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1. Purpose and Scope
This policy sets out the procedures and standards for recruiting staff at Grad2Teach. It ensures recruitment is fair, transparent, aligned with our organisational values, and compliant with awarding body expectations including NCFE. It applies to all permanent, temporary, and freelance staff across operational, strategic, and teaching teams.
2. Responsibilities
· Alex Braithwaite (Managing Director): Approves staffing budgets, oversees senior staff appointments and hiring strategy, involved in Partnerships and Teaching & Learning recruitment.
· April Elsmore (Course Manager): Supports senior staff recruitment and Teaching & Learning appointments.
· Partnerships Team Lead: Oversees recruitment of all Partnerships Team roles.
· Teaching & Learning Lead: Leads recruitment and retention of all subordinate T&L staff, including freelance Professional Assessors, with support from the Managing Director.
3. Recruitment Process Overview
3.1 Job Advertising
Roles are advertised nationally to attract a broad and diverse applicant pool. Adverts are published via job boards, education platforms, and Grad2Teach’s internal channels.
3.2 Initial Screening
Applications are screened based on the applicants:
· CV
· Personal statement
· Alignment with the role and organisational values
Shortlisted candidates progress to Stage One.
4. Two-Stage Interview Process
	Stage
	Activity
	Purpose

	Stage One
	Phone or video interview
	Assesses fit and interest in continuing

	Stage Two
	Task submission + face-to-face interview at Head Office
	Assesses competence and alignment


5. Role-Specific Adjustments
· Teaching & Learning roles include curriculum and training-based tasks.
· The Teaching & Learning Lead is responsible for appointing freelance Professional Assessors independently.
· Directors are involved in all senior appointments.
6. Appointment and Onboarding
Successful candidates receive a written offer. A structured onboarding process includes:
· At least two weeks of training
· Introduction to systems, safeguarding, and internal standards
· Access to policies, frameworks, and NCFE-aligned expectations
7. Notice Periods
	Role Type
	Notice Period

	Senior Staff
	3 Months

	Junior Staff
	1 Month


8. Equal Opportunities and Safeguarding
Grad2Teach is committed to equal access and safeguarding principles. We ensure safe, fair, and lawful recruitment practices, and compliance with GDPR, DEI and conflict of interest policies.
Appendix A: Recruitment Timeline
	Week
	Activity

	Week 0
	Job advert goes live

	Week 1–2
	Applications reviewed

	Week 2
	Stage One interviews

	Week 3
	Stage Two interviews + task

	Week 4
	References checked

	Week 5
	Offer made

	Week 6+
	Two-week onboarding starts
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