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FWinc Recruitment & Selection Policy

1. Purpose  

Funny Wonders Inc. (FWinc), as an organisation, aims to provide opportunities
for people to experience and participate in creative arts in a supportive, safe environment. The purpose 
of this policy is to describe the procedures of recruitment, application and selection of new members of 
the team and to outline how FWinc aim to ensure that the best people for the role are recruited and that
the process is free from bias and discrimination. 

2. Scope  

This Policy applies to all those applying for vacant roles or to become part of the FWinc team including 
paid workers, volunteers and apprentices. 

3. Definitions  

To clarify, a worker is paid, a volunteer is unpaid, and an apprentice is someone who is training to 
become a member of the team within a structured timeframe.

Person specifications outline the criteria that are considered essential or desirable for a role and are 
required to successfully fulfil the role. The specifications must be justifiable and may include experience,
skills and abilities, knowledge, training, qualifications or aptitudes.

4. Statement  

In order to ensure a suited and motivated workforce which is able to provide a professional service, 
FWinc recognises the importance of a thorough and effective selection procedure for new members of 
the team. 

FWinc wishes to positively welcome, recruit and retain a wide range of people and recognises the 
importance of a mix of talent, skills, potential, background, knowledge and experience. FWinc is 
committed to ensuring their fair treatment regardless of their background or circumstances: the 
recruitment, application and selection processes will be used in accordance with the FWinc Equal 
Opportunities Policy.  

5. Legislation  

5.1 Immigration, Asylum and Nationality Act 2006  
This Act states that it is a criminal offence to employ anyone who does not have permission to be in, 
or work in, the UK. It is the organisation's responsibility to ask all applicants for evidence of eligibility
to work in the UK. It is unlawful, racial discrimination to carry out checks only on potential 
employees who by their appearance or accent seem to be other than British. It is therefore a 
requirement to ask all applicants to bring with them evidence of their right to work in the UK.

5.2 Equality Act 2010  
This Act requires equal treatment in access to employment and services regardless of age, disability, 
gender reassignment, marriage and civil partnership, race, religion or belief, sex, and sexual 
orientation. It also places a legal responsibility on an organisation to monitor their own recruitment 
process to ensure they are not discriminatory. 
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6. Roles  

Before recruitment commences, financial feasibility for the role must be established. When and where 
necessary, specific, vacant worker and volunteer roles will be marketed and advertised. To ensure 
suitable applicants apply, all roles must have full, detailed descriptions including person specifications. 

7. Recruitment   

The opportunity to become part of FWinc should be marketed and advertised to as many people as 
possible and for as long as possible. Each recruitment drive should use as many and varied lines as 
possible including both computer- and non-computer-based lines of communication: see the FWinc 
Marketing Opportunities for more detail (Appendix A).  

8. Application  

All those interested in joining the FWinc team either for general activities or for vacant roles of specific 
projects must be provided with a role description and undergo an application process which involves the 
following:

 informal interview 
 completion of an application form and data consent form with provision of references
 if applying for paid work, evidence they are eligible to work in the UK 
 an enhanced DBS check, subject to role or provision of existing certificate
 reference checks, subject to role

An applicant must not engage in FWinc activities until a DBS check application form has been completed. 
For more information about DBS checks, please see the FWinc Screening Policy. 

8.1 References  
If an applicant is known to the organisation or has worked with FWinc previously, reference checks 
may not be necessary. References from relatives or friends are not accepted. Appropriate referees 
include those with direct experience of the applicants work, education or training. Preferably, a 
referee is a current or previous employer. Information should be given by the applicant detailing 
their relationship with the referee, relevant job information (title, responsibilities, reasons for 
leaving) and the identity of the referee. 

8.2 Interview  
Interviews must be conducted by members of the FWinc Core Team and the project leader (if 
applicable). Interviewees should state whether they already know the applicant. Interviewers should 
use the FWinc Interview Guide (see Appendix B) to conduct the interview. A FWinc Applicant 
Assessment Form must be completed to maintain consistency and reduce bias, record applicant 
details and document the assessment of risk to justify the outcome of the selection procedure. 

9. Selection  

Selection of new members will be on the basis of appropriate criteria and merit. The following factors 
will be taken into consideration during the selection process of applicants: 

 suitability to the role applied for; 
 relevant experience, training or education; 
 references; 
 suitability to the organisation; 
 future potential and prospects; 
 their interview answers.

New members must be selected by the Core Team with approval from the Board of Directors following 
their trial period. Unsuccessful applicants should be notified at the earliest opportunity and offered 
feedback. If requested, particular reasons for the decision must be provided. 
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10. Trial and Training Period  

All successful applicants will undergo a trial and training period during which they will be inducted into 
the organisation and their conduct assessed; this may take the form of a structured apprenticeship. 

Induction includes:
 completion of other FWinc registration forms 
 provision of information about activities to get involved with
 training in FWinc policies and procedures
 training in project-specific procedures
 agreeing to the Volunteers Agreement
 training relevant to their role
 provision of a peer-mentor and supervisor

The length of this period will depend upon various factors which may include: training required; DBS 
check clearance; completion of a qualification; health screening; the frequency of FWinc activities; or 
the nature of their involvement with the organisation. 

The content and duration of the trial and training period should be clearly outlined. Following this 
period, new team members must make a commitment to the organisation (as required for their role) and 
pay annual FWinc membership fees. 

11. Implementation of this Policy  

All applicants and members of the FWinc team will be made aware of this policy, the content of this 
policy and the procedures outlined within it. 

All recruitment, application and selection documentation should be kept by FWinc and be available 
should a complaint be made and a review required. 

This Policy will be available at permanent premises used by FWinc and on the FWinc website. 

12. Responsibilities  

It is the responsibility of the FWinc Core Team to: organise and oversee recruitment including the 
marketing and advertisement of roles; organise and oversee the various stages of the application 
procedure; select new members of the team from the applicants; organise letters to applicants as 
required; and document each stage of the process and including keeping copies of all marketing and 
advertisement items. 

13. Complaints  

Complaints regarding the procedures or handling of the procedures mentioned in this Policy, the Policy 
itself or any other matter should follow the FWinc Complaints Procedure outlined in the FWinc 
Complaints Policy.

14. Review  

This Policy will be reviewed by the FWinc Board of Directors annually or as-and-when issues arise. 

15. External Contacts  

ACAS Equality Direct helpline: 08456 00 34 44
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16. Policy History  

First version (formatted) adopted Jan 2012
Readopted Jan 2013
Readopted March 2014
Readopted Jan 2015
Readopted June 2016
Readopted April 2017
Readopted Feb 2018
Readopted Feb 2019
Readopted Feb 2020
Readopted Feb 2021
Amended Jan 2022 (procedure)
Readopted Feb 2022
Amended Mar 2023 (appendices)
Readopted Mar 2023
Readopted Feb 2024
Amended Feb 2025 (appendices)
Readopted Feb 2025
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Appendix A – Marketing Opportunities

FWinc
Website blog
Facebook
Twitter
Instagram
Email
Events

Posters
Appleyard & Son Toyshop door
Buxton Library board
Buxton Methodist Church  board
Chapter & Verse board
Clowes & Son Pharmacy             display box
Hargreaves board
Lomas’ window
Morrisons board
Pump Room column
Scriveners Book Shop window
Sainsbury’s          community board
Spring Gardens noticeboard board

No Boards In: McColls, Iceland, Aldi, Waitrose

Leaflets
Buxton Methodist Church foyer
Cavendish Arcade stand
Buxton Library
Doctors
Dentists

Newsletters
Arts Derbyshire
Buxton Civic Association
Buxton Town Team
Derbyshire Voluntary Network
Explore Buxton
High Peak CVS
Puppet Centre
Transition Buxton
Vision Buxton

Papers/Media
BBC Radio Derby
Buxton Advertiser
Derbyshire Life
Imagine Radio Peak District
Peak Radio
Primary Times
Pure Peak
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Local Networks
Connex Community Support
Harpur Hill Residents Association
Residents of Fairfield Association
Vision Buxton

Online Event Listings
ArtsDerbyshire
Facebook
Peak Radio
Vision Buxton
Visit Buxton
Visit Peak District & Derbyshire
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Appendix B – Interview Guidelines
This guide is to ensure interviews are thorough and consistent. An assessment form should be completed 
during alongside or immediately after the interview.

1 Introduce yourself and your role(s) in the organisation

2 Q – How did you hear about us?

3 Recruitment process:
 informal chat to get to know each other – about half an hour
 after chat, they decide if want to get involved
 if yes, will be sent some further information about the role and the organisation
 meet to fill out registration forms and carry out DBS check if required
 organise any required training 

4 Q - What is your current situation? Working? Retired? Studying?

5 Q – Where are you based? Buxton?

6 Q – What is your educational and/or working background? 

7 Q – Do you have any volunteering or community arts experience? 

8 Q – Do you have any particular creative skills or interests? 

9 History of Funny Wonders:
 mid-1990s – origins, Chris and Doug Agnew
 2000-2004 - voluntary organisation, MASSIVE, developing puppet festival
 2005-2009 - workshops in schools, international exchanges, youth group 

productions, CIC
 2010-present – developed school workshops, working with other community groups, 

flowerpot trail

10 Current projects 

11 Role(s)
 responsibilities
 team
 opportunities

12 Q – What role(s)/tasks are you interested in doing?

13 Q – What are your motivations for volunteering?

14 Q – Why do you want to volunteer for Funny Wonders?

15 Q – What do you want to get out of volunteering for Funny Wonders?

16 Q – Do you have any experience with… (relevant to the role)?

17 Q – Are you confident with… (skills relevant to the role)?

18 Q – Do you know much about… (issues relevant to the role)?

19 Q – Have you had any … training (relevant to the role)?

20 Q – Are you confident speaking with/about… (relevant to the role)?

21 The FWinc Way of Working
 focusing on doing rather than end product, time spent being creative
 encourage participation on all levels with a range of things 
 so we are an organisation for all – all ages, all ability levels
 about creating a supportive and safe environment
 participant-led as much as possible

22 Q – is this an ethos you agree with?

23 Future Involvement
 if you’re looking for paid work, there may be opportunities in the future
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 we also look to support practitioners in developing their own workshops, we 
have a good foundation with policies, procedures and documents so there are 
opportunities in that direction

 we also are open to more people getting involved in the running of the 
organisation such as helping with project development, fundraising, community 
engagement

24 Q – are you be available… (times relevant to the role)?

25 Q – do you have transport to… (location relevant to the role)?

26 Q – what timescale are you looking to volunteer for? 

27 Eligibility to volunteer (see below)

28 Q – We primarily communicate via email. Do you check your emails regularly?

29 Q – How are you with time management? 

30 Q – Are you confident with policy and procedure, particularly around health and 
safeguarding? 

31 Q – Do you have any health or medical concerns we need to be aware of?

32 Q – Or any additional needs we can support you with? 

33 FWinc registration forms to complete 

34 FWinc membership and annual fee 

35 DBS check requirement

36 Training requirements – FWinc procedure, safeguarding etc

37 Support – supervisor and peer mentor

38 Volunteers Agreement / Contract for Services

39 Q - Do you have any questions for us?

Are they eligible to volunteer?

 Are they receiving job-seekers allowance (JSA)? Those receiving job-seekers allowance (JSA) are NOT 
permitted to volunteer for FWinc as we are a Community Interest Company which is officially defined 
as a ‘for-profit’ organisation.

 Are they receiving other benefits of have been declared ‘unfit for work’? They are permitted to 
volunteer for us and for as many hours as you like

 Are they from overseas? Their visa must state explicitly that they can volunteer
 Are they a registered asylum seeker? Registered asylum seekers can volunteer for FWinc as the 

organisation is not a statutory service and is a voluntary organisation; they may receive OOP Expenses.
 Are they 16-18yo? Those aged between 16 and 18 years may volunteer for us but an adult may 

supervise. 
 Are they under 16yo? FWinc requires permission from the parent(s)/guardian of those under the age of 

16 who want to volunteer

Are they eligible to work? Refer to Home Office ‘Right to Work’ checklist.
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