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5) Recruitment Policy 
 

This document is intended to set out the key principles and stages of recruitment at Salt the Radish. 
The company is committed to achieving diversity and inclusivity, and a revised and considered 
recruitment policy is a necessary corollary of this. Salt the Radish recognises and takes it duties under 
the Equality Act 2010 seriously, and as such discrimination of any form is unacceptable at any stage in 
the recruitment process or in daily business.  

1) Job specification: 

The first stage of recruitment involves writing up a job specification. This includes deciding on job title, 
pay, required experience/skills and the tasks and duties attached to the role. When doing so the 
following should be considered: 

 In order to promote diversity, it is important to consider what characteristics are missing in 
the current workforce. A system of measurement should be in place to measure the 
achievement of these goals (e.g. Equal Opportunity Monitoring). 

 A distinction should be borne in mind when looking at required experience and skills. The 
importance of skills which are already possessed and skills which can be learned, and this 
should be reflected in the specification. 

2) Advertising: 

This stage is where the vacancy is advertised to the public. This may take many forms. Attracting the 
best and most appropriate candidates for the role relies on targeting advertisements to the right 
spaces, places and people. The following should be considered when advertising job vacancies: 

 Particular attention should be paid to the language with which the vacancy is written. 
Advertisements should be audited to ensure that the language reflects the goals of 
recruitment and does not consciously or unconsciously exclude groups of people for whom 
would be suitable for the job. 

 A variety of advertising platforms should be utilised in order to increase the pool from which 
candidates are drawn. Local advertising platforms and community hubs should be used in 
order to target potential candidates from within our local community.  

 Advertising should be viewed as active, not passive.   
 It is important to showcase Salt the Radish as a company that values diversity and inclusivity, 

and that takes its responsibilities in this regard seriously.  
 It should be noted within the job advert that Salt the Radish is committed to adherence to the 

Equality Act 2010, which states that discrimination in the workplace is unlawful.  
 Visual aids are useful, and so platforms such as Instagram, Facebook and Twitter should be 

harnessed to assist the portrayal of the business as one that values inclusivity and diversity.  
 Personal connections can be advantageous in advertising and sourcing candidates.  

3) Shortlisting: 

Once applications have been submitted to a specified deadline, candidates must be shortlisted to 
those who best meet the criterion set out in the job specification. This stage introduces the potential 
for personal bias to affect the recruitment process, thus making mitigating factors that encourage 
diversity and inclusivity particularly important. The following steps will be undertaken: 



Salt the Radish   Employee Handbook 
 
 

22 | P a g e  
 

 Blind CV reading should be utilised. This involves another member of staff removing personal 
information such as name, address, date of birth etc, from an application before it is 
considered by management. This removes the possibility for personal bias to affect 
shortlisting. 

 It is important to think about/rethink what traits are most valuable to the company and for 
the role and these should be focused on to aid shortlisting.  

 There are two distinct types of diversity: inherent and acquired. Inherent diversity involves 
demographic factors such as race, gender, age etc (relatively ‘fixed’), whereas acquired 
diversity concerns characteristics that can be developed over time, for example educational 
attainment, experience and personal values. Diversity should be strived for in both regards, 
and so it is important for the person shortlisting applicants to be aware of this distinction in 
line with the goals set out in stage 1.  

4) Interviewing: 

Interviewing the shortlisted candidates is an important stage as it allows the candidate to meet with 
management and see for themselves the atmosphere and ethos of the business. Consideration of 
disabilities, both visible and invisible, is particularly important at this stage as equal access to 
opportunity may be hindered by not meeting the needs of candidates. The following will be 
undertaken when interviewing: 

 Bias can be present at the interviewing stage, and so it is important for the interview to be 
structured. This involves deciding on the questions to be asked before the interviews are 
conducted and sticking to these same questions for each interviewee.  

 Management should undertake training on the reduction of unconscious bias and interview 
techniques that promote inclusion and diversity.  

 It must be ensured that candidates are not disadvantaged by the interview process. This is 
perhaps particularly important for applicants with a disability and applicants with young 
children. Steps should be taken to ensure the interviewing process (i.e. time, location) does 
not disadvantage any applicant.  

 Candidates should be encouraged to ask questions about the company, and should be made 
aware of company policies that may relate to their questions/concerns.  

5) Hiring: 

This stage involves the selection of a candidate for the role and their recruitment. Terms of 
employment may be negotiated/discussed. The new member of staff may be asked to complete 
training and should be made aware of and have an understanding of all company policies, with 
particular regard to the Code of Ethics and Professional Conduct and the Diversity and Inclusion Policy.  

 Hiring is a meritocratic process, and the candidate who best exhibits the required 
characteristics/experience should be selected. However, the goals of recruitment set out in 
step 1 should be borne in mind when making this decision.  

 It is crucial that the employer is aware of their own biases that may affect this process. They 
should take an unconscious bias test to identify any biases they have so that they can be aware 
of the potential of these affecting the outcome of the recruitment process.  

 When discussing terms of employment, the employer must be aware of any protected 
characteristics set out under the Equality Act 2010, and terms that ensure no discrimination 
materialises should be agreed upon. 
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