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Purpose and Scope 

Domain Group understands the importance of an effective and transparent recruitment process 

for all staff, both administrative and academic. This is an integral component in the success of the 

delivery of high quality teaching and support for students, in recruiting and retaining the most 

suitable and qualified candidates for each position. 

This policy and procedure has been developed to clearly outline the recruitment process for all 

staff, in line with the existing quality assurance framework, and other policies and procedures. 

This policy and procedure applies to any recruitment occurring within the Domain Group, whether 

for teaching staff or internal administrative staff. All employees who are involved in the recruitment 

process are required to fully understand this policy and procedure. 

Policy 

A strong recruitment policy and process is important in ensuring that all staff involved in the 

recruitment process are aware of the requirements for recruitment, to ensure all applicants are 

treated fairly. As such, all staff who are involved in the recruitment of teachers or other employees 

are required to be fully aware of this policy and procedure. 

Domain Group believes in equal opportunity for any individual who is applying for a role with the 

organisation. The integration of equity and diversity into all aspects of the workplace and study 

environment are described in the Equity, Diversity and Inclusion Policy. These principles apply 

within the recruitment process, and all staff involved in recruitment must have a full and 

comprehensive understanding of the Equity, Diversity and Inclusion Policy.  

It may also be required that during the recruitment process, other staff take on additional duties 

or responsibilities, where a need has been identified. It is the responsibilities of the recruitment 

team to communicate this clearly with the relevant staff member/s.  

All staff involved in the recruitment process must declare any conflicts of interest with potential 

candidates. This is essential to ensure that all candidates are treated fairly and equally, and that 

none face preferential or adverse treatment due to a conflict of interest. Depending on the nature 

of the conflict, staff may or may not be able to continue in the recruitment  

The following procedures for recruitment must be followed where there has been an identified 

need for new member of staff, either due to the creation of a new role, or due to another staff 

member leaving the organisation.  

Procedure 

Pre-Recruitment 

Prior to recruiting for a position, an informal needs assessment must be conducted to ensure 

there is a need to recruit, or to identify any viable alternatives that may meet the requirements. 

This should be conducted by the manager overseeing the position, for internal staff, or by the 
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relevant Academic Director for teaching staff, and may be made in consultation with other relevant 

staff as required. 

Where it has been determined that there is a definite need for recruitment, the role must be 

designed by the relevant staff. Where the position is replacing a previous staff member, this 

analysis and design phase may involve reviewing the duties and responsibilities of the role as it 

was conducted by the previous staff member, including whether any additional responsibilities 

should be added, or whether other staff may be better equipped to manage some components. 

For new roles, the position description must be designed, and analysed to ensure there is no 

overlap with other roles within the organisation. This process will help maximise the likelihood of 

a successful recruitment process.  

At this stage, approval must be given by one of the Domain Group Directors to proceed with 

recruitment. 

Recruitment 

Domain Group will advertise vacant positions through all relevant and effective pathways, to 

maximise the hiring potential by recruiting from a diverse and high quality field of candidates. The 

method of advertising the role will vary depending on the position, but may include social media, 

the Domain Group website, a recruitment agency, or a job finding website. 

Domain Group usually requires that applicants submit their CV in Europass format, along with a 

cover letter, explaining their suitability for the role. Once applications are received, Domain Group 

will review and store these in line with relevant legislation, including GDPR and local regulations. 

Applications received after the closing date, if one is specified, will not be considered except under 

extenuating circumstances.  

In some rare cases where it has not been possible to create a suitable shortlist of applicants, a 

position may be re-advertised. In these cases, a review of the advertising methods may be 

undertaken, to sample from a more varied and diverse pool of candidates. 

Shortlisting and Interviewing Panel 

Shortlisting and interviewing of applicants is conducted by a panel of staff, which will vary 

depending on the role for recruitment and availability of staff internally. Where possible, Domain 

Group ensures that the shortlisting panel and interviewing panel are comprised of the same 

members of staff. The panels will be comprised of staff from the following positions: 

 Domain Group Director/s (Chairperson) 

 Academic Director (English Domain or Domain Academy) 

 Quality Assurance Manager 

 Other relevant staff as may be required 

Once the closing date has passed, the shortlisting panel will review all valid, submitted 

applications for suitability. To be shortlisted, an applicant must have demonstrated how they meet 

the requirements for the role, including both education and experience, and how they can apply 
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these to the advertised position. Where applicants may not meet all of the education 

requirements, commensurate experience may be considered by the shortlisting panel. 

Unsuccessful applicants may not be contacted, but may follow up on their application and be 

advised on the outcome. All shortlisted applicants will then be contacted to advise them of the 

outcome of their application, and to coordinate interviews.  

Interviews must be conducted with at least three Domain Group staff present, selected as 

appropriate from the above list. Interviews should be well-structured, with questions planned in 

advance, and consistent between applicants. Questions will focus on the attributes, skills and 

experience relevant to the role, and may require the candidate to provide examples of these 

attributes. In some cases, candidates may be asked to provide a portfolio of work; however, this 

will be clearly communicated prior to the interview. 

Each member of the interview panel will record their assessment of each candidate, to determine 

the second shortlist, for the second round of interviews. Second interviews should follow the same 

guidelines as the first interview, but may ask more detailed questions on specific salient points or 

issues. At this point, if applicable, reference checks may also be made for candidates under 

consideration.  

Decision and Contacting Successful Candidate 

The selection decision will reflect the consensus of the interviewing panel, following first and 

second interviews, as the result of an objective assessment of each candidate and their ability to 

perform in the advertised position.  

Once a successful candidate has been selected, they will be contacted by a member of the 

interviewing panel to coordinate a meeting with a conditional offer for the role. This meeting will 

discuss the contracts, including salary, contract duration, start dates, probation period, and any 

other relevant entitlements or questions from the applicant.  

When the successful candidate has accepted the offer, all unsuccessful candidates who were 

interviewed will be contacted, to notify them that they were not successful. Where applicants give 

explicit permission, their details may be retain for future opportunities with Domain Group.  

 


