
 

 

 

 

Fair Recruitment Policy  

With a love for the outdoors and adventure, combined with a desire to inspire and help others, BXM 
Expeditions was born.  

We expect all of our staff to share this same love for expeditions and adventurous pursuits, inspire others to 
reach their potential while taking good, reliable kit with them.  

What is the Policy for?  

The over-arching purpose of this Policy is to:  

• To create and maintain a culture of fair recruitment  

• To ensure that recruitment and selection policies meet the requirements of employment and equal 
opportunities legislation 

• To enable the rigorous and unbiased appointment of staff  

• To ensure the best staff available are appointed and deployed in the most effective way to the 
benefit of all BXM Expedition’s goals and mission statement year to year.  

Roles and Responsibilities  

The Directors and other senior members of staff involved in recruitment will:  

• Ensure that BXM Expeditions operates safe, fair recruitment and selection procedures which are 
regularly reviewed and up-dated to reflect any changes in policy, legislation and statutory 
guidance;  

• Ensure that all appropriate checks are carried out on staff and volunteers;  

• Monitor the compliance of any contractors and agencies used by the BXM Expeditions;  

• Promote the safety and wellbeing of staff at every stage of this process. 

Advertisement  

Before an advertisement is placed, all relevant documentation i.e. job description, person specification will 
be in place. These should be reviewed before an advert is placed to ensure content and requirements are 
valid and up to date.  

All advertisements of any position, whether in a newspaper or online will include the following statement:  

“We are passionate about young people being able to access the outdoors regardless of their geographical 
location, their background, financial or emotional situation. We value The Duke of Edinburgh Award for all 
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young people as it helps develop qualities and values that many employers look for – self-discipline, 
motivation, commitment, determination and many more.” 

In addition, all relevant documentation, including the job description and person specification will make 
specific reference to BXM Expeditions’ commitment to offering high qualify services to schools and groups 
all over the country.   

To ensure equality of opportunity, BXM Expeditions will advertise all vacant positions to encourage as wide 
a field of candidates as possible; normally this will entail an external advertisement. However, where there 
is a reasonable expectation that there are sufficient qualified internal candidates or where staff are at risk of 
redundancy, an internal advertisement will be considered. In addition, where a temporary vacancy is 
available of a temporary position is being made permanent and the original temporary position was 
advertised, it may be appropriate to appoint the temporary post holder.  

Posts will be advertised on the BXM Expeditions website and in other relevant publications/bulletins as 
deemed appropriate.  

Prospective applicants will be supplied, as a minimum, with the following:  

• A job description and person specification;  

• An application form;  

• Information about BXM Expeditions  

All prospective applicants must complete, in full, and return a signed application form. 
Candidates applying online will be asked to sign the application form if called for an interview.  

Curriculum vitae cannot be accepted in place of a completed application form for any position.  

Short Listing and References  

Applicants will be shortlisted against the Job Description, Person Specification and advert for the post. The 
criteria for selection will be consistently applied to all applicants. The criteria for selection will be 
consistently applied to all applicants.  

Where possible, references will be taken up before the selection stage so that any discrepancies can be 
probed during the selection stage. 

References will be sought directly from the referee. Open references will not be accepted. References 
provided by the candidate will not be accepted.  

A minimum of two references will be obtained, one of which will be from the most recent or current 
employer. Current employment referees will only be approached when the candidate consents.  

Referees will always be asked specific questions about:  

• Employment dates, post held and reason for leaving  

• any disciplinary warnings, including time-expired warnings  



• the candidate’s suitability for the post  

Any information about past disciplinary action or allegations should be considered carefully when assessing 
the applicant’s suitability for the post.  

Where necessary, previous employers who have not been named as referees will be contacted in order to 
clarify any anomalies or discrepancies. A detailed written note will be kept of any such exchanges.  

Where two referees are provided from the same employment, previous employers should be contacted 
instead, where a previous employment was within five years.  

Where the individual has not had two employers, academic references should be sought as an alternative 
for the second reference, where it is practical to do so.  

BXM Expeditions employees are entitled to see and receive, if requested, copies of their references, unless 
they have been provided in strictest confidence to BXM Store LTD. In these instances, the candidate should 
be referred to the reference provider to request a copy.  

All appointments are subject to satisfactory references, vetting procedures and DBS clearance.  

If the field of applicants is felt to be weak, the post may be re-advertised.  

Interview  

All candidates will have the opportunity to tour the warehouse / offices 

The questions asked by the panel will be aimed at obtaining evidence of how each applicant meets the 
requirements of the Job Description and the Person Specification. The same areas of questioning will be 
covered for each applicant and no questions which would discriminate directly or indirectly on protected 
characteristics under the Equality Act 2010 will be asked.  

Candidates will be required to:  

• Explain any gaps in employment;  

• Explain satisfactorily any anomalies or discrepancies in the information available to the panel;  

In addition, all interviews will explore issues relating to travel and promoting world travel as well as issues 
relating to the environment.  

Pre-employment Checks  

An offer of appointment to a successful candidate will be conditional upon the successful completion of pre-
employment checks. When appointing new staff, BXM Expeditions will:  

• Have obtained two references, which are deemed to be satisfactory by BXM Expeditions;  

• Verify a candidate’s identity, preferably from current photographic identification and proof of 
address (in line with the requirements of the Immigration, Asylum and Nationality Act 2006);  



• Require the candidate to provide proof of professional status and actual certificates of qualifications 
as appropriate for verification (if applicable);  

• Verify the candidate’s eligibility to live and work in the UK. See Further Information below;  

• Receive a completed medical questionnaire from the candidate and agreement that the candidate 
will attend an occupational health appointment if necessary;  

• Carry out any further checks considered appropriate if the candidate has lived or worked outside of 
the UK.  

All checks will be:  

• Confirmed in writing.  

• Documented and retained on the individual’s personnel file.  

• Recorded on BXM Expeditions’ appropriate systems.  

• Followed up if they are unsatisfactory, or if there are any discrepancies in the information received.  

Employment will only commence once all the checks and procedures have been satisfactorily completed.  

Proof of Identity and Right to work in the UK & Verification of Qualifications 
and/or Professional Status  

Shortlisted applicants for all posts will be required to provide proof of identity by producing documents on 
the day of the interview in line with the Fair Recruitment guidance.  

Shortlisted candidates will also be required to provide evidence of their right to work in the UK, in 
accordance with the government’s guidance. (See Further Information below). BXM Store LTD is required to 
hold this evidence on the staff file for appointed individuals.  

Shortlisted candidates will also be required to provide proof of their qualifications and professional status by 
producing documentation on the day of the interview (if applicable). 

BXM Expeditions will verify that candidates have obtained qualifications legally required or deemed 
essential for the job by asking to see the relevant certificate, or a letter of confirmation from the awarding 
body/institution.  

If the original documentation is not available, the BXM Expeditions will require sight of a properly certified 
copy.  

Proof of identity and other documentation will be verified by a nominated member of the BXM Expeditions 
team.  

Record Retention/Data Protection  

BXM Expeditions will retain the following information which will make up part of the personnel file, for the 
successful candidate:  

• Completed and signed Application Form  



• References  

• Proof of identity, right to work in the UK and academic qualifications  

• Verification of suitability (i.e. assessment outcomes)  

BXM Expeditions will retain all interview notes on all applicants for a six- month period, after which the 
notes will be shredded.  

The six-month retention period allows BXM Store LTD to deal with any data access request or recruitment 
complaint.  

Under the Data Protection Act 1998, applicants have a right to request access to notes written about them 
during the recruitment process. Applicants who wish to access their interview notes must make a subject 
access request in writing to Director, Ben Maxfield, within six months of the interview date.  

Probation Periods  

All newly appointed staff who are new appointments to BXM Expeditions will be subject to a probationary 
period during which their performance, conduct and suitability for employment will be monitored. This does 
not apply to internal transfers. 

Induction  

All staff who are new to BXM Expeditions will receive information on policy and procedures and guidance on 
safe working practices as part of their induction training.  

All successful candidates will have the opportunity to attend any appropriate training.  

Further Information  

Proof of right to work in the UK. Current and full details on the school’s responsibility for checking and 
holding the relevant documentation for appointees can be found on the government’s website: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/311668/Co 
de_of_practice_on_preventing_illegal_working.pdf  

 

  

 

 


