
 
 
 
 
 
 

Candidate Pool Procedure  
 
In accordance with the Recruitment and Selection policy, in some cases, where the number of 
suitable candidates exceeds the number of places available for any start date, a candidate pool 
will be maintained which will feed into the vacancies as they become available. 
 
Being placed in the pool does not constitute an offer of employment. 
 
In these cases, the following procedures will apply: 
 

 Adverts will state that candidates may be placed in a pool 
 

 The recruitment team will maintain the pool register  
 

 Only employable candidates will be placed in the pool 
Candidates placed in the pool will be suitable for offer. Any candidates not successful through 
interview will be rejected form the process as normal. 
 

 Following interview, candidates will be notified there are insufficient vacancies and they 
will be placed in a pool 
Recruitment will write to the candidate to confirm; they have been successful but placed in a pool, 
that they will have to undergo a telephone interview prior to being placed and the date they will be 
removed from the pool. 
 

 Candidates will stay in the pool for a maximum of 6 months  
At 6 months, the recruitment team will contact the recruiting manager to confirm no vacancies are 
likely in the next 4 weeks and then will contact candidates to notify them that a vacancy has not 
arisen and they have been removed from the pool. 
 

 Candidates will be removed from pool in date order 
Scoring will not be considered, once placed in the pool, candidates will be removed in date order. 
. 

 Candidates will undertake verification interview (face to face or telephone) 
When a vacancy is identified, the candidate will be required to undertake a verification interview. 
Recruitment will invite candidates to attend / take part in advance of the conversation. 
 

 Minimum of 4 weeks’ notice required before start date 
As will all recruitment, a minimum of 4 weeks between offer and start date is required to complete 
pre-employment checks. 
 
 
 


