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Thank you very much for agreeing to take part in our selection process as an External 
Assessor.  The University greatly values and relies upon external and specialist views when 
making senior appointments. 
 
Keele recognises that its employees are fundamental to its success and we are committed to 
the principles and practice of equality and diversity.  We strive to provide a positive, inclusive 
culture based on respect for individuals' differences.  In addition, as a public sector 
organisation, the University is required by law to eliminate discrimination and promote equal 
opportunities. 
 
We acknowledge that recruitment and selection is a key public relations exercise and that we 
need to ensure that our processes are professional and fair.  All Keele staff involved in the 
appointment of University employees are made aware of the importance of providing a fair 
and equitable recruitment and selection process via mandatory training. 
 
Keele aims to ensure that all our appointment panel members, both internal and external 
understand the importance and impact of Equal Opportunities legislation and the use of best 
practice.  To this end, we would appreciate you spending a few minutes to read through the 
attached guidance.  I expect that you will have been provided with Equal Opportunities 
guidance from your own organisation; however, if you would like any further information 
about Keele’s approach and practice, please let me know. 
 
Thank you once again for your participation in this process. 
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RECRUITMENT AND SELECTION 

 
GUIDANCE FOR EXTERNAL ASSESSORS 

 
 
 
 
CORE PRINCIPLES 
 
Keele University endeavours to recruit and select staff in accordance with the following core 
principles:- 
 

 The University will endeavour to attract and recruit the best candidate for each job. 
 

 All applicants will be treated with respect and dignity and will be subject to a fair, equitable 
and transparent selection process 

 
 All recruitment and selection processes will comply with the University’s legal obligations 

including Equal Opportunities and immigration legislation. 
 

 The University will ensure that anyone directly involved in recruitment and selection of staff 
for the University will have received the appropriate training and be familiar with current 
statutory requirements and best practice. 

 
 All personal information will be treated confidentially and only used for the purposes stated, 

in line with the Data Protection Act (1998). 
 
Keele University is proud to be a multi-cultural community.  As set out above in the Core Principles, 
equality and diversity values are embedded into all aspects of the recruitment and selection 
process: discrimination at any stage will not be tolerated. 
 
DISCRIMINATION 
 
Keele University is committed to the principle and practice that no one is discriminated against, 
either directly or indirectly, because they have, or are thought to have a protected characteristic or 
because they associate with someone who has a protected characteristic.  
 
Those protected characteristics are age, disability, gender reassignment, marital status and civil 
partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation  
 
APPLICANTS WITH DISABILITIES 
 
Keele University is signed up to the government’s Disability Confident scheme.  One of the 
commitments of the scheme is that all applicants who declare that they have a disability wish to 
partake in the scheme and who meet essential criteria will be guaranteed an interview. 
 

 
 
 
 
 
 
 
Applicants, under this scheme, will disclose on their application details of any adjustments they 
require at any or all stages of the process (shortlisting, interviewing, and tests) 
Where an applicant has stated that they need reasonable adjustments for either the interview or 
the job, the Chair of the panel is advised to seek advice from the Human Resources Link team. 
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APPLICANTS ON THE REDEPLOYMENT REGISTER 
 
All staff at risk of displacement are listed on a Redeployment Register held in Human Resources.  
Redeployed staff who apply for a vacancy are guaranteed an interview as long as they meet the 
essential criteria. 
 
THE SELECTION PROCESS 
 
The Chair of the Appointment Panel is responsible for the entire selection process. 
 
Short-listing 
 
Short-listing will be carried out by the Appointment Panel only and all members’ views considered.  
Where it is not feasible for everyone on the panel to meet, the Chair will arrange for views from 
each member to be provided by another means e.g. by email. 
 
Short-listing decisions must only relate to the criteria on the Person Specification.  The Chair of the 
panel is responsible for checking this and will keep a record of the decisions. 
 
Assessment Activities 
 
The three most common assessment activities used by the University are interviews, presentations 
and ability/aptitude testing.  Advice and assistance on the latter is provided by Human Resources 
who will advise on whether the proposed assessments are relevant, fair and free from bias. 
 
Where teaching comprises part of the job (and is listed on the Person Specification) candidates 
may be asked to give a teaching presentation.  All will be given a clear brief against which to 
prepare and present.  The Chair of the panel will select relevant individuals to attend the 
presentation and answer specific questions based on the candidates’ brief and the Person 
Specification.  Structured and focussed feedback from the presentations will be provided to the 
Chair of the appointment panel to be fed into the selection process. 
 
In non-teaching roles, candidates may be asked to make a presentation to the appointment panel 
at or before the interview.  The ability to present must be relevant to the job and, therefore, listed 
as a skill on the Person Specification.  The candidates will be given a clear brief on the subject of 
the presentation (which should be relevant to the job) and sufficient time to prepare. 
 
The Chair of Appointment Panel (with advice from the relevant Human Resources Link team where 
necessary) will ensure that all selection processes are not discriminatory. 
 
Where candidates are expected to present or undertake ability/aptitude testing they will have been 
advised of this in advance of the interview. 
 
Interviews 
 
The Chair of the panel will allocate areas of questioning and, as an External Assessor, it would be 
usual to expect that you will be allocated questions relating to your area of specialism.  All 
candidates should be asked the same basic questions although follow-up questions may differ 
according to the response given: all questions, however, must relate to the job.  Applicants should 
not be asked any health-related questions.  Please hand any notes you make during the interviews 
to the Chair of the panel at the end of the process.  A master copy will be made for retention and 
all other notes destroyed. 
 
 
 
 
 
 
 



Page 4 of 4 

References 
 
At Keele, the processes for requesting and using references for academic and managerial jobs 
differ.  For managerial roles references are only be requested for the successful candidate and  
used to validate the final decision.  For academic jobs, references are often requested for all the 
shortlisted applicants, but again, they should only be used to validate decision-making. 
 
The panel should always bear in mind that any personal opinion made by a referee may be 
prejudiced, biased or discriminatory.  It therefore follows that any decision based or part-based on 
such an opinion is open to challenge. 
 
References are provided in confidence and will only be circulated to the appointment panel. 
 
MONITORING AND EVALUATION 
 
The University has a legal obligation to monitor and evaluate equality issues throughout the 
recruitment and selection process.  In addition to this, Keele will monitor and evaluate the process 
in line with the core principles stated previously.  Records made at each stage of the recruitment 
and selection process will be retained by Human Resources. 
 
Thank you once again for assisting Keele by providing the University with your knowledge and 
expertise in this recruitment process. 
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