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1. Purpose of Policy  

Effective recruitment and selection procedures are essential in attracting and retaining high 

quality staff. For recruitment and selection procedures to be effective, it is essential that they 

are fair, rigorous and transparent. It is the Policy of Carlow College, St. Patrick’s (hereafter 

Carlow College) to ensure that the best candidate for the job is selected. Individuals will be 

selected on the grounds that they are the most suitable candidate for the role. Job applicants 

must be treated no less favourably on the grounds of gender, civil status, family status, sexual 

orientation, religion, age, disability, race or membership of the Travelling community. 

Recruitment and selection of employees is operated in accordance with the principles of Carlow 

Colleges’ equal opportunities statement and the Employment Equality Acts 1998–2015, as well 

as policies such as Equal Status Acts 2000-2015, Disability Act 2005, Freedom of Information 

Act 2004, and Data Protection Act 2018. 

2. Scope of Policy  

http://www.irishstatutebook.ie/1998/en/act/pub/0021/index.html
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The Human Resource Office supports the College’s strategic objective of recruiting and 

retaining the best staff. It is specifically responsible for ensuring that recruitment is conducted 

in a manner, which attracts and identifies the most talented people and in compliance with all 

employment legislation and College policy. This Policy and its subsequent and/or related 

procedures covers all activities that form part of the recruitment and selection process. 

This Policy covers all staff areas and appointments within the College. 

3. Policy Statement  

Carlow College is an equal opportunities employer, which is committed to providing equality 

and opportunity to all.  The College is dedicated to promoting fairness, following good practice 

recommendations and codes of best practice, thus ensuring fair opportunities for internal 

promotions and across all other roles.  Furthermore, the College is dedicated to ensuring that 

no roles will be filled, unless all recruitment practices and procedures have been followed. This 

policy covers all Academic and Professional Support and Services appointments.  

The objective of effective recruitment and selection is to employ the right people with the right 

skills whilst at the same time complying with recommended best practices and legal 

requirements. Carlow College invests considerable time and financial resources into the 

recruitment process therefore it is important to achieve a satisfactory result for both the 

candidate and the College. Successful recruitment depends on the success of each stage of the 

recruitment process.  

The Colleges Recruitment and Selection processes and procedures are designed to ensure the 

primary objective of assessing a candidate’s suitability for the role for which they apply.  

Unconscious bias can however influence individual’s decision making when selecting 

candidates.  The college is therefore committed to ensuring that all line managers and panel 

members undertake the necessary unconscious bias training. 

This Policy has therefore been designed to increase the chances of successful recruitment while 

ensuring fairness, effectiveness, transparency and equality for all involved during the 

recruitment process. In filling any vacancy, both Line Managers and staff will be expected to 

follow a systematic process designed to ensure the most cost-effective deployment of the 

Colleges’ current and potential employees (see Recruitment and Selection: Practices & 

Procedures). For Line Managers, please see Recruitment Guidelines for Managers.  

4. Roles and Responsibilities  

4.1 Human Resource Office 

The Human Resource Office holds responsibility for this Policy and any subsequent and/or 

related practices and procedures thereafter. These responsibilities include, but are not limited 

to:   

 Liaise with the ‘hiring lead’ (e.g. Supervisor, Line Manager, Programme Directors, 

Assistant Registrar, Vice President for Academic Affairs and Registrar, Director(s) and 

President) to plan and prepare the recruitment process; 

 Management of the recruitment process; 

 Advertising and circulation of vacancies; 

 Gaining sign off and approval from the relevant hiring lead and President; 
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 Provision of professional support and advice to the Selection Committee to ensure that 

the most suitable and qualified candidate(s) is identified;  

 Provision of support, guidance and advice to managers and candidates in relation to the 

recruitment process; 

 Interpreting terms and conditions of employment for both candidates and Selection 

Committees;  

 Providing guidance to the Selection Committee on College procedures and fair 

employment practices;  

 Maintaining appropriate records of the recruitment process;  

 To ensure that all posts reflect the business needs of the College and that all decisions 

within this policy and its subsequent practices and procedures align with Carlow 

College’s strategic plan and organisational structures; and  

 Make the initial provisional offer, carry out pre-employment checks offer the formal  

contract  

The HR Office will endeavour to ensure that the College Recruitment and Selection process is 

conducted in a timely manner, whilst adhering to the College’s policies and governance 

requirements.  

4.2 Line Managers 

The relevant Line Manager’s responsibilities include, but are not limited to the following:  

 To ensure employees are aware of the College’s recruitment policy and procedures; 

 To provide information, guidance and support to an employee who demonstrates 

interest in an advertised role; 

 To prepare any necessary documentation i.e. job descriptions etc.; 

 To sign any necessary documentation in relation to the recruitment process, procedures 

and activities; 

 To promote an environment of equality, diversity and inclusion which supports staff; 

 To adhere with the recruitment policies and procedures; 

 To assist the recruitment and selection process and attend interviews where necessary; 

 Make themselves available to sit on interviews as far as is reasonably practicable to 

ensure the prompt completion of the interview and recruitment process; and 

 To ensure that all new starters are welcomed and inducted appropriately to the College 

and relevant department. 

4.3 Employee/Candidate Responsibilities 

a) To familiarise themselves with the recruitment policies and procedures. 

b) To adhere with the recruitment policies and procedures. 



 

Page 4 of 48 
 

5. Associated Documentation1 (Click on link to bring you directly to the relevant 

documentation and forms) 

 Recruitment and Selection: Practices and Procedures 

 Strategic Human Resource Planning Process 

 Recruitment Guidelines for Managers 

 Recruitment Request Form (RRF) 

 Example of Criteria/Ranking Form 

 Example of Shortlisting Form 

 Sample Job Description 

 Exit Interview Form 

 Double Employment Form 

6. Referenced Policies  

 Data Protection Policy 

 Dignity and Respect Policy 

 Equality Policy 

 Freedom of Information Policy 

 Garda Vetting Policy 

 Performance Management & Development Policy 

 Probation Policy 

 Records Management Policy 

 Workload Allocation Policy 

 Code of Conduct Policy 

 Gender Identity and Expression Policy (in development) 

7. Monitoring and Review  

The Policy will be formally reviewed on an annual basis by the HR Office to reflect any 

legislative changes. Staff will be informed through regular email communication and through 

the staff portal regarding any updates to it. A number of policies are currently in development 

which will support this policy. 

Employees found to be abusing this policy and its subsequent and related practices and 

procedures will be subject to the organisations disciplinary action up to and including 

dismissal. 

                                                      
1 Another important document that is uniquely tied to this Policy is the Employee Handbook and the Induction 

Handbook (currently under review).  

https://carlowcollege.ie/about/leadership-structure/data-protection/data-use-security-guidelines/
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/about/leadership-structure/freedom-of-information/
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/about/leadership-structure/data-protection/data-use-security-guidelines/
https://carlowcollege.ie/about/leadership-structure/quality-assurance/
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/policies-a-z/


 

Page 5 of 48 
 

  

 
 

Recruitment and Selection Handbook 



 

Page 6 of 48 
 

Table of Contents 

Recruitment and Selection: Practices & Procedures ............................................................ 8 

1. Establishing a Vacancy ................................................................................................. 8 

2. Approval of Vacancies .................................................................................................. 8 

3. Job Description.............................................................................................................. 8 

4. Drafting the Job Description & Person Specification ............................................... 8 

4a. Person Specification ................................................................................................... 9 

5. Reviewing and Updating Job Descriptions ................................................................. 9 

6. Authorisation of a Post ................................................................................................. 9 

6a. Management Steps ................................................................................................... 10 

7. Role Advertising .......................................................................................................... 10 

7a. Procedures for Advertising ..................................................................................... 10 

7b. Advertising Guidelines ............................................................................................ 11 

8. Shortlisting / the Selection Committee ...................................................................... 11 

8a. Conflict of Interest ................................................................................................... 11 

8b. Changes to Selection Committee ............................................................................ 12 

8c. Procedures for Screening / Shortlisting ................................................................. 12 

8d. Role of the Selection Committee when shortlisting .............................................. 13 

8e. Guidelines to Selection Committee when shortlisting........................................... 13 

8f. The Selection Committee will: ................................................................................. 13 

9. The Interview Process................................................................................................. 14 

9a. Interview Preparation ............................................................................................. 14 

9b. Other forms of assessment ...................................................................................... 14 

9c. Information to Candidates ...................................................................................... 15 

9d. Procedures for the Interview Process .................................................................... 16 

10. Recruitment Ranking and General Information ................................................. 17 

11. Appointments ........................................................................................................... 18 

12. Referee Reports ....................................................................................................... 18 

13. Provision of References ........................................................................................... 19 

14. Medical Reports....................................................................................................... 19 

13a. Procedures for Medical Reports ........................................................................... 19 

15. A Verification of Qualifications ............................................................................. 19 

16. Garda Vetting .......................................................................................................... 20 

17. Interview Feedback ................................................................................................. 20 

18. Post Offer and Contract of Employment .............................................................. 20 

19. Induction Training .................................................................................................. 21 

20. Career Development ............................................................................................... 21 



 

Page 7 of 48 
 

21. Promotion ................................................................................................................. 21 

22. Confidentiality ......................................................................................................... 21 

23. Equal Opportunities ................................................................................................ 21 

24. Interview Records ................................................................................................... 22 

Strategic Human Resource Planning Process ..................................................................... 23 

Introduction ........................................................................................................................ 24 

Step 1: Assess current HR capacity .................................................................................. 25 

Step 2:  Forecast HR requirements .................................................................................. 25 

Step 3: Part 1 - Requesting Additional Resources .......................................................... 25 

Step 3: Part 2 - Recruitment and Selection Process........................................................ 26 

Review and evaluate .......................................................................................................... 26 

The Recruitment and Selection Lifecycle ............................................................................ 27 

Recruitment Guidelines for Managers ................................................................................. 28 

Phase 1: Establishing a Vacancy ...................................................................................... 28 

Phase 2: Approval for Vacancy ........................................................................................ 28 

Phase 3: Advertising the Vacancy .................................................................................... 28 

Phase 4: The Interview Process ........................................................................................ 28 

Phase 5: Induction.............................................................................................................. 28 

General Information .......................................................................................................... 28 

Unconscious Bias Guidelines for Managers and Staff ........................................................ 29 

What is Unconscious Bias? ................................................................................................ 29 

Common Types of Unconscious Bias in Recruitment and Selection ............................. 30 

Other biases .................................................................................................................... 32 

Examples of Unconscious Bias ...................................................................................... 32 

How to manage bias in the recruitment and selection process ...................................... 33 

Unconscious bias and the job description ........................................................................ 33 

Recruitment Request Form (RRF) ....................................................................................... 35 

Composition of Interview Boards ......................................................................................... 37 

Example of Criteria/Ranking Form ..................................................................................... 38 

Example of Shortlisting Form............................................................................................... 39 

Sample Job Description ......................................................................................................... 40 

Mission Statement .............................................................................................................. 40 

Vision ................................................................................................................................... 40 

Our core values are:....................................................................................................... 41 

Exit Interview Form .............................................................................................................. 44 

Double Employment Guide and Form ................................................................................. 47 

 



 

Page 8 of 48 
 

Recruitment and Selection: Practices & Procedures 

Recruitment and Selection: Practices & Procedures 

 

1. Establishing a Vacancy 

The recruitment and selection process is initiated once a vacant post is identified (see 

Recruitment Guidelines for Managers). This can be either:  

a) Creating a new position or  

b) Backfilling a vacant existing position.  

The first task is to clarify exactly what the post holder will do, and then prepare a job 

description. This is done by reviewing the role, tasks, manager expectations of the role, and 

discussions with current post holders (where and if applicable). If it is an existing position, 

consider whether the job has changed, and whether the job description needs to be updated to 

accurately reflect what the person in the post will now be required to do. 

2. Approval of Vacancies 

All vacancies within the College must be sanctioned and approved by the President with HR 

and the relevant line manager contributing to all meetings in relation to recruitment needs.  All 

roles must also be signed off from a financial perspective by the Director of Operations.  In all 

cases budgetary considerations are taken into account. Objective criteria must be developed 

and all posts require the presentation of cases, including a full job description, by the relevant 

line manager establishing the need for a vacancy. This can be achieved by managers completing 

the Recruitment Request Form (RRF).  

 

3. Job Description  

The job description can be used for a variety of purposes, including: 

a) Recruitment  

b) Job Grading  

c) Clarification of roles and responsibilities  

d) Developing and reviewing performance 

A clear description of exactly what is required of the position will enable the College to select 

the most suitable candidate for the post. Human Resources and the Hiring Lead will liaise on 

this.  

4. Drafting the Job Description & Person Specification 

The job description will describe the overall responsibilities of the role and the key tasks 

involved in doing the job. Each job description will state that the organisation reserves the right 

to request an employee to be flexible in his or her duties when the business need requires it. 

The job description should focus on the purpose of the post and the principal responsibilities.  

This means identifying what the position needs to achieve but not the exact method by which 

the work is done. 

The College’s job description template should include the following information:  
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a) Position information such as role title / contract type / hours of work / days of work, 

function / reporting line.  

b) A function overview, or statement, summarising the nature and responsibilities of the 

function. 

c) A role overview, or statement, summarising the nature and purpose of the role.  

d) A list of the key responsibilities.  

e) A list of the College’s benefits applicable to role i.e. Academic / Business roles. 

 

4a. Person Specification 

The person specification will identify the personal attributes that the jobholder must possess in 

order to be capable of performing the job to a high standard. The person specification will 

include the qualifications necessary for the job, skills, personal attributes and experience. The 

organisation aims to measure experience through the quality of the experience gained and not 

the quantity of experience in years. Each person specification will outline the criteria that are 

essential for the role and any criteria that may be desirable: 

 

a) A list of required qualifications (if required). 

b) A list advising on the experience required for the role. 

c) A list of the required skills and competencies of the role. 

d) Links to other supporting information relevant to perspective candidates. 

* Please note that as part of Carlow College’s Recruitment Policy, it is a condition that all offers 

of employment are subject to two satisfactory employment reference checks, Garda vetting and 

evidence of qualifications.  Please see the Garda Vetting Policy for further information. 

*Personal data will be processed in accordance with our Privacy Notice for Employees.  

*A job description template has been developed to assist with the compilation of this 

information (see Sample Job Description).  

5. Reviewing and Updating Job Descriptions 

a) The job description is a snapshot of the post at the time it was written and should be 

reviewed for accuracy on a regular basis.  

b) While job descriptions are usually future focused, they still become outdated as the 

duties and responsibilities of the job change. Job Descriptions must be reviewed in all 

instances where the post becomes vacant and before any recruitment, action is initiated.  

c) Where significant change has occurred to a post over time, it is essential that the 

relevant line manager contact Human Resources who will assist in the reviewing, 

providing support and guidance re next steps of the role. 

6. Authorisation of a Post  

As previously mentioned. The President sanctions approval of all roles within the College, with 

HR, the Director of Strategy and Operations (financial approval) and the relevant Line Manager 

contributing to all meetings in relation to recruitment needs.   

https://carlowcollege.ie/policies-a-z/
https://www.carlowcollege.ie/wp-content/uploads/2018/08/PrivacyNoticeFor-EmployeesOfCarlowCollege.pdf
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6a. Management Steps 

a) Before a job description / role is finally drafted and approved, line managers must 

complete the Recruitment Request Form (RRF) before submitting to Human Resources 

for initiation of the specific recruitment need.  

b) This form must be signed by the Line Manager, Human Resources, Director of 

Operations and the President for approval. 

c) Where significant change has occurred to a post over time, it is essential that the 

relevant Line Manager contact the Human Resources Office who will assist in the 

review, providing support and guidance on next steps of the role. 

d) A post cannot proceed until the completed RRF is fully signed by all members 

mentioned above.  

e) HR will advise if any additional approvals are required.  

7. Role Advertising 

The Human Resource Office is responsible for the placement of all recruitment advertisements.  

The College retains the right to advertise all positions both internally and/or externally. 

Advertisements and the selection process will not discriminate on any of the nine grounds 

protected by the Employment Equality Acts. These are gender, civil status, family status, sexual 

orientation, religion, age, disability, race, and membership of the Travelling community. It is 

essential that advertisements for all vacancies are impartial and objective. In general, vacancies 

should be advertised so as to ensure the best possible field of applicants. All advertisements 

will include: title, location, length of contract, key duties and closing date.  

The most appropriate method of advertising is determined by the nature of the position. The 

Human Resources Office can advise on the various options available to line managers. 

7a. Procedures for Advertising 

a) Vacancies to be advertised, whether internally in the first place or externally, should be 

given as wide a circulation as possible to those who are likely to possess appropriate 

qualifications and have relevant experience.  

b) Employees will be notified via email from Human Resources in relation to any new / 

backfill positions that may arise within the College. 

c) The email communication will advise of the position title / contract type / qualifications 

/ skills and experience required, including a detailed job description. 

d) The email will also advise if the post is being advertised internally or externally. 

e) If the role is being advertised externally, it is normal practice for the College to utilise 

the College website, professional advertising sites, newspapers, professional body 

organisations etc. 

f) Advertising should be cost effective. Staff on Parental Leave and Leave of Absence, 

where possible, will be informed of relevant vacancies by the HR Department. It is 

essential that all staff on leave, who wish to be kept informed, provide the HR Office 

with their personal email in order for role notifications to be sent to them. All job 

advertisements are agreed between the Human Resources Office and the relevant line 

manager.  
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7b. Advertising Guidelines 

Employees are welcome to apply for any vacancy arising within the College once they have 

satisfactorily completed their probation period and are eligible to apply. 

The Carlow College Performance Management and Development Programme is linked to the 

college strategy and other policies such as the Workload Allocation Policy as an example.  This 

document represents how an employee and department have achieved college goals.  While the 

College will not ask employees to provide a copy of their Performance review, employees may 

be asked questions in the interview pertaining to their objectives achieved.  Performance 

Management is based on the performance of an employee and the college may ask probing 

questions regarding the objectives, obstacles, CPD, training and other general interview 

questions that can facilitate a thorough understanding of an employee’s overall achievements 

in terms of performance.   

Interested employees should contact their Line Manager and/or Human Resources for more 

information.   

Employees wishing to interview for a position, should submit a detailed cover letter and their 

most current C.V. to the Human Resources Office. 

8. Shortlisting / the Selection Committee 

The primary method of shortlisting within the College is by means of a Selection Committee.  

The College will at all times endeavour to have a gender balanced Selection Committee. A 

Selection Committee is established in respect of each post and is asked to recommend a 

candidate(s) for each post. The Selection Committee assesses all applications against the 

selection criteria.   

Any person(s) who are part of a selection committee or an interview panel must have 

undertaken the relevant unconscious bias training. 

The Selection Committee will normally consist of Human Resources and the relevant Line 

Manager and other committee members where applicable i.e. senior management / 

management roles of the post advertised.  However, depending on the nature of the role, other 

Committee members may include senior management, the President and an external panel 

member who has a specific expertise, which the College Selection Committee may require. 

Other appropriate staff members from the College may also be asked to participate in the 

screening/shortlisting process, but at least one other appropriate person must be involved.  The 

Selection Committee will initially meet to assess all applications received.  Carlow College, 

St. Patricks is committed to gender equality.  As such, the College will uphold and reflect these 

values in the composition of each interview panel. 

Any external panel member will be asked to sign a data protection contract clause. 

Those involved must ensure that all applications are treated confidentially. All applications 

received and all relevant information used in the screening/shortlisting process will be made 

fully available to members of the Selection Committee if required. The Selection Committee 

will provide an average of their scores (see Example of Shortlisting Form). 

8a. Conflict of Interest  

To avoid any real or perceived conflict of interest, Carlow College, St. Patrick’s staff involved 

in recruitment and selection should not interview and/or make hiring decisions on immediate 

family or someone they have a personal relationship with.  If these circumstances arise then it 
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is expected that the Selection Committee member will recuse themselves from the Committee 

and other Selection Committee members will identify a replacement.  

Selection Committee members may have a positive or negative bias with one or more of the 

applicants for a position. In these circumstances, they should inform Human Resources and the 

other Selection Committee members prior to commencement of the short listing and interview 

processes.  

If the member of the Selection Committee feels that the relationship may make it difficult for 

her/him to apply the merit principle, or feels that her/his participation may compromise 

application of the merit principle, then the Selection Committee should decide whether it is 

appropriate for the Committee member to be part of the selection process.  

Advice on this matter(s) should be sought from the Human Resources Office.  If the Selection 

Committee member continues in the selection process, then her/his opinion should be 

canvassed last in any discussion to avoid any perception of them influencing the outcome. 

8b. Changes to Selection Committee  

While changes to Selection Committees are generally to be avoided, if it is necessary to vary 

the membership the following procedures apply: 

a) Notify Human Resources regarding the change of Selection Committee membership.  

b) Where changes in the Selection Committee membership affect the gender 

representation, every effort must be made to try and ensure the replacement identified 

will restore the appropriate representation although this might not be possible at short 

notice.  

c) Selection Committee members must be present for all interviews. If, in exceptional 

circumstances, a Committee member cannot be present for all interviews he/she should 

withdraw from the Committee and cannot make a case for any of the short listed 

applicants or vote for the appointment of any applicant. A substitute may be invited to 

participate on the Committee in order to cover a particular area of expertise and this 

substitution must be clearly documented.  

d) If the Selection Committee composition drops below the minimum requirements, the 

Selection Committee must be reconstituted at a later date. 

8c. Procedures for Screening / Shortlisting  

a) Prior to shortlisting, Human Resources in conjunction/consultation with the line 

manager / Selection Committee should prepare selection criteria for every vacant 

position and the selection decisions should be based on these criteria.  

b) All screening should be based on the application and measured against the requirements 

specified in the selection criteria. 

c) Those participating in the screening process therefore require a full set of applications, 

together with the selection criteria, job description and further particulars.  

d) Only those candidates who meet all the essential criteria should be shortlisted and 

considered for interview. If it is necessary to reduce the list further the ‘desirable 

criteria’ can be examined.  

e) Preliminary phone screening and/or interviews may sometimes be used to assist in 

screening/shortlisting.  
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f) Screening should be carried out as soon as possible after the closing date for receipt of 

applications.  

g) The line manager is responsible (in consultation with HR) for ensuring that the reasons 

for not shortlisting each unsuccessful candidate are clearly recorded. 

h) The Human Resources Office should notify in writing to all candidates who have not 

been included on the shortlist, that their application was unsuccessful. This will be done 

as soon as the shortlist is determined, unless the line manager / Selection Committee 

requests that this action be delayed until after the interviews.  

i) All candidates should be advised promptly by the Human Resources Office of interview 

times and any other arrangements.  

j) No new criteria should be introduced at the shortlisting stage. 

8d. Role of the Selection Committee when shortlisting 

All members of the selection committee must follow the below guidelines when shortlisting 

candidates: 

a) Ensure that fair and transparent decisions are reached. 

b) Establish a number of quality candidates.  

c) A complete and accurate record of the Committee’s short-listing decisions will be 

required to support the College’s Equality Policy. To facilitate this process Human 

Resources circulates a short-listing spreadsheet with the applications to the hiring 

leader.  

d) The most highly ranked candidates shall be called for interview and the number called 

for interview should ideally (where possible) reflect an applicant to appointment ratio 

of 5:1 (e.g. average of five candidates per position), for reasons of fairness and equity.  

e) Not to canvass either directly or indirectly any person involved in the recruitment 

process. 

f) Members of the panel should have the relevant expertise and knowledge of the role.  

8e. Guidelines to Selection Committee when shortlisting 

When shortlisting, members should not:  

a) Make negative assumptions or decisions on the basis of perceived over qualification.  

b) Make negative assumptions or decisions about overseas qualifications with which they 

are unfamiliar.  

c) Recommend for interview any applicant, whether internal or external, who does not 

meet the essential criteria.  

d) Predetermine the number of applicants to be interviewed. If it is not possible for the 

Selection Committee to meet, Human Resources is responsible for contacting all 

members about their individual shortlists and drawing up a final shortlist acceptable to 

all Selection Committee members.  

8f. The Selection Committee will:  

a) Agree on and record a final shortlist if unanimous.  

https://carlowcollege.ie/policies-a-z/
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b) Include in the shortlist all applicants about whom there is dispute if unanimity cannot 

be achieved.  

c) Consider re-advertising the position if none of the applicants meet all the essential 

criteria.  

d) Shortlist further; a structured phone screen to finalise the short list may be used.  

e) Agree on a set of questions based on the selection criteria, which will form the basis of 

the Interview Plan.  

f) Forward all shortlisting documentation to Human Resources. 

9. The Interview Process 

Interviews are the most commonly used assessment tool enabling the Selection Committee to: 

 Assess the personal attributes, past performances, technical skills, strengths and 

weaknesses.  

 Gain insight into attitudes and values.  

 Probe for inconsistencies and contradictions.  

 Provide candidates with more detailed information about the position. 

9a. Interview Preparation 

The Human Resource Office will organise and prepare documentation for the Selection 

Committee.  This relevant documentation will be sent via email to Committee members with 

HR printing packs for each Committee member when possible. 

The interview pack will contain the following: 

 A copy of the job description. 

 A copy of the selection criteria/ranking form. 

 A schedule of all candidates called for interview. 

 The application of the candidate i.e. Cover letter and C.V., and any other relevant 

application(s). 

 Interview Questions. 

 Additional Notes page 

 Rating form  

*The Selection Committee must ensure that the questions asked are relevant to the position and 

based on the agreed criteria. HR must also ensure that questions could not be construed as 

discriminatory under any of the nine areas covered by the Employment Equality Act, 1998 -

2015 (Gender, Sexual orientation, Disability, Civil status, Religion, Race, Family Status, Age 

or Membership of the Traveller Community). 

9b. Other forms of assessment  

For some posts, it may be necessary to supplement the interview with other forms of 

assessment. The Selection Committee should notify HR who will advise short-listed candidates 

in advance of any alternative forms of assessment.  
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The College reserves the right to use a variety of assessment techniques such as:  

 Giving a brief presentation on a particular subject.  

 Demonstrating the safe use of a basic piece of equipment.  

 Completing an assessment of computing skills, for example Office Applications.  

 Writing/drawing on a particular topic.  

 Psychometric testing. 

 In the case of academic appointments, short-listed candidates may be required to 

present a seminar and provide copies of published material to the Selection Committee. 

Other techniques or tools may be used to complement selection, such as psychometric testing 

or assessment centres, insofar as they will be used to test the competencies expressed in the 

Job Description and brief provided by the College. Candidates will be notified in advance if 

this arises. 

Any additional assessment methods used must accurately and specifically test essential or 

desirable knowledge and/or skills, as expressed in job descriptions, advertisements and 

selection criteria to ensure that they are neither directly nor indirectly discriminatory. 

9c. Information to Candidates 

The College will endeavour to ensure that candidates receive sufficient notice of an 

approaching interview to allow them ample time to prepare for the interview, and if necessary, 

prepare for seminars or gather any requested work samples and travel arrangements. 

HR will contact short-listed candidates and confirm their willingness to attend interview, 

followed by a formal invitation via email. Whenever possible, the interview schedule will be 

finalised taking into account a candidate’s current commitments and availability. Should the 

candidate not be able to attend on the allotted date, the Committee will decide whether an 

alternative interview date can be facilitated. This might not be possible particularly where an 

external assessor is included on the Committee or the Committee members themselves are 

unavailable. 

Human Resources will communicate with candidates in relation to all details pertaining to the 

interview process for a role. 

Candidates shall be provided with the following information: 

 Interview date, time and location/map. 

 Interview panel member’s names and titles. 

 Time allocated for the interview(s). 

 Stages of the interview process i.e. first and second round interviews etc. 

 Preparation required i.e. Presentation subject / topic or other forms of assessment as 

mentioned above. 

 Request of notification for any specific requirements. 

 Any other required interview information. 
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9d. Procedures for the Interview Process  

Ahead of the scheduled interview(s), the following procedures will follow: 

a) The Selection Committee will review the interview pack. 

b) Review and agree on a set of core questions, which will form the basis of the interview 

and will be asked of all applicants.  

c) Supplementary or clarifying questions can be used in addition to the agreed core 

questions. 

d) Base their questions on selection criteria as specified in the Job Description.  

e) Focus on the skills, experience and knowledge required for the job.  

f) The Selection Committee should meet at least 15 minutes before the interview takes 

place to plan the interview procedure. 

g) Each member of the Committee should be briefed on their role and areas in which to 

question candidates. 

h) The Selection Committee should have given prior consideration to the areas to be 

addressed, to ensure their purpose and clarity and ensure that all interviewees will be 

similarly assessed. 

i) While each member might be asked to pursue a particular line in questioning 

interviewees, Committee members should be otherwise free to pursue those aspects of 

the candidate's background considered relevant to the position. 

j) Interviews should be used also to explore with candidates any ambiguities (e.g. gaps in 

CV) or lack of information in written applications. 

k) Questions must be objective and in keeping with the provisions of Equal Opportunity 

and Anti-Discrimination legislation. 

l) Comparable information sought from each candidate / interviewee should be related 

directly to the selection criteria. 

The role of Human Resources is to co-ordinate the interview and to ensure that it is conducted 

fairly and without discrimination or bias, ensuring transparency. This includes: 

a) Making necessary introductions of the Selection Committee members to the candidates 

and explaining the format of the interview process 

b) Ensuring that each candidate feels sufficiently at ease to be able to communicate 

effectively during the course of the interview 

c) Ensuring that the Selection Committee has gathered sufficient information on each 

candidate to enable a valid assessment to be made regarding the candidate's suitability 

for the post 

d) Concluding the interview and informing each candidate of the next stage of the process 

e) Coordinating the Selection Committee in the assessment of the interviewed candidates 

and seeking agreement from the Committee on the rank order of the candidates who are 

deemed suitable for appointment to the position.  

f) Confirming and agreeing the selection criteria on which applicants will be scored.  
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g) That every candidate receives the same opportunity (and time) to explain their 

experience, ability and potential to the Committee.  

h) Opening and closing the interview with the candidate. 

i) To ensure that discriminatory questions are recalled. Intervening and “striking out” any 

potentially discriminatory questions posed by the Committee if this happens to arise 

either before, after or during the interview.  

j) Keeping interviews on time so that all candidates receive the same time to make their 

case. 

k) Ensure that all areas of a candidate’s application have been sufficiently explored 

throughout the interview so that an evaluation judgement can be made.  

l) Reminding the Selection Committee that the selection process is confidential. 

m) Noting that interviews are stressful ‘life experiences’ and that all representatives of 

College treat the candidate in a professional manner by ensuring the Selection 

Committee demonstrate interest in the candidate’s application, maintaining eye contact, 

switching off mobile phones or other electronic devices (e.g. PDAs), refraining from 

doodling etc.  

n) Advising the Committee that the College must also ‘market’ itself to prospective 

candidates and be prepared to impart information that will ‘sell’ the College. However, 

at all times cognisant of not ‘over-selling’ College or creating unfair expectations in the 

candidate’s mind. 

o) Advising the Committee that the same core questions must be asked of each candidate. 

p) Ensure adequate records are retained for the purposes of employment equality and 

feedback purposes.  Human Resources will collect each scoring sheet from all Selection 

Committee members after interviews. 

q) Record the proceedings of the interview such as criteria used, weightings assigned, the 

evaluation of candidates against the criteria, explanation of marks allocated, the reasons 

for ranking and potential feedback to candidates. 

 

10. Recruitment Ranking and General Information 

The ranking of the candidates must be based on all aspects of the selection process. This 

includes written application, interview, presentation (if appropriate to the competition) or any 

other testing, together with referees' reports (which may be requested prior to interview with 

the consent of the candidate or requested when the College offers a provisional offer of 

employment, pending the outcome of obtaining satisfactory references), completing the 

Interview Criteria/Ranking Form.  The completed form should list the names, in rank order, of 

those candidates deemed suitable for appointment to the post.  

All members of the Selection Committee should sign the Interview Criteria/Ranking Form.  

The College endeavours to promote a friendly, reasonably relaxed atmosphere to encourage 

candidates to talk freely.  Following the interview, adequate time and attention should be given 

to each member of the Selection Committee to ensure full discussion and assessment of each 

candidate.  Every effort will be made to adhere to the overall timetable to avoid keeping 

candidates waiting. 
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All College staff who become involved in Selection Committees should undergo a formal 

training programme on interviewing skills.  The Human Resources Office arranges this 

training. 

For the majority of vacancies advertised within the College, written applications, short listing, 

interviews, Garda Vetting and reference checking will form the basis of the Selection Process. 

Candidates may also be asked to submit a Presentation.  Some candidates, dependent on the 

role, may be placed on a panel to enable succession planning.  The panel length will normally 

be approximately for twelve to eighteen months after which, the role, if becoming vacant will 

be re-advertised.  The process and all interview information will be communicated to 

candidates ahead of the interview process.  The College reserves the right to request that 

candidates undergo a pre-medical assessment prior to employment.  Please refer to the Garda 

Vetting Policy for further information. 

11. Appointments 

The interview Panel will make a recommendation as to the most meritorious candidate/s 

following interview and the recommendation will be formally documented by the interview 

panel Chairperson. The interview Panel reserve the right to create a panel of candidates suitable 

for further appointment within a defined period of time which will be indicated to the 

candidates.  The panel timeframe will not exceed a period of twelve months. HR will endeavour 

to communicate the outcome of the interviews to all candidates within ten working days of the 

interviews.2  

12. Referee Reports  

Referee reports provide another source of information about the candidate(s). They should be 

seen as one part of the selection process. Candidates are required to authorise the College to 

seek at least two references, as well as a reference from a past Human Resources Department 

where possible. Permission to seek a reference from their current employer will be sought. It 

is recognised that some candidates may prefer not to give this permission until after the 

interview stage and the position is offered. 

Referees will be advised that references which are provided verbally or written may be released 

to candidates under the Freedom of Information Act 2014 and Data Protection laws, including 

the General Data Protection Regulation and Data Protection Acts 1988 to 2018.  

In any event, no formal offer of official appointment will be made unless HR. has received 

satisfactory references. Only provisional offers will be offered pending the College receiving 

two satisfactory references. Referees should be provided with information about the position 

and be requested to address the selection criteria.  HR will obtain verbal referee’s report(s) 

using the selection criteria (ranking form and referencing check form) as the basis of the 

request. This can improve the benefit of references in the selection process. In such cases, an 

accurate summary of the conversation should be recorded in a written note by Human 

Resources and kept with the written references.  

Where a member of the Selection Committee is a referee for a short-listed applicant it is 

essential that the remaining referee reports come from a non-panel member. 

                                                      
2 SETU Carlow Recruitment and Selection Policy.  Available at: SETU_RecruitmentSelection-

Policy_Version1.1.pdf 

https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/policies-a-z/
file://///carcol1/SHARES/HR/For%20Niamh/HR/Policies%20&%20Procedures/Recruitment/2023/SETU_RecruitmentSelection-Policy_Version1.1.pdf
file://///carcol1/SHARES/HR/For%20Niamh/HR/Policies%20&%20Procedures/Recruitment/2023/SETU_RecruitmentSelection-Policy_Version1.1.pdf
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Canvassing Representations on behalf of an applicant, including unsolicited recommendations, 

will be treated as canvassing. Canvassing seeks to establish an unfair advantage for one 

applicant relative to others and may result in disqualification of that applicant. 

13. Provision of References 

Human Resources and/or the relevant Line Manager only provide references. The Human 

Resources Office in consultation with the relevant Line Manager provides a statement of facts 

in the first instance.  However, where a performance/experience reference is requested, the 

Line Manager, subject to consultation with HR., may provide this.  With regard to the provision 

of references for former employees, Line Managers should seek advice from HR in the first 

instance to ensure adherence to Employment Legislation.  The College reserves the right to 

contact referees directly. 

14. Medical Reports 

New appointments may be subject to a pre-employment medical examination with the 

College’s doctor (OHP) and/or complete a medical examination.  In this situation, confirmation 

of your appointment to a position will be dependent on the doctor confirming you are fit for 

employment. The College will not discriminate against any candidate on the grounds of 

disability and will at all times act in accordance with current Employment Equality legislation. 

The records will be managed in accordance with the Data Protection Policy. All such 

examinations and assessments will be carried out in accordance with the College’s Sickness 

Absence Management Policy, Dignity and Respect Policy and Equality Policy. 

13a. Procedures for Medical Reports  

Offers of employment may be subject to a medical assessment.  Should a medical assessment 

be required, and when candidates are formally advised of the success of their application, they 

will also be advised that they should not resign from their current employment until the College 

indicates that all the necessary details, including the receipt by the College, of a satisfactory 

medical report (if and when required), have been fully adhered to. This overcomes a possible 

situation where a successful candidate resigns his/her employment to find that the College 

cannot proceed with their employment.  

If a medical assessment reveals a candidate to have a disability within the meaning of the 

Employment Equality Act, 1998 – 2015, the candidate will be dealt with in accordance with the 

provisions of Employment Equality Act, 1998 – 2015.  The primary purpose of the pre-

employment medical is to assess an individual’s fitness for a particular position or occupation 

with regard to the requirements for that post. 

All information provided is treated in the strictest confidence and will only be accessible by 

our nominated Occupational Health Practitioner (OHP) and Human Resources.  The 

candidate/employee will also receive a copy of it. 

15. A Verification of Qualifications  

All candidates applying for a job where a qualification is a mandatory criterion will be 

requested to provide copies of your qualification to HR, copies of your certificates will suffice.   

Non-provision of the required qualifications may cause a delay in the recruitment process until 

the correct documentation is received.  No appointment will be made unless HR is satisfied 

that a candidate's academic/training qualifications are bona fide. 
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16. Garda Vetting 

The College is committed to ensuring that pre-defined and published regulations and legislation 

are consistently adhered, therefore, to ensure that Carlow College is compliant with legislative 

requirements for relevant organisations as set out in the National Vetting Bureau (Children and 

Vulnerable Persons) Act 2012, all relevant persons employed by the College will be subject to 

Garda Vetting clearance.   

It is a condition precedent that all offers of employment are subject to two satisfactory 

employment reference checks and evidence of qualifications. 

All new employees therefore, subject to role may be required to complete the Garda Vetting 

Form and authorise the College to conduct a background check via the Garda Síochána 

National Vetting Bureau (GSNVB).  An Authorised Liaison Person will carry out the vetting 

process.  HR has an Authorised Liaison Person who is the liaison between College and the 

Vetting Bureau for staff.  All offers of employment are subject to satisfactory Garda vetting 

clearance. Please see the Garda Vetting Policy for further information. 

17. Interview Feedback  

As previously outlined, HR maintains a written record of the decision-making process 

throughout the relevant stages of the College’s recruitment and selection process. These records 

are essential to support the likelihood that candidate(s) will request feedback post interview. 

The purpose of feedback is to provide factual and accurate information on the selection and 

decision-making process, however, feedback on areas where a candidate(s) may improve on 

interview skills and interview preparation might also be discussed; it is important to confirm 

with the Selection Committee if this level of supplementary feedback is desirable before 

offering constructive advice. 

Feedback can be given verbally via a meeting with the hiring manager and candidate for 

internal interviews.  The conversation must provide qualitative feedback to a candidate that is 

both informative and helpful towards the candidate’s development.  Advice and assistance on 

preparing and delivering candidate feedback is available from HR to the candidate(s). A letter 

of regret will be sent to unsuccessful applicants to external candidate(s) from HR.  Human 

Resources or a relevant Line Manager will provide feedback to unsuccessful candidates if 

requested. 

18. Post Offer and Contract of Employment 

When the interview process has completed and the successful candidate has been identified, 

HR will complete the following steps: 

a) Initial verbal offer of role to the candidate subject to post requirements as mentioned above 

i.e. References, Garda Vetting, copies of qualifications etc. 

b) HR will also issue an offer letter to the candidate. 

c) Agree a start date with the candidate. 

d) Prepare a contract of employment and covering letter for the candidate asking the candidate 

to supply the relevant required documentation and to return a signed copy of their contract. 

e) Once the signed contract is returned, HR will notify Payroll. 

f) HR will then advise the President of the formal acceptance of the role from the Candidate. 



 

Page 21 of 48 
 

g) The President will issue a communication regarding the new hire to all staff. 

h) HR will then notify both IT and Facilities and/or any other relevant departments where 

required. 

19. Induction Training 

At present, the relevant line manager is responsible for Induction for new hires.  A new hire 

checklist is emailed to the manager ahead of commencement of employment.  The HR Office 

is responsible for the role and will inform the relevant Line Manager, Payroll, Facilities, IT etc. 

of the new staff member’s start date.  

Human Resources will schedule separate formal Induction Training, in collaboration with other 

relevant departments (IT/Data Protection/ Marketing/ Health and Safety / Child Protection etc.) 

which will be held predominately during the college mid-terms.  Induction Training is 

considered essential training therefore attendance is necessary. 

20. Career Development 

Providing development opportunities for employees can mean increasing the capacity to 

perform through training, giving assignments that introduce new skills or higher levels of 

responsibility, improving work processes, sharing information through knowledge sessions, 

coaching and mentoring and internal/external training. Providing employees with 

developmental opportunities encourages good performance, strengthens job-related skills and 

competencies, and helps employees keep up with changes in the workplace.  If employees wish 

to discuss their career plan and development, the relevant Line Manager or a member of the 

HR Office can provide assistance. 

21. Promotion 

Carlow College endeavours to provide career opportunities for employees wherever possible 

and to encourage employees who wish to progress. Promotion can be achieved through 

application for internal advertised vacancies, and through expansion of existing roles. All such 

opportunities and vacancies are notified to all employees (including those on maternity leave). 

Where appropriate, training to enable employees to progress will be provided.  

22. Confidentiality  

The fact of and the information contained in a candidate’s application, his/her performance at 

interview and the subsequent marking process are highly confidential and are managed in 

accordance with the provision of  Data Protection laws. Those involved in recruitment 

processes are made aware of their responsibilities in this regard. 

23. Equal Opportunities  

Carlow College is committed to equality of opportunity and to the elimination of all forms of 

discrimination within the work place. The Employment Equality Acts, 1998 and 2015 are the 

relevant legislation, which detail the grounds upon which discrimination can occur.  

The policy ensures that no person is treated less favourably than another on the grounds of 

gender, civil status, family status, sexual orientation, religion, age, disability, race or 

membership of the Travelling Community. 

The principles and practice of equality of opportunity should apply our policy to all conditions 

of service for employees. This includes recruitment, selection, career development, training, 

pay and terms and conditions of employment (this list is not exhaustive). 
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Responsibility for ensuring that the policy is implemented fairly and consistently rests with 

every individual working in Carlow College. All employees must be aware of their individual 

responsibilities in relation to Carlow College’s Recruitment and Selection Policy and Equality 

Policy.  

If any employee considers they have been treated less favourably on any of the grounds listed 

above, they should follow the procedures detailed in the grievance procedure. This is a right of 

all employees of Carlow College.  Please see the Equality Policy for further information. 

24. Interview Records 

It is a requirement that the Selection Committee record factual notes on each candidate 

interview and submit them to the recruitment file at the end of the appointment as part of the 

College’s official record of the appointment.  

Human Resources must retain these records for twelve to eighteen months as per the Data 

Retention Policy. The Selection Committee is responsible for adequately recording its 

evaluation of each applicant against the selection criteria and its reasons for rating and ranking 

each individual. Under the Freedom of Information Act 2014, candidates are entitled to obtain 

their interview notes should they so wish. 

The Criteria/Ranking form noting all those deemed appointable and in rank order shall be 

signed by each member of the Selection Committee.  

* The College, from time to time, has the right to change, alter, amend or replace the provisions 

set out in this Recruitment and Selection Policy and Procedures. Any such changes will be 

notified to staff as soon as possible after the changes have been made.  This will be done via 

email communication, communication meetings from line managers and the staff portal. 
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Strategic Human Resource Planning Process  

 

CCSP Strategic Resource Planning Process Flow Chart 

 



 
 

 

Introduction 

Strategic resource planning is the process (SRPP) in which Carlow College St. Patrick’s uses 

to identify its current and future HR capacity and requirements.  This process is aligned to the 

Recruitment and Selection process, however, is drawn from the overall Strategic Plan and 

requirements of the College.  The SRPP enables the College to establish resourcing needs that 

meet the demands of the College.  The process enables the College to improve strategic 

alignment across all departments and functions. 

To improve the strategic alignment of staff and other resources, it is essential to utilise the 

CCSP SRPP. Strategic Human Resource Management then ensures adequate staffing to meet 

your team and College’s operational goals, matching the right people with the right skills at the 

right time. 

It is important to understand the current College strategic plan in addition to your own 

departmental and function plan to ensure organisational flexibility.  Each departmental and 

function plan will vary depending on its current and future needs.  The strategic resourcing 

planning process is a management tool, which has been developed to facilitate and guide 

managers and Programme Directors throughout the full process.  

The strategic human resource planning process begins with an assessment of current human 

resource capacity including whether it fits the College’s overall strategic needs.  Once this has 

been assessed, it moves to step two, which is about forecasting human resource requirements, 

which is based on delivering, achieving operational, and College goals.  It is from this, that 

alignment of resourcing and strategic goals takes place, whereby employment-planning, 

implementation, recruiting new employees and retention and training are all streamlined, 

enabling and fostering a collaborative and business approach. 

The next stage is step 3 whereby managers submit a request for resourcing and review / the job 

description as outlined in the policy in this Policy.  If this request has been approved, the next 

stage, step 4 is about evaluating the role to ascertain if any changes are required.   



 
 

 

Step 1: Assess current HR capacity 

The first step in the human resource planning process is to assess your current staff. Before 

recruiting and requesting for additional resourcing, it is important to understand the talent that 

already exists within your team(s) Review the skills level within the team, which is done by: 

 Any training that individuals and or team(s) have undertaken. 

 Review current job descriptions in line with the Recruitment and Selection Policy to 

assess changes. 

 Undertake and ensure that all Performance Management Appraisals have taken place 

utilising the Colleges Performance Management and Development Policy. 

 Assess if future training can facilitate learning of new tasks, which can increase 

productivity and efficiency. 

 Assess work and systems to establish if changes can be made here to facilitate workload 

capacity. 

 Note: Line Managers and Programme Directors may have shared resourcing for e.g. 

staff members who work across different teams and functions in addition to staff 

working across different programmes.  In this instance, it is necessary for all relevant 

Line Managers and Programme Directors to include this in identifying current HR 

capacity. 

Step 2:  Forecast HR requirements 

Once you have undertaken an analysis of current HR capacity, you will then need to establish 

if you need to grow your resourcing numbers or if the work will be absorbed amongst current 

staff members. 

It is important to assess the demand for qualified employees and the supply of those employees 

either within the organization or outside of it.  Line Managers will need to carefully manage 

that supply and demand.  This is done in conjunction with Human Resources and the relevant 

Line Manager(s) / Programme Directors whereby discussions and decisions will be made 

around advertising and other recruitment measures to attract potential employees.  

Step 3: Part 1 - Requesting Additional Resources 

Once you have undertaken the aforementioned steps, a job description can be drafted and / or 

updated which is accompanied by the Recruitment Request Form.  This is where the request 

for additional resourcing is reviewed in line with financial and strategic goals of the College. 

See Recruitment and Selection: Practices & Procedures.  

  



 
 

 

Step 3: Part 2 - Recruitment and Selection Process 

Once the role is approved, advertising of the role can commence. This part of the process 

involves, interviews, selection, hiring, benefits, induction, probation, performance 

management and training and development. 

 

Review and evaluate 

The Strategic Resource Planning Process will undergo a yearly review to evaluate the 

mechanisms, practices and procedures of the process to ensure assess it if meets the changing 

needs of the College.  Areas that will be reviewed are employee retention, employee 

satisfaction, performance, culture, engagement, induction and / or any additional areas that fall 

under the employee lifecycle.  Amendments, where applicable can then be made to improve 

areas. 
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The Recruitment and Selection Lifecycle 
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Recruitment Guidelines for Managers 

Please see below the recruitment steps and processes for managers: 

 
Phase 1: Establishing a 

Vacancy 

 

1. Establish if a vacancy is required. 

2. Put together an initial draft Job Description, advising of requirement, length of role, type of role 

etc. 

See Point 1 of Recruitment and Selection: Practices & Procedures. 

See Points 3 – 5 of Recruitment and Selection: Practices and Procedures for drafting a job 

description. 

 

Phase 2: Approval for 

Vacancy 

 

1. Seek approval for the role with both HR in the first instance.  

2. After official approval, Line Managers must draft a job description in full.  HR can assist in this 

process. 

3. Before a role is finally drafted and approved, Line Managers must complete the Recruitment 

Request Form (RRF) before submitting to HR for initiation of the specific recruitment need.  

4. The RRF must be signed by the Line Manager, HR, Director of Strategy and Operations and the 

President to ensure approval. 

See Point 2 & 6 of Recruitment and Selection: Practices & Procedures. 

 

Note(s) 

*A post cannot proceed until the completed RRF is fully signed by all members mentioned above.  

*You will be advised by HR if any additional approvals are required.  

 

Phase 3: Advertising the 

Vacancy 

 

HR, once all the relevant steps have been carried out, will draft an Advertisement of the role. 

1. Line Managers will be provided with a draft advertisement for final review ahead of final 

advertisement, advising of changes/amendments. 

2. All applications received will be forwarded to the line manager for shortlisting, giving the Line 

Manager the opportunity to assess all applications against the selection criteria. 

See Points 7 & 8 of Recruitment and Selection: Practices & Procedures 

Note(s) 

*To avoid any real or perceived conflict of interest, Carlow College staff involved in recruitment 

and selection should avoid interviewing and/or making hiring decisions on immediate family/friends. 

 

Phase 4: The Interview 

Process 

 

 Line Managers will participate in the drafting of the selection criteria of candidates. 

 Line Managers will participate and engage in the Interview Process. 

 Line Managers will provide all recruitment documents to HR (i.e. signed shortlisting criteria 

form, recruitment notes and candidate selection form). 

 Participate in the interview feedback to all internal candidates both successful and non-

successful. 

 

See Points 7 & 8 of Recruitment and Selection: Practices & Procedures 

Phase 5: Induction 

 

 

Once a contract of employment has been returned by the new hire accepting the offer of employment, 

the following steps should be followed by managers re induction: 

 All line managers are responsible for welcoming and inducting new hires into the College. 

 All managers should meet and greet the new hire on their first day of employment. 

 A new hire checklist is emailed from HR to the manager ahead of commencement of 

employment. 

 

General Information 

 

 Familiarise yourself with the recruitment process and adhere to all relevant processes, 

procedures and documentation. 

 At all times, ensure that every candidate is treated fairly, adhering to both the Colleges Equality 

Policy and Recruitment and Selection Policy.  

 Always seek advice and guidance from HR for information pertaining to recruitment and 

selection. 
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Unconscious Bias Guidelines for Managers and Staff   

The College is committed to creating and embedding a diverse workplace, which is free from discrimination 

and bias.  As part of the Colleges Athena Swan action plan, the college is further committed to attracting and 

retaining a diverse cohort of staff, by highlighting and providing training on the importance of unconscious 

bias, thus ensuring a fair and inclusive recruitment process and practice for all. 

 

Removing bias from the recruitment process ensures the college supports diversity, equality and inclusion.  

Unconscious bias within the workplace and in recruitment practices can lead to potential legal consequences.  

Therefore, the following information provides guidance to employees on how to manage bias in these 

practices. 

 

What is Unconscious Bias? 

Unconscious or implicit bias is the mental processes that cause us to act in ways that reinforce stereotypes 

even when in our conscious mind we would deem that behaviour counter to our value system. Closely related 

to unconscious bias is affinity bias in which people tend to gravitate towards others who look, act, and think 

as they do.3 

It is natural for us to acknowledge we all have some unconscious bias whether we are aware of them or 

not.  Remember that unconscious bias: 

 Is natural, 

 Is unintentional, 

 Can affect decisions, and most importantly, 

 Can be mitigated. 

In recruitment, bias can be observed when the selection and interview panel expresses a preference for 

particular candidates.  An example of this is expressing that one candidate is a better culture fit for the 

organisation than another candidate(s). Below provides guidance to those who are in or maybe involved in 

recruitment. 

 
(a) Competency based recruitment ensures that the right person is successful based on the needs and 

requirements of the role. However, evidence has shown that interview panel members should be aware 

of their position in making judgements and selections of people and the impact of their recruitment 

decisions. Selection of candidates must be based purely on the information provided throughout the 

recruitment process. Personal and subjective opinions should not play any role throughout the entirety 

of the recruitment process.  

 

(b) While the College’s Recruitment and Selection Guidelines set out a fair and transparent process for 

every position, members of selection panels each need to be conscious of their own biases and 

prejudices.  

 

(c) Bias is demonstrated through quick or ‘snap’ judgements we make on other people. In our recruitment 

process, such judgements will be examined and challenged by panel members and Human Resources. 

 

                                                      
3 Harvard Business School, Unconscious Bias. https://www.hbs.edu/recruiting/insights-and-advice/blog/post/actively-addressing-

unconscious-bias-in-recruiting 
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(d) Where legal discrimination is limited on the nine protected equality 

grounds, people can demonstrate their bias against another person because of any characteristic, 

including the protected equality grounds.4 

 

(e) When unbiased thoughts transition into unbiased actions, it’s classed as discrimination, under Irish 

law.  Workplace discrimination happens when a person thinks or has conscious awareness of biased 

decision-making. It doesn’t have to be intentional to be discriminatory. 5 
 

(f) To mitigate any potential bias in the recruitment process, all line managers / panel members will be 

required to undertake unconscious bias training, which will be facilitated through Human Resources. 

 

(g) The college to mitigate unconscious bias will continue to use the shortlisting and rating templates. 

 

(h) All recruitment notes such as scores and feedback with the objective use of criteria will be retained as 

per this policy.  

 

(i) All panel members will agree to make each other aware if they notice stereotyping. 

 

Protected Equality Grounds Potential Grounds of Bias 

Age Income 

Religion Education 

Race Interests and Hobbies 

Civil Status Current Role 

Sexual Orientation Work Experience 

Member of the Travelling Community Appearance 

Family Status Accent 

Disability Family Background 

Gender Political Beliefs 

 

Common Types of Unconscious Bias in Recruitment and Selection 

  

What are the different types of unconscious bias? 

There are so many types of unconscious biases found in the workplace. Some can relate to how personal 

opinions are viewed, like confirmation bias. Others may be directly related to a person’s physical appearance, 

like gender bias. The below provides explanations on the difference types of unconscious bias in the workplace 

and you can avoid unconscious bias. 

                                                      
4 Maynooth University: Recruitment and Selection Procedures.  

https://www.maynoothuniversity.ie/sites/default/files/assets/document/Recruitment%20and%20Selection%202018_1.pdf 

5 Peninsula Ireland, Unconscious Bias.  https://www.peninsulagrouplimited.com/ie/guides/unconscious-

bias/#:~:text=An%20unconscious%20bias%20can%20mean,compensation%20fees%2C%20and%20business%20damages. 

https://www.peninsulagrouplimited.com/ie/guides/discrimination-guide/
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Affinity bias 

This is when you are drawn to people who share similar interests to you, like age or class. Sometimes, it’s also 

known as similarity bias. Employees can avoid affinity bias by promoting equality and diversity within all 

areas of the college business including the recruitment and selection process. 

 

Age bias 

This is when you treat someone differently because of their age. It is also known as age discrimination. 

Employees can avoid age bias by ensuring all employees regardless of age, interact and create positive 

relationships. 

 

Anchor bias 

This is when you become fixated on an idea or point of view, and you cannot move away from it. Employees 

can avoid anchor bias by not relying on singular information or individuals without considering others. These 

types of biases should not be set as your final decision. 

 

Attribution bias 

This is when you try to understand why someone behaves in a particular way. You might make assumptions 

about them because of their appearance or characteristics. Employees can avoid attribution bias by keeping a 

neutral attitude towards everyone. And verify equal treatment through reviews and feedback meetings. 

 

Authority bias 

This is when you are expected to follow superiors without question–even if the leadership is questionable. 

Employees can avoid authority bias by promoting open communication. When everyone is given the 

opportunity to speak, they are more likely to share ideas and opinions. 

 

Beauty bias 

This is when you judge someone based on how attracted you are to them, ignoring competency or life 

experiences. This is not tied to one gender, as both female, male and transgender candidates can experience 

it. Employees can avoid beauty bias by solely judging candidates based on their talents and achievements. 

 

Confirmation bias 

https://www.peninsulagrouplimited.com/ie/guides/age/
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This is when you verify your ideas before a situation occurs. People might follow 

their opinion instead of acknowledging the truth. Employees can avoid confirmation bias by keeping an open 

floor for everyone’s ideas and opinions. 

 

Conformity bias 

This is similar to peer pressure which you might experience from those around you. Here, people follow a 

decision influenced by others, rather than follow their own opinions. Employees can avoid conformity bias by 

highlighting peer pressure as bullying. This type of conduct is unlawful and results in serious disciplinary 

consequences 

 

Gender bias 

This is when one gender is treated differently to another, which is illegal in Ireland. This is also known 

as gender discrimination. Employees can avoid gender bias by keeping employment opportunities open to all.  

 

Height bias 

This is when you treat someone differently because of their height. Anyone outside of societal norms for 

heights (like short or tall people) becomes affected. Employees can avoid height bias by eliminating physical 

factors (like height, weight, or gender identity) as a deciding factor. 

 

Name bias 

This is when you have prejudicial thoughts about a person based on their name. Employees can avoid name 

bias by not referring to candidate names during recruitment stages. This keeps all hiring decisions relevant to 

important factors, like qualifications and critical skills. 

 

Overconfidence bias 

This is when you hold more confidence in your abilities or skills than you actually have. In this case, you 

become disappointed as workplace expectations are often missed. Employees can avoid overconfidence bias 

by ensuring equal opportunities for all. It is important to keep away from the personas and characteristics of 

overconfident people. 

 

Other biases 

The halo effect and the horns effect are two more examples of unconscious bias. They are quite contrasting in 

nature. 

 

The halo effect is when you place someone on a higher pedestal after learning something impressive about 

them. For example if you learned they studied at an elite school or worked at a top-ranking company. 

Employees can avoid these biases by reviewing candidates as a whole package.  

 

The horns effect is when you negatively perceive a person based on learning something disagreeable about 

them. Employees can avoid these biases by being aware of their first thoughts or ‘gut-instincts’ during initial 

interactions. 

 

Examples of Unconscious Bias 

Here are some examples of unconscious bias in the workplace: 

  

Name bias 

A recruitment panel receive two job applications. The names 

of the applicants are John Smith and Mohammed Ali. The 

team make prejudgment on Mohammed Ali, as they prejudge 

their race and religion. In the end, they are drawn toward John 

Smith and offer them an interview. 

 

Conformity bias 

A group of employees pressure a colleague to drink alcohol 

onsite. They argue that it is Friday and work hours are all 

most over. The employee is fully aware of the business’s 

‘no-drinking on site’ policy. But they becomes swayed by 

his peers and joins in. 

 

https://www.peninsulagrouplimited.com/ie/guides/gender-discrimination/
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Affinity bias 

A manager conducts an interview process with three 

candidates. One candidate mentions they studied at a certain 

university, which happens to be the same as the manager. 

Both continue to talk about their experiences, and it is obvious 

this candidate benefits from the culture fit. The bias occurs 

when the other job applicants become completely isolated 

during the interview. 

 

Gender Bias 
 

A male manager thinks men work harder. When he's 

recruiting for a new position, he chooses not to hire a female 

applicant and instead hires a man, even though the 

recruitment process showed the female applicant was the 

better applicant.6 

  

 

How to manage bias in the recruitment and selection process 

7 

Unconscious bias and the job description 

When drafting College job descriptions, particular focus will be placed on removing gendered language.  The 

Colleges priority is to ensure that the role attracts the right candidate with the right skills, experience and 

qualifications.  To ensure this, the college will focus on creating inclusive job descriptions which are free from 

the inadvertent use of language which may affect how a person may perceive the role and their application. 

This includes language affecting gender, LGBT people, and people with a disability or candidates from a 

different cultural or ethnic background.8 

 
Gender-proofing in the job description 

When drafting job descriptions, line managers and Human Resources will pay attention to the language used.  

Research in recruitment has demonstrated that certain words have masculine or feminine connotations. For 

example, the use of ‘you/your’ and ‘they/them’ will replace ‘he/she’. This may have a negative effect to 

candidates applying for roles i.e. one gender may not apply for a position. 

 

The below table contains a list of gender-coded adjectives:9 

 

                                                      
6 ACAS.  Unconscious Bias.  https://www.acas.org.uk/improving-equality-diversity-and-inclusion/unconscious-bias 

7 Maynooth University: Recruitment and Selection Procedures.  

https://www.maynoothuniversity.ie/sites/default/files/assets/document/Recruitment%20and%20Selection%202018_1.pdf 

8 University College Dublin – Equality, Diversity and Inclusion.  Recruitment and Selection.  

https://www.ucd.ie/equality/support/tipsforinclusiverecruitment/ 

9 University College Dublin – Equality, Diversity and Inclusion.  Recruitment and Selection.  

https://www.ucd.ie/equality/support/tipsforinclusiverecruitment/ 
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Masculine Feminine 

 active 

 ambitious 

 assertive 

 autonomous 

 challenge 

 champion 

 competitive 

 confident 

 courageous 

 decisive 

 determined 

 dominant 

 driven 

 fearless 

 independent 

 individual 

 lead 

 logic 

 objective 

 persistent 

 principled 

 self-confident 

 self-reliant 

 self-sufficient 

 superior 

 agree 

 collaborative 

 committed 

 compassionate 

 connect 

 considerate 

 co-operative 

 dependable 

 empathic 

 honest 

 interpersonal 

 interdependent 

 loyal 

 nurture 

 pleasant 

 polite 

 responsive 

 sensitive 

 support 

 sympathetic 

 together 

 trust 

 understanding 

 enthusiastic 

 inclusive 
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Recruitment Request Form (RRF) 

 

Recruitment Request Form (Confidential) 
(This form must be submitted to HR for all resourcing requirements) 

PERSONAL DETAILS  
EMPLOYEE NAME: 

MOBILE NO. TELEPHONE NO. 

EMAIL: 

 

ADDRESS: ____________________________________________________________________________________________ 

______________________________________________________________________________________________________

______________________________________________________________________________________________________ 

CONDITIONS PRECENDENT – Completed by HR 

 

GARDA VETTING:                                   YES / NO / NA 

 

QUALIFICATION EVIDENCE:      YES / NO / NA 

 

SATISFACTORY REFERENCES X 2:     YES / NO / NA 

 

PRE-EMPLOYMENT MEDICAL:      YES / NO / NA 

 

ROLE DETAILS – Completed by Manager 

POSITION TITLE:  

LINE MANAGER:                          

DEPARTMENT:  

JOB DESCRIPTION / DUTIES (attach):  

CONTRACT COMMENCEMENT DATE:   

CONTRACT COMPLETION DATE  

(if fixed term temporary):    

 

*Contract Renewal – Required 

Employee Original Start Date: 

 

How many contracts has the Employee Received?  

 

 CONTRACT TYPE DETAILS – Completed by Manager 

Contract Types Tick Yes/No, and additional detail if required 

1. Permanent Yes / No Full-time (i.e. norm 35hrs/week): 

Yes 

/ No 

2. Permanent – Term time Yes / No 

Part-time: (i.e. less than 35hrs/week): 

(Please indicate total number of hours) 

Yes 

/ No 

3. Fixed-term - Temporary Yes / No Other Details?: 

4. Fixed-term – Temporary – Term time  Yes / No 

5. Specific Purpose - Temporary Yes / No 

6. Letter of Engagement Yes / No 

7. Independent Contractor Yes / No 

WORKING HOURS DETAILS – Completed by Manager 

1. DAYS OF WORK (Mon-Fri):  
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2. START TIME (norm 9:00 a.m.):   

3. FINISH TIME (norm 5:00 p.m.):  

REST PERIODS:  A) MORNING BREAK (paid): 

B) LUNCH BREAK (unpaid): 

C) AFTERNOON BREAK (paid): 

D) Other – please specify 

 

Comments: 

REMUNERATION DETAILS – Completed by Manager and HR 

SALARY: Tick Yes/No, and additional detail if required. 

HOURLY RATE: YES / NO          

DAILY RATE: YES / NO          

WEEKLY RATE: YES / NO          

ANNUAL RATE: YES / NO          

PRO-RATA’D RATE: YES / NO          

 

APPROVAL DETAILS 

SIGNED BY: SIGNATURE(s) DATED: 

1. LINE MANAGER:   

2. H.R. MANAGER:   

3. DIRECTOR OF OPERATIONS:   

4. PRESIDENT:    

 

ADDITIONAL INFORMATION AND COMMENTS: 

 
 
 
 

 
Update Payroll: _________________ 

 
Update Departments:  Facilities / IT / Bright HR / Maintenance / Reception / Marketing / Data Protection – New Employees / 

Other 
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Composition of Interview Boards 

 
Job Titles Members of Interview Panel 

Senior Management Roles 

(Academic and Professional Services and 

Support Staff) 

Human Resources 

President and / or College Vice President / and/or 

Director of Operations and Strategy 

External Industry/Business Specialist 

  

Management Roles Human Resources 

A member of Senior Management 

External Industry/Business Specialist (if applicable) 

  

Lecturing Staff Human Resources 

Programme Director (may include a Programme 

Director from another programme) 

Assistant Registrar for Academic Affairs 

External Industry/Business Specialist 

  

Professional Services and Support Staff 

(Administration, Technical, Support posts) 

(Student Services) 

 

Human Resources 

Department / Function Manager 

External Industry/Business Specialist 

  

College Vice President President 

Human Resources 

A member of Senior Management 

Governing Body Member 

External Industry/Business Specialist 

Panel structures may be subject to change.  The College will endeavour to ensure a gender balance on all interviews. 
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Example of Criteria/Ranking Form 
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Example of Shortlisting Form 
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Sample Job Description 

 
Job Description – Marketing and Communications Manager (Template only – subject to change pending role) 

(Ensure to keep title gender neutral) 
 

Job Title:                           Only enter job title and ensure to 
keep title gender neutral 

Contract Type: Fixed term – 2 years Full-
time   

Function:                    Marketing and Communications Hours of Work: 5 days per week  

 
Reporting To:                   

  
Only enter in individuals title 

 
Salary: 

Commensurate with 
experience 

 
Carlow College, St. Patricks 

Carlow College, St. Patrick’s is a small third level College specialising in degree level education in the Arts, Humanities 
and Social Care areas.  The College has a rich tradition of education since its establishment in 1782.  Its historic campus 
close to the centre of town offers an ideal learning environment. The College has a strong reputation for the quality of 
its education, based on small class sizes, an engaging and research active faculty, with strong academic and pastoral 
supports for students.  Currently it delivers undergraduate degree programmes to level 8 in Arts and Humanities, English 
and History, Applied Social Studies in Professional Social Care, and Social Political and Community Studies. A number 
of postgraduate programmes are offered including a professionalising M.A. (Leadership in Therapeutic Child & Social 
Care). Additionally, the College has an international programme attracting students from a number of Colleges in the 
United States.  
 
Our commitment to Equality, Diversity and Inclusion 
Carlow College, St Patrick’s is committed to providing an inclusive working and learning environment, valuing diversity 
and fostering a culture where the rights and dignity of all its staff and learners are respected.  Carlow College is dedicated 
to ensuring that all of its activities are governed by principles of equality of access, opportunity and participation. We 
recognise and celebrate the diversity of our college community, its learners and staff and we seek to actively promote 
a spirit of inclusiveness and mutual respect. The College is also committed to identifying barriers to equality, diversity 
and inclusion and providing supports to staff and learners to achieve their full potential.   
 
In the promotion of equality, diversity and inclusion, Carlow College seeks to: 

 Ensure that no prospective or actual learner or member of staff will be treated less favourably than any other in 
a similar situation during their study or employment at Carlow College on one or more of the following grounds: 
age; disability; race; religion; civil status; family status; gender; sexual orientation; membership of the Traveller 
community. 

 Provide education of excellent quality to all its learners, whatever their identity, background or life experience. 

 Identify and reduce barriers, which might deter prospective learners and staff members from applying to the 
College and to promote access for under-represented communities. 

 Provide reasonable accommodation to learners, staff and service users with disabilities. 

 Ensure that the Carlow College, St. Patrick’s Equality Policy applies to all aspects of the learner and staff 
experience and welfare. 

 Ensure that bullying, harassment or discrimination are not tolerated in any circumstance. 
 
Our values and commitment to flexible working 

Mission Statement 
In the shared enterprise of education, through teaching, learning, practice placement and research activity, Carlow 
College, St. Patrick’s prizes excellence in all it does and endeavours to respond creatively to the changing needs of its 
learners, of potential employers and of society. 

Vision 
Carlow College, St. Patrick’s will educate, engage and inspire its learners through the provision of transformational 
learning and teaching experiences; it will enable a diverse learner and graduate population to achieve their academic 
and career potential and enable them to contribute to the ethical development of society at local, national and global 
levels. 

https://carlowcollege.ie/media/EqualityPolicy.pdf
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Our core values are: 
Truth and Integrity – We aim to create a research-led teaching and learning environment that is interdisciplinary in 
nature that inspires openness to new ideas and critical thinking and that is ethical in practice. 

Respect and Justice – We recognise the diversity of our college community and seek to promote actively a spirit of 
inclusiveness, mutual respect and equality of opportunity and access. 

Collaboration and Social Awareness – By creating opportunities to work together, both internally and externally, we 
believe that collaboration and partnership can best contribute to the ethical development of local, national and global 
communities and society. 

Friendliness and Service – We are committed to maintaining a hospitable, learner-centred environment that 
recognises each learner’s individual learning journey, and that promotes, values and supports their personal, social and 
cultural development. 

Creativity and Innovation – We believe that learning is about being open to new ideas and possibilities both in what 
we learn and how we learn. We are committed to being an educational space which promotes creativity and innovation 
as a way of responding to the contemporary world. 

For information on our Governance and Organisation chart, please visit: College Governance 

 
For information about Carlow College, St. Patricks, please visit:  About Carlow College 

 

Role Information 

 

The College now seeks to appoint a Marketing and Communications Manager to lead this function and ensure the 

communication of the College’s message to prospective students, and to local, regional, national and international 

stakeholder groups. 

 
Role Overview 
The Marketing and Communications Manager reporting to the Director of Operations and Strategy, and working 
collaboratively with the President’s Office, the Office of the Registrar, the Student Recruitment Office and the Admissions 
and Academic Programme Directors, will have responsibility for the Communications and Marketing function of the 
College.  
 
The role will also involve building the College brand externally and internally in addition to other marketing and 
communication tasks as outlined below. 
 
Key Responsibilities 
This role will report to Director of Operations and Strategy.  The Marketing and Communications Manager will be 
responsible for: 
 
Digital Marketing 

 Lead and manage the design and delivery of the College website ensuring optimal user experience.  

 Developing the College online marketing strategy consistent with overall marketing strategy including the use of 
social media as a communications tool, to build community and engagement, and drive high quality site traffic. 

 Optimising content for the College website, social networks and additional digital platforms as necessary. 

 Improve the College organic ranking with the development of a SEO strategy. 

 Report on the performance of the College website to other College functions. 

 Report on the performance of the College social media channels to other College functions. 

 PPC ad management, implementation and analysis. 

 Create, maintain, and implement editorial calendars. 

 Maintain effective, cohesive, and engaging brand messaging. 
Partnering with advertising and media specialists as necessary to increase marketing results. 

 Develop and oversee website testing protocols and procedures. 

 Advise the Student Recruitment Office on the design and delivery of digital projects. 

 Advise academic staff on the design and delivery of digital projects.  
 
Marketing and Public Relations  

 Content generation including publications, press releases and other marketing material. 

 Ensuring that marketing and public relations opportunities are realised for all College’s activities, programmes and 
services. 

 Developing and creating College branded documentation and templates. 

https://carlowcollege.ie/about/leadership-structure/governance/
https://carlowcollege.ie/about/leadership-structure/governance/
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 Be a brand ambassador for the College, working closely with managers in branding and communicating their 
activities. 

 Ensure the College brand message is strong and consistent across all functions and departments. 

 Keep abreast of relevant and important media stories on a daily basis. 

 Monitor and record media mentions relating to the College. 

 Ensure all projects statuses are aligned with the College’s strategic marketing goals. 
 
Additional tasks and responsibilities  

 Contribute to the strategic planning of the overall communications and marketing plan and to drive forward agreed 
College objectives. 

 Develop and review all policies owned by the Marketing department.  

 Monitor and manage the annual budget for the Digital Communications and Marketing function. 

 Act as line manager for the Digital Communications Coordinator. 

 Develop a culture of initiative, skill utilisation and strong team spirit among colleagues which will support the 
strategic direction of the College. 

 Identify opportunities for training and upskilling to encourage personal development within professional support 
functions through consultation and partnership with the HR Department. 

 Manage leave, absence and resourcing for all staff managed through the Bright HR system. 

 Promptly complete all annual or other (probationary) performance reviews for all staff in line with the College’s 
policies and procedures. 

 Represent the College as required at relevant events. 
 
Qualifications & Experience (Selection Criteria) 

 Bachelor’s Degree in Marketing or Digital Marketing or related Business degree. 

 5+ years’ relevant experience in a communications / digital marketing role. 

 Fully proficient in Google analytics & other online analytic tools. 

 Experience working with websites that have attracted multiple audiences/demographics. 

 Line Management experience. 

 Experience in developing Marketing Strategies  

 Operational knowledge of marketing within the educational sector would be advantageous. 

 Good working knowledge of social media’s role and its related tools within marketing/promotional activity. 

 Design & publishing experience using Adobe Creative Suite, InDesign or similar tools. 

 A thorough knowledge of the Digital Marketing including PPC platforms. 

 Proficient in the use of Content Management Systems (WordPress, etc.) and web development technologies. 

 Demonstrable experience leading and managing SEO, marketing database, email, social media and/or display 
advertising campaigns. 

 Excellent grasp of social media, website metrics and best practices. 

 Highly creative with experience in identifying target audiences and devising digital campaigns that engage, inform 
and motivate. 

 Up-to-date with the latest trends and best practices in online marketing and measurement. 

 Demonstrated project management, organisation and time management skills with the ability to assess and organise 
resources and plan and progress work activities.  

 Strong communication and interpersonal skills  

 Strong IT, report writing  

 Ability to coordinate activities for multiple stakeholders  

 Demonstrated ability to work autonomously and as a team member  

 Ability to identify, analyse and develop creative solutions to training issues and challenges   

 Demonstrable experience with handling confidential information and knowledge of GDPR and data protection. 

 Demonstrable experience in taking direction and instruction from management. 

 Demonstrated ability to use good judgement, interpret policies and procedures and deliver solutions 

Skills & Competencies 
The candidate must be able to demonstrate their capacity in the following areas:  

 Excellent interpersonal skills. 

 Ability to work effectively with all College departments. 

 Strong communication skills i.e. verbal and written.  

 High level of initiative, supported with a positive and flexible approach.  

 Ability to generate plans and effectively manage projects/initiatives.  

 Strong organisational skills. 

 Creative with good attention to detail. 

 Demonstrate the ability to self-manage. 
 

This job description is not intended to contain a comprehensive list of activities, duties, or responsibilities.  Additional 

duties may be assigned based on business operational needs. 
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Application Requirements 

Candidates should submit their C.V and covering letter specifically outlining how their qualifications and experience fits 

the requirements of the role to hr@carlowcollege.ie  Closing date for applications is DATE. 

 

Please note that if you are considering applying for this post you must be able to supply proof of the right to work in 

Ireland. If you do not have the right to work in Ireland, you would need to obtain a work permit. We are obliged by 

European law to appoint people who are citizens of the European Economic Area (EEA) where possible.  

 

Where there is no skills shortage for a particular post, it is highly unlikely that a work permit would be granted. Candidates 

may be required to produce documentary evidence to support any statements made by them on their application form 

or any supporting documentation.  

 

Note: Candidates should note that any inaccurate information will invalidate their application. 

 

*Please note that all applicants should consider the following questions when submitting their application: 

1. Do you hold a recognised 3rd level qualification in Marketing or equivalent? 

2. Do you have at least 5+ years’ experience of management in a comparable role? 

3. Does your current and / or previous work experience meet the requirements of the role? If so, please explain in 

your cover letter. 

 

*Please note that as part of Carlow College, St. Patrick’s recruitment policy; it is a condition precedent that all offers of 

employment are subject to two satisfactory employment reference checks and evidence of qualifications. 

 

This role is subject to the Probationary period outlined in the Colleges Probation Policy. 
 
Personal data will be processed in accordance with our Privacy Notice for Employees. 

 

Carlow College is an equal opportunities employer. 
 

CVs and handwritten forms will not be accepted. No late applications will be accepted. 
 

Benefits available through the College 

Note: there are additional benefits for academic roles.  Please consult HR for further information when drafting a job description 

for all roles. 

 Maternity/Adoptive Leave contribution  

 Paternity Leave contribution  

 Parental Leave  

 40 days Annual Leave  

 College Days  

 Sick Leave contribution 

 Bereavement and Compassionate Leave  

 Study and Exam Leave  

 Conferring Leave  

 

 Time Off in Lieu (TOIL)  

 Professional Membership Fees  

 Educational Assistance  

 PRSA Scheme 

 Taxsaver  

 Bike to Work Scheme  

 Microsoft Home User Package (MHUP)  

 Employee Assistance Programme  

 Flexi-Time (PSS) 

 Hybrid Working (subject to role) 

 

 

 

 

  

mailto:hr@carlowcollege.ie
https://carlowcollege.ie/policies-a-z/
https://carlowcollege.ie/media/EmployeeRecruitmentPrivacyNotice.pdf
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Exit Interview Form 

Exit Interview – Template  
Introduction 

Discovering why an employee leaves is an essential part of Carlow College’s strategic planning process.  The College 

is committed to continuously improving, learning and ensuring that we retain our talented workforce.  Exit interviews are 

a valuable process as it is an opportunity to listen, hear and understand employees, giving them a voice to provide the 

College a unique perspective on its overall performance and employee satisfaction.  While optional, Carlow College 

appreciates employee input into this process as it enables us to identify reasons for an employee’s departure.  It can be 

possible then to retain staff by improving the terms of their contract or their working conditions and the overall culture 

within the business. Also by Human Resources holding an exit interview when an employee leaves, trends and themes 

may emerge which can help the College to learn lessons and put in place measures to minimise losing valued employees 

in the future. In addition, exit interviews are an excellent method of uncovering and potentially resolving any unspoken 

grievances of the leaving employee, which may have resulted in employment litigation in the future. Your replies are 

confidential to the HR Office and will be reported on anonymously. In the event that a problematic issue which requires 

follow up is identified during your exit interview, the use of any identifying information will be discussed with you by the 

HR Office. 

 

Employee Name (Optional): Position (Optional): 

Date of interview:  HR Contact: 

 
Section 1: What are the reasons for leaving? 
 

Select one or more:   
 

 Higher pay   Better benefits  Better career opportunity 

      
 Improved work life balance  Career change/development  Closer to home 

      
 Disagreement / Conflict  Other  Family and/or personal reasons 

      
 Company instability   



Retirement    

  

Comments: 

 

 

 

 

 

 
 

Section 2: The Job itself  
Please rank the following 

  
 Strongly 

Disagree 
Disagree Agree Strongly 

Agree 
Neutral 

      
Job was challenging                

              
There were sufficient opportunities for advancement                 

     
              

https://www.peninsulagrouplimited.com/ie/az-guides/grievance/
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Workload was manageable                

              
Sufficient resources and staff were available                

              
Your colleagues listened and appreciated your 
suggestions  

               

     
              
Your skills were effectively used                

              
You had access to adequate training and development 
programs  

               

     

 
  

Comments:  What do you think can be improved about the job? 

 

 

 

 

 

Section 3: Remuneration & Benefits 
 

 Strongly 
Disagree 

Disagree Agree Strongly 
Agree 

Neutral 

      
The salary was adequate in relation to 
responsibilities 

                

     

              
Wages were paid on time                

              
Other benefits were good                 

              
Work-life balance was promoted and practiced                

              
 

Comments:  What improvements, other benefits could the company offer? 

 

 

 

 

 

 
Section 4: The College 

 
 Strongly 

Disagree 
Disagree Agree Strongly 

Agree 
Neutral 

      
Did you enjoy working with the College? 
 

               

     

When you started, did the induction help and was it 
accurate? 

            
 
 
 

   

     

   
 

           
Was a good and positive environment to work in?                
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Had adequate equipment to do the work                

              
Got on well with other staff within the company                

              
There were sufficient staff to cover the work   

 
             

              
The company was efficient in its dealings                

              
Internal and available communication worked well                

              
There was no bullying or harassment                 

              
There are adequate parking facilities                

              
The business did not discriminate against any 
employee 

               

     

 

Comments: What do you think can be improved about the Department and Company? 

 

 

 

 

 
 

Section 5: General Comments and Feedback 
 

Comments and Feedback 
 
 
 
 
 
 
 
 
 
 

 
 
 

Thank you for completing this information.  
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Double Employment Guide and Form 

 

Under the Organisation of Working Time Act 1997, employees should have: 

 11 hours’ consecutive rest in each 24-hour period.  

 A period of 24 hours’ rest in each consecutive seven-day period (this period should be preceded by 11 

hours’ daily rest).  

 This effectively means employees are entitled to 35 hours’ consecutive rest in each consecutive 7-day period.  

 The legislation limits the maximum number of hours an employee can work. 

 

In order to ensure compliance with the Organisation of Working Time Act 1997, the organisation has a requirement to 

evaluate cases where College employees may be simultaneously employed by organisations outside the College.  It is 

necessary for all employees to provide the organisation with details of any other paid employment that the employee is 

engaged in.  

 

Employees who are self-employed are not covered by this provision. Also excluded are employees who are working for 

a relative and are members of that relative’s household and whose place of employment is a private dwelling house or 

farm in or on which they and the relative reside. 

 

Please note that should a situation arise where the combined hours worked for the organisation and for the other 

employment, prevent Health and Safety required rest periods and place the College (and the employee) in breach of 

the legislation, then the employee concerned must change/reduce the hours worked in the other employment in order 

to prevent such a breach occurring. 

 

 

To ensure the organisation and you are not in breach of this Act, the following information is required. 

 

Please complete the details and return to Human Resources, by DATE. 

 

Please turnover for completion of form 
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Double Employment Form 

Please (PRINT) details 

Employee Name: 

 

Employee Address: 

Details of employment outside the company: 

Do you work for any other employer?   Yes   No  

If yes, please complete the following details: 

Time Mon Tues Wed Thurs Fri Sat Sun 

Starting         

Finishing         

No. of Hours        

Break provided 
(Y/N) 

       

Mandatory Rest Periods 

1. Have you received 11 hours’ consecutive rest in each 24-hour period? 

2. Have you received 24 hours’ rest in each consecutive seven-day period (this period 

should be preceded by 11 hours’ daily rest)? 

Yes    No  

Yes    No  

If you have answered no to either of the above, please advise why? 

 

Do these hours vary from week to week?   Yes   No  

If yes, please give details: 

 

 

 

 

*If your double employment (hours of work) varies weekly, it is your responsibility to ensure that you notify/update your 
line manager weekly of hours worked. 

More than one other employer: 
If you are employed by more than one other employer (besides Carlow College, St. Patrick’s) please repeat the above 
information for each such employer on a separate sheet. 
 
*Please note 
You must notify your manager and Human Resources, Carlow College, St. Patrick’s if there is any change to the details 
as outlined above. 
         
Signed:  _________________________________ Date:  ________________ 
  Employee 
 
 
Signed:  __________________________________ Date:   ________________ 
                          Human Resources 
 

 
 
 
 
 
 
 
 
 


