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Youth Start Limited is jectively to ensure that the
best candidates are p k‘:.'i people receive appropriate support and
mentorship. This Can -', procedures for selecting candidates for
warehouse placement

Candidate selection is a criticaly %T‘ffﬁ::'&*.‘/ ich young people receive support from

‘ . X SN . .

Youth Start and which candidi: ers re committed to ensuring that
selection decisions are made fa ination, and that candidates

This pp.lﬁ:}}épplip's’ to all candidates who & placemernts through Youth Start
lelgd and to all Gpl\ﬁ‘u}uls who apply fo ;

barriers to emplo QLR ) ge candidates from
certain backgrounds!We are;commi X tall candidates have
a fair opportunity'te & '
Scope
This Candidate Sele

e Allcandidates aged 18-24 who app se placements through Youth Start Limited

e All selection decisions made by Youth tart



This policy does not apply to:

e Candidates who do not apply through Youth Start’s formal selection process

e Selection decisions made by employers after candidates are placed (although Youth Start
supervises employer compliance with fair selection practices)

—

Legal Frame “
.
Candidate selectio ith the following legislation: ‘°~ .
£ ‘., e
Equality Act 2010: A1~ .

mination in the United Kingdom. The Act
7 %4 hout discrimina‘t.'gpn on the basis of

¥ 4
&/

The primary legislation §
requires that selection dé
protected characteristics.

Employment Rights Act 1

These Acts regulate the essi f - ing the selection process.
Candidate data must b S¢

candidate’s poteftialto-siicceed. [ Sio on protected
characteristics or herirrelevant fatc
. . ‘ SQD NPt o am o
Removing Barriers: WpN X
We recognise tha&; ,
to removing these Barfiers a

particularly young peop'le‘from di

Transparency:
processes. Candidates are informed of the

criteria used to make selection decisions ¢ \ H en feedback on their application.



Consistency:
We apply selection criteria consistently to all candidates. We do not apply different criteria to
candidates with different protected characteristics or backgrounds.

Proportionality:
We ensure t iteria are proportionate and directly related to
impose unne prtionate requirements that may disadva

e do not
in candidates.

.
L)

0 selection processes to ensure fhat

eristics are not disadvantaged.
)( 4 )

Reasonable Adj
We make reasonal’
disabilities or other f

ates with

Candidate-Centred Af :
We take a candidate-ce O s' : on, 0 'S|der|ng the cand‘%ate ’s individual
circumstances, potential, -v 1‘ ‘*“% ss not only whettl er the candidate is
suitable for the role, but als@ i
candidate may need to suceg

Selection Crlterla

Essential Criteria

Essential criteria are sk
perform the role. Candid

at are necessary for the candidate to
iteria to be selected.

e Age 18-24 (as per Youth'S °
e Righttoworkin the Unlted K
Amu_ty o work sgfely ina warehou S
* Basmlitera humeracy skills
e «Reliability an commltment to the
V’lllmgne to eng '

ge ith mentors

2 \3

Essential Crite -‘f-"r ;b\i ent with
\ . ; \4 :

e Relevant expefi ‘Y- g 'catio

e Commitme !\-\..

e Ability to wal
« Reliability ant;pe oS
e Willingness to Comply

Desirable Criteria

Desirable criteria are skills, qualifications, @ or m that would be beneficial for the candidate
to have, but are not essential. Candidates'do'r to meet all desirable criteria to be selected,
but candidates who meet more desirable criteria may be ranked higher.



Desirable Criteria for Warehouse Placements:

e Previous warehouse or logistics experience
e Forklift certification or other relevant certifications
e Customer service experience

e Team :
e Proble
e Willingne 21 training or qualifications A

Desirable Criteria ith Youth Start: - s ou
4 } £ . “

E £
Y

B
. % ble groups

e Coachingorme

e Experience worki
e Experienceinrecru
e Knowledge of safegua
e Experience in the wa
e Commitmenttoe '-ll ;

< . \
Selection criteria are de I what skills, qualifications, and attributes
are necessary and des “the ro employers, mentors, and other

1sadvantage candidates with
as {(u‘”f.&u characteristics
Ji ely ‘! ccupatlonal

Selection criteria are develop 'to.
protected characteristics. We do h
(such as age race, rellglon or disability) ©

reqwrguﬁen»t§ » '

\ - i - ’:"‘?-',
Pro;%rtlonate 1‘ Q{ W \
'

Select‘o.p criteria are roortlonate and di
or disproportionate reg lirements.

hpose unnecessary
\

. iy
Reviewed and U} ‘ ‘
Selection criteria@a

. s :
best practice guidanCe ‘ .m. .-.“ -
b N s ah-s\\;{.‘

role, the business, or

A &

Selection Procé
Stage 1: Application

Application Form: ‘
Candidates submit an application form that feq “w nformation about their background,
experience, skills, and motivation for the role.



Information Requested:

The application form requests information that is relevant to the selection criteria, including: -
Personal details (name, address, contact information, date of birth) - Education and qualifications
- Employment history - Skills and experience - Reasons for applying - Support needs or reasonable
adjustments required

Accessibility?
The application
request. We prov

accessible formats (such as large pril
1didates who need assistance corppre

, or audio) upon
form.

Deadline: £ ” - s Ve

A clear deadline is se Candldatesvelre informed of the d / line when they are
invited to apply. T 'l‘ s, 2
Acknowledgement: "@ 4"‘ % 4

We acknowledge receipt of @
steps in the selection proces

- >

de candidates with information about the next

Stage 2: Shortlisting

Shortlisting Criteria: :
Shortlisting decisions & ase set out in'tk escription. We assess
each application agai 7 i

Objective Assessme
Shortlisting is carried o pplication against the same criteria and do

not make decisions base ,. G : '_ > ristics o \~ her irrelevant factors.
e : i / A
A = ‘ /
Blind Shortlisting: D gm N\
Where possible, we use blind sh rtlis

forms) to reduce the risk of unconsciou

Scorin'g:‘ "N » '.
We L%e a scoring's téﬁn to assess applic

scorede‘onsisten Y croe_s all application
4 '

ovingnames from application
)

Each criterionis

. . .‘.l
Consistency: ;4 ',_‘

Shortlisting is carried ot ’P team of at l¢
the risk of bias. B6t 3
assessments.

\‘.'.
tency and to reduce
len compare their

Recording:
We record the re

fors , enables us to provide
feedbacktounsuc eSsful.candid Ol K terns of bias.

Feedback: h\ b
We provide feedback to candidates who are , ts O

.. ed, explaining which selection criteria they
did not meet and suggesting areas for -"\"7: r '
e Iy “



Stage 3: Interview

Interview Invitation:

Shortlisted candidates are invited to interview. The invitation includes information about the
interview format, the date and time, the location (or virtual meeting details), and information about
the intervie

Interview For
Interviews may bé
circumstances and

rson, via telephone, orvia V|deo call‘d gon the
preferences.

. ? ~
Interview Questions x X A &
Interview questions are ectlonocn;é'l'\a and are designed tg,assess the candidate’s
suitability for the role. Al sked-th ' same core questlons to ensure consistency.

Interview Panel: .
Interviews are conducted b X ivi 3 srepossible, the panelincludes
individuals from diverse bagk ! I
Reasonable Adjustmen ‘f-;
We make reasonable adjus &
disabilities or other prote: e S -‘ y 1 -or example we may: -
Provide addltlonaltlm [ ;Allow candidates to bring support
workers or mterpreter r nti )le locations - Provide interview questions
in advance - Allow can ‘@« ates t - rec interview

Interview Assessment: \.ff
The interview panel assesse 3; !

_ '»;", on criteria. Each panel member
scores the candidate independent 4

- e
oA oMy ﬁ,.'ae and discussed.

AV" A
Recording:

We reco-rd;h reasons for assessing each

enablés us t pllbv:}e‘fﬂedback to candidzé

Feedback: ot WA ,
We provide feed hac to all didates aft ining yerformed against
d'suggesting areas : \

> for the role. This

4

the selection criteriaand s

\’: S ’Q b“\'"

Stage 4: AdditiGRERASEESSATeNt (if re
Y TS P

Practical Assess ? its = n-:,—f\\;:f~.>},~

For some roles, we;ma ‘," ; '

perform key tasks. For gxampt

to work safely in a warghouse'

didate’s ability to
‘assess the candidate’s ability

4

Psychometric Tests:
We may use psychometric tests to assess th
we only use validated tests that are approp
discriminate against candidates with proteet

:i date’s skills, abilities, or personality. However,
‘. ﬂ candidate group and that do not
cted c teristics.



Group Exercises:
We may conduct group exercises to assess the candidate’s ability to work as part of ateam and to
communicate effectively with others.

Reasonable Adjustments:
We make reaganaableadibstments to additional assessments to ensure t
disabilities or paracteristics are not disadvantaged.

tes with

.

Feedback: .
We provide feedba on their performance in addltl-onbl as ents.
. g v
Stage 5: Selection o P "
. £ o
Decision Making: et 2 P

Selection decisions are m
process. The team reviews &
decision about which candid

5 ho have been |9\’rdlved in the selection

ed during the seldtlon process and makes a

Selection Criteria: : p
Selection decisions are b >rite et out i
each candidate agalns ‘
who best meet the cri

iption. We assess
ia and Select the-candidate or candidates

Candidate Fit: b
i lection criteria, but also whether the
candidate is a good f|tf "{ role and t e consider the candidate’s values,

motivations, and potentl LC

"‘h

Support Needs: 4 )

We assess the candidate’s supp rtn eed ‘mentorship and support the
YA )

candidate may need to succeed in the ro

Diversity: ™ J » " ‘s

We consider the di rgiy,of the candidate

backgfoynds to prem ’ote)diversity andinc
‘ '

from diverse

Recording:
We record the re
feedback to uns

v

4 ‘ .
les us to provide

Stage 6: Offer a

Offer Letter: : Il
We send an offer lette "o thes cludes: - The role title and
description - The employer name ; an( efits - The start date - The
duration of the placement or employments Co ditions’o offer (such as satisfactory
background checks or references) - Infor f;\ n ‘ utithe mentorship and support provided by

Youth Start 7\
'*:.g."'V H



Conditions:

Offers may be conditional on: - Satisfactory background checks - Satisfactory references -
Satisfactory health checks (if required) - Right to work verification - Acceptance of the employment
contract or placement agreement

their acceptance of the offer withina s eframe

(usually 5 worki “l

Rejection: *
record this and, consider whéthert

If the candidate dec
candidate on the sho

rthe role to the next

Assessing Candidate <

Skills and Experlence v

Essential Skills:

We assess whether the e
’o
skills that are necess 0
0% %
Desirable Skills: ..'!2:‘d ' ‘

We assess whether the !’t‘
the role. Desirable skills'

at would enhance their ability to perform
not essential.

Transferable Skills:
We assess whether the candidate 5 f wﬁ.r- "~ 1S roles or experiences that
could be applied to the new role ' \/ "» ‘:

Skills Development:

We asste‘ss'fhé oandld ;a S potentlalto de

f fo engage in
trainifig and devel }
O

R
Motivation and ‘

Motivation for
We assess the -“,
interested in the r@

are genuinely
litable for them.

Motivation for the Orge
We assess the canbidateis
Start’s mentorship pre oF
mission and values.

gaging with Youth
tted to Youth Start’s

\

Commitment to Development: .
We assess the candidate’s commitment t6.pe
candidates who are willing to engage with met
improve their skills and prospects.

&
land professional development. We look for
hip'and support and who are motivated to



Reliability:
We assess the candidate’s reliability and commitment to the role. We look for evidence that the
candidate is reliable and will commit to the role.

Potential and Attitude

Potential to €
We assess the @
potential to perfo

tial to succeed in the role. We lookfor c who have the

pgress in their career. . K
.

2 Y V .
work. We lO{)K%dl; candidates who |

Attitude to Work:
We assess the candid
and who are willing to

e a positive attitude

Attitude to Learning:
We assess the candidate’s ¢
willing to learn new skills and

Resilience:

Reasonable Adjustments: ‘ _
We assess what reasonable adjust nen 2fable the candidate to
succeed.m‘}he role :

pﬂrt‘

(\l<

Me rshlp and S

We assess what
.

andidate succeed.

A
Unconscious -p'\‘ A :: R
PaN a gy e

S _ \derstanding, actions, and
decisions in an unconscious ) discrimination, even when we

do not intend to discriminate.

Examples: L
Examples of unconscious bias in candidateisete
certain backgrounds are less capable - Assum at candidates with disabilities cannot perform

certain tasks - Assuming that candidates from certain age groups have particular characteristics or



abilities - Making assumptions based on someone’s appearance, accent, or name - Preferring
candidates who are similar to existing staff members

Addressing Unconscious Bias:
We are committed to addressing unconscious bias in our selection processes. We: - Provide
training to al paembeksHdayvolved in selection on unconscious bias - U ed selection
processes (s d questions and scoring systems) to redu ortunity for
bias - Use blind iques where possible - Involve diverse s panels - Review
selection data reg any patterns of bias - Encourage s‘;aﬁ rs to reflect on
their own biases a ased behaviour in others | ,'.' .

Protected Charact®8

" ®e o

Prohibited Discriminati Do = g/

We do not discriminate on lecte h %

Gender reassignment - Mar ‘ ,

colour, nationality, ethnic a 3 ief (i dinglack of bellef) Sex -

. . o
Sexual orientation [72%

{

] cteristics, mcludmg Age Dlsablllty-

Reasonable Adjustm : A‘-
We make reasonable g ;,ﬂf . ,-:"' aticandidates with

disabilities or other prof d ch i advantaged.
i \

Genuine Occupations 'T.L.
In rare cases, a protec :-? [ e occupational requirement for arole. In
such cases, we clearly State ren Jjob description and ensure that it is applied

consistently and fairly. N '

Structured Processes

Standardised Questions:
We usg,smc.lfrdlsed mterwew questlons

are ﬁed the saqug questlons toens
Scorn@ystems - WA ‘ '
We use scorlng syste ess candid ion,¢ oring systems help
to ensure that ass objective % '

1 rla All candidates
P portunlty for bias.

Documentation:% =¥ \ i
We document the re2 sons f O S election dé
identify any patterns of = ““{ =

d to enable us to

Review: ;
We review selectlon da ta reg

Nination or bias. If patterns are
identified, we investigate and take .




Feedback and Communication

Feedback to Shortlisted Candidates

Interview Feedback:
We provide feggbae peatbeandidates who are interviewed, explaining h
the selection @ ting areas for development.

rmed against

Constructive Fe .

Feedbackis const
and which areas co

ic. We explain WhICh selection cflter andidate met well

o’~

Suggestions for Deve
We provide suggestions
of success in future appli

Feedback to Unsuccess§

Reasons for Rejection: ,;"3?
We provide feedback to r\‘;
did not meet. ,,»

, expla hich selection criteria they

o5
Specific Feedback: '.f;f»‘ S
Feedback is specific ‘1 B { Ne do not provide vague feedback such

»
T8
\“

Suggestions for Developrie!
We provide suggestions fon}
of success in future ap'plica i - :

as “you were not suitak

,ﬂu_ ir skills and improve their chances

)’ ',
b INOL N

- B
Encouragement: TV 2 f\vﬁ 8 b’wg

We encq;.rrage unsuccessful candidates t terested in working

with Yﬁ‘U‘th‘étﬁrt’or in engaging with Youth | ‘ 8., i ;“

Communication
ot

Offer Letter: (A -"
</m

We send an offe “’5._,‘ ) 1 ‘{\ slected ca
‘.\‘ ‘\
start date, and an ‘conditions, ™|

'th;\Selected Canc

\

s of the role, the

Onboarding:
. N . | N A - gl v

We provide selectedcar didate nformation.apout the er, and the support

that Youth Start will provieies “aa 0 i

\
il
-y

Mentorship Arrangements: . > »
Yat will be provided during the 12-week

We provide information about the me
placement or employment period.




Employer Involvement

While Youth Start makes selection decisions about which candidates to place with employers,
employers have their own responsibilities in relation to candidate selection.

Employer |
We consultw t the skills, experience, and attributes re
Employers pro selection criteria and the selection proc

L

he role.

e selection decision.
ons are fair and non-

erview process and may ha\l‘ehput i
ility for ens‘urlng,that selection dec

Employers may be i
However, Youth Start
discriminatory.

Employer Responsibilitie :
Employers are responsible ‘ candidates’ suitability for the
role - Making their own emp , i i ployment law and safeguarding

Legal Basis:
We prooe:;;g candldate data on the baS|s t
sele§on We'have l‘%ﬂ\mate interestin
suit ‘|‘l|ty for roles; .

Consent:

We obtain consen
what data will "

yoses of recruitment and
ess candidates’

Ire informed about

Transparency: _ “ 5
We provide candid es v ith-clear inft 12} | apro ctices. We have a
privacy notice that s | ' ok :

Candidates have the nght to acc S el toreq est correction of inaccurate



Confidentiality

Restricted Access:
Access to candidate data is restricted to staff members involved in the selection process. Staff
members are required to treat candidate data confidentially.

Confidential
All staff membé
them to treat ca

2ction are required to sign confldentlallt
dentially.

nts that require

2

Secure Storage:
Candidate datais sto
USB backup drive.

* v
)

r CRM s‘.Lystem'(Z,ohoCRM and on ssword-protected

Secure Disposal:
Candidate datais securely € erete 1 period has expired. We retain candidate data
for 12 months after the sele dic

case data is retained in accer

Responsibilities

Data Protection Lead: |

Nick Calin (contact@y '{i‘!’, ": 1k responsible for overseeing candidate
selection, ensuring co plia this ployment law developing selection criteria,

‘.

The selection panel is responS|b mvﬁﬁ* g candidates against the
select|on crlterla and making recomme 1 5t 0 select.
RecrLti‘tmentStaff : LT

Recruitment staff g i ceiv 1owledging
applications, shortlig . ' i C ation, and providing
feedbac (€ XA

Employers = . & :

Employers are respansiblé forproviding i ion/crite Sipating in interviews
(if appropriate), makin g1 ‘;-b‘t :‘;}.\ e tes’ sl complying with
employment law. T . : (B

Candidates: -

Candidates are responsible Te applications, attending




Related Policies

This Candidate Selection Policy should be read in conjunction with the following policies:

Relevant Legislatigp®
This Candidate SelectionP:

e Equality Act 2010 3565

o Employment Rights Actil¢

e Data Protection Act 2018 %

e UK General Data Protection Regula
v Al S e

o_rRehanilitation of,@ffenders Act 19

» \
&‘Human Rigq‘sﬂtﬂ 998
et v\
A J

Data Protection L€ ]
Nick Calin



