed to equal opportunities in all recruitment and selection decisions, in accordance with the Equality Act 2010. Recruitment decisions will be based solely on merit and the ability to fulfil the requirements of the role. TLSPH will not discriminate — directly or indirectly — on the basis of any protected characteristic, including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.
All recruitment documentation, including job descriptions, person specifications, and advertisements, will be reviewed to ensure they do not contain any criteria that could constitute unlawful indirect discrimination.

3. Safer Recruitment
As an education provider working with students who may include children and vulnerable adults, TLSPH applies safer recruitment principles to all appointments. This is consistent with the guidance set out in Keeping Children Safe in Education (KCSIE) 2023 and the Safeguarding Vulnerable Groups Act 2006. Safer recruitment measures include:
1. Ensuring all job advertisements and role specifications make clear that TLSPH is committed to safeguarding
1. Obtaining and scrutinising a full employment history for all applicants, including explanation of any gaps
1. Conducting thorough pre-employment checks as set out in Section 7
1. Ensuring at least one member of every selection panel has completed safer recruitment training

4. Vacancy and Job Description
Before advertising a vacancy, the Senior Leadership Team will confirm:
1. The need for the role and whether it is a new or existing position
1. A current and accurate job description setting out the key duties and responsibilities
1. A person specification setting out the essential and desirable criteria for the role, limited to what is genuinely required
1. The terms and conditions of the appointment, including whether the role involves regulated activity with children or vulnerable adults

5. Advertising
All vacancies will be advertised in a manner designed to attract the widest possible pool of suitable candidates. Advertisements will:
1. Be clear, accurate, and non-discriminatory
1. Include a statement of TLSPH's commitment to equality and safer recruitment
1. Specify clearly whether the role involves regulated activity and is subject to an enhanced DBS check
1. Not contain any criteria that could unjustifiably exclude candidates with protected characteristics

6. Shortlisting and Selection
All applications will be assessed against the published person specification using objective criteria only. Shortlisting decisions will be made by at least two people, documented, and retained in accordance with the Data Retention Policy (TLSPH-POL-007).
Interviews will be conducted using structured, competency-based questions prepared in advance. All candidates will be asked the same core questions. Notes will be taken and retained. Interview panel members will not ask questions that relate to protected characteristics, including questions about family plans, health, or childcare arrangements.

	Disability and Reasonable Adjustments
Candidates who declare a disability will be offered a guaranteed interview if they meet the minimum essential criteria for the role, in accordance with the Equality Act 2010. TLSPH will make reasonable adjustments to the selection process for disabled candidates.



7. Pre-Employment Checks
All offers of appointment are conditional upon satisfactory completion of the following pre-employment checks. No individual will commence work in a student-facing or regulated activity role until all required checks have been completed:
1. Right to work verification — all appointees must provide evidence of their right to work in the UK, in accordance with the Asylum and Immigration Act 1996 and the Immigration, Asylum and Nationality Act 2006
1. Identity verification — two forms of identity documentation must be provided
1. Reference checks — a minimum of two references must be obtained, including from the most recent employer, and must be verified by telephone or email before the appointment is confirmed
1. Qualifications verification — original certificates must be seen where academic or professional qualifications are a requirement of the role
1. Enhanced DBS check — required for all staff, tutors, and contractors who will have regular contact with students, including those who may be under 18 or vulnerable adults, in accordance with the Safeguarding Vulnerable Groups Act 2006 and the Police Act 1997
1. Barred list check — confirmation that the individual is not on the DBS Children's Barred List or Adults' Barred List where the role involves regulated activity
1. Prohibition check — where applicable, a check that the individual is not prohibited from teaching or working in education

DBS checks will be processed through an appropriate umbrella body. The result of a DBS check will be considered in the context of the role and individual circumstances; a criminal record will not automatically disqualify a candidate, in accordance with the Rehabilitation of Offenders Act 1974. DBS check records are handled in accordance with the DBS Code of Practice and the Data Retention Policy (TLSPH-POL-007).

8. Overseas Applicants
Where an applicant has lived or worked outside the UK, TLSPH will, in addition to a standard enhanced DBS check, obtain an overseas criminal record check or equivalent document from the relevant country, where this is available. TLSPH will have regard to the Home Office guidance on criminal record checks for overseas applicants.

9. Induction
All new staff and tutors will complete a structured induction programme covering:
1. TLSPH's policies and procedures, including safeguarding, EDI, data protection, and academic integrity
1. Role-specific training and expectations
1. Health and safety, including the DSE self-assessment for remote workers
1. Introduction to the learning platforms and student systems used by TLSPH

10. Probationary Period
All new employees will be subject to a probationary period as set out in their contract of employment. During this period, performance will be reviewed and any concerns addressed promptly and fairly. The probationary period does not affect statutory employment rights.

11. Data Protection in Recruitment
All personal data collected during the recruitment process is processed in accordance with the UK GDPR, the Data Protection Act 2018, and TLSPH's Data Protection Policy (TLSPH-POL-014). Unsuccessful applicants' data is retained for six months following the recruitment decision, after which it is securely deleted. Successful applicants' recruitment data is transferred to their personnel file and retained for the duration of employment plus six years.

12. Related Policies
1. Safeguarding Policy (TLSPH-POL-003)
1. Equality, Diversity & Inclusion Policy (TLSPH-POL-005)
1. Data Protection Policy (TLSPH-POL-014)
1. Data Retention Policy (TLSPH-POL-007)
1. Staff Code of Conduct (TLSPH-POL-016)

13. Contact

	Recruitment Enquiries
	info@thelondonschoolofpublichealth.com



	DBS Update Service
	www.gov.uk/dbs-update-service



	ACAS
	www.acas.org.uk  |  0300 123 1100



	Equality Advisory Service
	www.equalityadvisoryservice.com  |  0808 800 0082




	Policy Review
This policy is reviewed annually by the Senior Leadership Team to ensure compliance with the Equality Act 2010, the Safeguarding Vulnerable Groups Act 2006, KCSIE 2023, UK GDPR, the Rehabilitation of Offenders Act 1974, and ACAS guidance on recruitment. DBS and right to work check requirements are monitored for legislative updates throughout the year.
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