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HIS TOOLKIT HAS been funded by the Children’s Workforce Development Council.

Initial discussions with and information from the following colleagues were very
helpful: Beck Dabscheck at Rainer, Nicola Swales and Shelly Eades-Jones at
Barnardo’s and Paul Smithson at MENCAP.

A big thank you goes to all the individuals and organisations that took the time to
send through information about their work as best practice examples.

Thanks also to Julie Walker, Jo Heyes and Barbara Ryan and Katy Clifton who
provided quotes from young people, candidates and human resources about their
experience of involvement in recruitment.

Lastly, thanks to all members of the steering group for their time, ideas and
encouragement: Jo Heyes, Miriam Jackson, Dave Jones, Doug McClone, Ruth
Phillips, Jo Price and Sarah Wild.

"The Yorkshire and Humber workforce toolkit project has been funded by the
Children's Workforce Development Council. It builds on the views and
experiences of individual groups in the Children's Workforce and should not be
considered endorsement by CWDC for activities, products or initiatives”

© Gill Barn/Youth Work Unit — Yorkshire & Humber 2008



WDC IS COMMITTED TO participation. It states that ‘throughout our work we will

make sure we are steered by what children, young people and their families tell
us’. CWDC wants to make sure that the participation of children, young people and
their families is central to the development of the children’s workforce.

CWDC has supported the PWNE — Y&H in bringing together many examples of
where this has been achieved throughout Yorkshire and the Humber so that others
can learn from the experience and use this toolkit as a reference point. This
document is aimed at anybody seeking to facilitate the meaningful engagement of
children and young people in any aspect of workforce development, including
recruitment and retention, induction and training.

We know that the lives of children and young people are improved when we engage
with them, really listen to them and take on board what they say and create the
space for them to be involved. We believe that participation means making sure that
the structures, resources and processes are in place so that action can be taken,
and changes made from what children and young people say. Sometimes this can
prove difficult to achieve in reality as staff are often hard pressed and may not be
confident in facilitating such participation.

It is hoped that this resource will provide staff with practical examples of exercises,
ideas and material that can be easily reproduced in different settings. All the
originators of the examples from within the region are identified so staff can contact
them relatively easily.

Children and young people need to be part of workforce development just as they
are of service delivery. | hope that this toolkit provides a practical resource to help
staff make this real.

Dave Jones
Regional Development Manager (Yorkshire and the Humber)
Children’s Workforce Development Council



THE YWU IS THE STRATEGIC youth work development agency for the region and
has a unique role in bringing together the dual functions of support and development.
Established in 1998, the unit works with a wide range of service providers and
organisations involved in improving outcomes for young people reflecting the growing
trend towards integration. From PCTs to the police, from arts organisations to after-
school clubs, from regeneration schemes to enterprise initiatives — the need for
strategic, expert and objective support on youth matters is more important than ever.
The voice and views of young people and promoting their active role in society has
always been an important feature of youth work and the YWU is committed to young
people’s participation, voice and influence. The YWU applauds recent government
legislation and related service developments which increasingly recognise active
involvement of children and young people as a pre-requisite of quality delivery. The Unit
overseas a variety of projects promoting young people’s participation, this includes
PWN-YH. Our regional work promoting tried-and-tested models ensures full support to
organisations wishing to involve young people more fully. This opportunity to create a
workforce-related resource for the region, funded by CWDC, and developed with PWN-
YH, therefore is timely and welcome.

Web address: www.youthworkunit.com

PWNE WAS ESTABLISHED IN 2003 to support practitioners by providing opportunities
to share best practice and knowledge, so that they can improve the participation
experience and outcomes for children and young people, aged 0-19. Networks within
the 9 English regions together form the core of PWNE. The YWU co-ordinates the
network in Yorkshire and the Humber. Membership is free to practitioners from the
Third and Statutory sectors that support the involvement of children and young people.
PWNE is part of Participation Works, a consortium of six children & young people’s
agencies: British Youth Council (BYC), Children’s Rights Alliance for England (CRAE),
National Children’s Bureau (NCB), National Council for Voluntary Youth Services
(NCVYS), The National Youth Agency (NYA) and Save the Children-UK.

Web address: www.participationworks.org.uk

CWDC AIMS TO IMPROVE the lives of children and young people, having been set up
in 2005 to support the implementation of Every Child Matters. It does this by ensuring
that those working with children have the best possible training, qualifications, support
and advice. It also helps children and young people's organisations and services to
work together so that the child is at the centre of all services. CWDC works in the
interests of a range of sectors covering about 500,000 workers, including early years,
childcare, education welfare and social care. CWDC is one of five bodies forming the
UK Skills for Care and Development Sector Skills Council and co-ordinates the
Children's Workforce Network.

Web address: www.cwdcouncil.org.uk



THE PARTICIPATION OF children and young people has become much more
commonplace in the last ten years and is no longer the preserve of youth
services and children’s rights services.

Children and young people of all ages, from different backgrounds and abilities, are
now routinely involved in a vast range of decision-making. This includes how
services are delivered, how policy is developed, governance, the design of buildings
and projects, and the subject of this toolkit — workforce development.

There are a host of examples of children and young people’s participation available
locally, regionally and nationally, with the focus more recently moving towards
change, outcome, impact and influence rather than solely considering the process of
participation.

At one time children and young people’s involvement in workforce development
would have been limited to the recruitment of frontline, project-level staff. Now they
are more often involved in senior appointments, for example, the first Children’s
Commissioner for England (at a national level) and in Yorkshire and the Humber,
Directors of Children’s Services in Rotherham, Kirklees and Leeds. Children and
young people have also become involved in wider aspects of workforce
development including staff induction, training and appraisal.



CHILDREN AND YOUNG PEOPLE’S participation has been enshrined in an increasing
array of government legislation, guidance and policy.

Much of this is underpinned by the United Nations Convention on the Rights of the
Child (UNCRC) in particular Article 12. This states that children and young people
‘have the right to say what they think should happen when adults are making
decisions that affect them and have their opinions taken into account’.

Practitioners, specifically those working in the area of children’s rights, are more
regularly considering the importance of the Human Rights Act 1998 and the
European Convention of Human Rights in relation to children and young people.

From the government's Learning to Listen guidance in 2001 through to the recent
Aiming High in 2007, there has been a raft of legislation and policy that includes
reference to children and young people’s participation with some having a
requirement that they are involved in decisions. The current key drivers are:

* Every Child Matters and The Children’s Act 2004, DfES

* Youth Matters 2005 and Youth Matters: Next Steps 2006, DfES and related
guidance on the Youth Opportunities Fund/Youth Capital Fund 2006

* Education and Inspections Bill 2006, DfES
* Aiming High for Young People 2007 + related Action Plan 2008, DCSF

e The Children’s Plan 2007, DCFS



As WELL AS PRACTICE, policy and legislative developments organisations are more
often using standards to ensure the involvement of children and young people
can be measured in various ways. These can be national or organisationally based.

The best known of these is probably the National Youth Agency's Hear by Right
Framework, to which many local authorities and organisations have signed up. The
framework has also been adapted by some smaller organisations to be more suited
to their needs.

Another example is the Department of Health’s You’re Welcome quality standards
for making health services young people-friendly. These are currently being piloted
in four regions before being launched nationwide from April 2008.

The inspection framework for local authority services and their partners carried out
by OFSTED via Joint Area Reviews (JARS) includes assessment of the levels and
quality of the participation of children and young people in services.



HE INCREASE IN children and young people’s participation has been accompanied

by more resources to support the aforementioned policy and legislation. There
have been several in the area of workforce development, particularly looking at
recruitment and selection, but also training.

This toolkit from the Youth Work Unit does not seek to duplicate the others, but
rather to highlight the key issues and most importantly to bring a Yorkshire and
Humber perspective via best practice examples and emerging issues.

Many workers, projects and organisations want to involve children and young
people in workforce development, but are not quite sure where to start or exactly
what it may entail. Others have been doing it for some time and want to share and
develop new ideas and methods.

This practical toolkit makes suggestions about how to begin, what to consider, and
offers a range of best practice case studies from across the region. These are
intended to inspire and encourage colleagues to develop practice and policy within
their own organisation and contact details are included for each example so that
colleagues can contact someone directly for further details.

At the very end of the toolkit there is a selection of activities that have been adapted
from other resources and used successfully in the region, which colleagues may
want to use as part of involving children and young people in recruitment and
selection.



BEFORE LOOKING AT the ‘what and how’ of involving children and young people in
workforce development it is worth a reminder of some of the benefits, barriers
and challenges of doing this.

Some of the benefits for children and young people are:

« Opportunities to develop confidence, experience, skills and knowledge — all
of which can be useful for education, employment, portfolios, records of
achievement, references and other participation work.

« Rewards — children and young people can be presented with a certificate of
achievement, possibly the chance to undertake accredited training, and may
be able to receive ‘payment’ for their involvement via actual wages,
vouchers, or payment-in-kind such as a group or individual activity or outing.

o Learning how to take responsibility for decisions, planning and delivery and
how these affect individuals and services.

e Opportunities to learn about the process of applying for a job and going for
an interview.

« Building relationships with other children and young people leading to
possible friendships, as well as with adults leading to trust and respect.

Some of the benefits for projects, organisations, services and the wider
community are:

e Working in partnership with children and young people leading to greater
joint ownership of induction, recruitment and training processes and
outcomes.

e Learning from children and young people about what they value in terms of
staff and their induction and training.

e Opportunity to see how candidates interact with children and young people
in interviews.

e Being more likely to meet the needs and aspirations of children and young
people because they have been involved in the induction, recruitment and
training of staff that will be delivering them.

e Giving a clear message to candidates that the organisation is serious about
the involvement of children and young people.

« Meeting government and contract targets in terms of children and young
people’s participation.
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Some of the benefits for staff and candidates are:

Knowing that where you work or want to work values children and young
people.

Building relationships with children and young people you work with or will
work with.

Some of the barriers for children and young people are:

Practicalities — for example, timing and venue for interviews.
Jargon used in job descriptions and interview questions.

The same children and young people being offered all the participation
opportunities.

Not being sure how much children and young people’s opinions will count.

Some of the challenges for projects, organisations, services and the wider
community are:

Having the support of the whole organisation.
Resources — in particular, time.
Doing things differently.

Sharing power with children and young people in a meaningful way.

Some of the barriers and challenges for staff and candidates are:

May be working in isolation without wider support.

Lack of clarity about what is expected of you as a candidate in terms of the
involvement of children and young people.

11



THE TOOLKIT WILL now consider different issues in relation to how children and
young people can be involved, including the following checklist for recruitment
and selection and a list of top tips.

Checklist for recruitment and selection Yes/No
Action

1. Do your organisation and its relevant departments (e.g. HR) support the
involvement of children and young people in recruitment?

2. Are you/your organisation clear about why you are involving children and
young people?

3. Has it been agreed and understood what level of involvement children
and young people will have?

4. Have the practicalities of the recruitment, e.g. venue and timing of the
recruitment taken children and young people’s needs into account?

5. Are children and young people trained, prepared and supported?

6. Are children and young people and the adults clear about their roles?

7. Are children and young people and the adults clear about the level of
involvement?

8. Does everyone understand how the scoring system works and how to fill
itin?

9. Has it been agreed how much of a share children and young people will
have in the decision-making?

10. Have safeguarding, child protection and safe practice issues been
addressed?

11. Have any potential conflict of interests been addressed?

12. Does everyone understand about confidentiality?

13. Does everyone understand issues of inclusion, diversity and equal
opportunities?

14. Have the candidates been informed that children and young people are
involved in the interview and selection process?

15. Has the necessary consent been obtained from parents/carers/schools
to enable the child or young person to be involved?

16. What rewards system is in place for children and young people?

12



1. Do your organisation and its relevant departments (e.g. human resources)
support the involvement of children and young people in recruitment?

Some organisations and local projects have recruitment and selection policies that
address the involvement of children and young people. In this situation it is likely
that a lot of work has been done within that organisation to get such a policy signed
off, indicating a level of support.

Within others there may be verbal agreement about children and young people’s
involvement, which may have become custom and practice, but is not backed up by
policy and procedure.

Such involvement can still be a new
experience for some HR staff and senior
management, SO you may need to
strengthen working relationships with them
to influence and develop their understanding
and commitment. Depending on the type,
size and structure of your organisation you
may also need to consider discussion with,
for example, trade unions and professional
associations.

2. Are you/your organisation clear about why you are involving children and young
people?

You may be asked to involve children and young people because someone
somewhere in your organisation thinks it will be a good idea — that it will look good
and maybe even tick a box.

Or it may be a process your organisation has developed over the years and is now
standard for all recruitment and even written into policy.

Whatever the reason, it is important to be clear about why you are doing this so that
everyone involved can make a commitment to it. This includes children and young
people, project staff, senior management, human resources and board
members/elected members.

3. Has it been agreed and understood what level of involvement children and
young people will have?

In theory children and young people could be involved to any extent in any part of
the recruitment process. It is essential, therefore, that the level of involvement is
discussed and agreed in advance, taking into account the wishes, ages and abilities
of children and young people, the nature of the post, the type of organisation and
the number of applicants.

Children and young people can potentially be involved in recruitment for posts at all
levels within an organisation and they can be involved as individuals or as a group.

If this was a continuum then at one end would be children and young people being
involved in a more informal way such as meeting and greeting candidates or
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showing them around the project. This would not, however, have an impact on the
outcome of the recruitment.

At the other end of the spectrum children and young people may be involved right
the way through the process from when a vacancy arises or is created, through
writing job descriptions, person specifications and adverts, to short-listing and being
full members of the interview panel and having an equal say in the final appointment
decision.

Children and young people can also be involved in running an activity or exercise
that focuses on certain aspects of the person specification. For example, candidates
may be asked to facilitate a short section of groupwork or make a presentation on
an aspect of the job. They can also be

involved by setting up a separate children

and young people’s panel to ask specific

guestions.

How children and young people are

involved will also be influenced by their age

and ability, their strengths and interests.

This must be taken into account when

making decisions about levels of

involvement, materials, scoring, methods of

feedback and timings. It is also useful to

involve children and young people from the

services or setting where the recruitment is taking place as they will already be
familiar with some aspects of the service, the work and the jobs.

It is important that children and young people understand what is expected of them
within the potential range of involvement so that they can make an informed choice
about what they want to do. Children and young people should have a say about
what they are involved in. And remember — some may not want to be involved at all.

Children and young people need to know about the whole recruitment process even
if they are only involved in one part of it. This helps them to understand and locate
what they are doing and how it fits together.

4. Have the practicalities of the recruitment, e.g. venue and timing, been taken
children and young people into account?

As with all participation work with children and young people, the practicalities must
be organised to suit them.

The venue needs to be accessible, child friendly and easily accessible by public
transport or taxis need to be provided.

The timing of the interviews needs to either be after school, college and work or

negotiations may have to be pursued with the school, college or workplace to allow
the child or young person to take time off for the involvement.

14



5. Are children and young people trained, prepared and supported?

Children and young people need to be involved in training so that they can
understand the whole process and the different stages and detail of recruitment and
selection. Training can be done in variable sized groups or on a one-to-one basis,
depending on who is going to be involved in what.

It is useful for training to include information about the process of recruitment i.e. job
vacancy, job description, person specification, job advert, interviews, questions,
scoring system etc. Also it is important to

cover communication and interview skills,

open and closed questions, stereotyping,

equal opportunities and diversity,

confidentiality and conflict of interests. It

can often be useful to use drama and/or

role-play to offer children and young

people the opportunity to experience and

understand the various aspects of

recruitment.

By the end of training children and young

people need to feel prepared and confident in their understanding and skills to be
able to undertake their part or all of the process. It is also important to ensure that
you agree with children and young people what support they may need during the
process and who will be available to offer them this.

6. Are children and young people and the adults clear about their roles?

Ideally before the interviews, children and young people and the adults who will be
involved should meet together even if they will be involved in separate parts of the
process, so that they know what role each person will have. This includes adults
who may not actually be involved in the interview process but who may be
supporting children and young people on the day.

Meeting in this way will help participants get to know each other, build trust and be
clear about who will be doing what. This will prove very useful for situations when
children and young people and adults may all be involved in discussions at the end
of the interview process about who to appoint.

7. Are children and young people and the adults clear about the level of
involvement?

As stated above it is helpful if children and young people and the adults who will be
involved meet together, even if they will be involved in separate parts of the
process, so that they know what level of involvement each person will have and its
limits. Again this should include adults who may not actually be involved in the
interview process but who may be supporting children and young people on the day.

Even if children and young people are involved in a separate part of the interview —
for example, candidates doing a presentation just to them — meeting the adults who
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are involved at a different level will enhance everyone’s understanding of the whole
process.

8. Does everyone understand the scoring system and how to fill it in?

During training and preparation with children and young people the scoring system
is a vital element to cover in some depth.

There are many different scoring systems used in recruitment and the one being

used or devised for the specific role should reflect the level of children and young
people’s involvement and should be easy to use. Some children and people may
not want or be able to write lots of comments, but may be a happy to give a score
and discuss this afterwards.

Everyone involved needs to understand exactly what is being assessed and how
this is recorded using the scoring system. It

is useful in training with children and young

people to use sample answers candidates

may give to particular questions and how

candidates could achieve the different

scores available with different levels or

content of answers.

If a different or variation of a scoring system

is to be used because of the involvement of

children and young people, this must be easily compatible with the main system so
that scores can be combined if need be.

9. Has it been agreed how much of a share children and young people will have in
the decision-making?

This aspect of children and young people’s involvement needs to be clarified from
the outset as it may affect their level of involvement and their role. It can also
influence how much they feel valued as part of the process. Where children and
young people are taking part as interview panel members alongside adults, then
usually they would share an equal say in the decision-making.

If children and young people are having their own interview panel and asking
specific questions then often a percentage share of the decision-making is agreed,
proportionate to the number of questions. For example, if there are eight questions
in total and the children and young people’s panel asks two of these, then their
scoring would count as 25 per cent of the overall total score for each candidate.

This may seem obvious, but experience has shown that this is a particular area
which can lead to children and young people feeling that their contribution has not
been respected or valued (as much as the adults). It is vital therefore to ensure that
everyone is clear what the share of decision-making is and why, before proceeding.
It is also essential that it is agreed by all to be a fair share.
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10. Have safeguarding, child protection and safe practice issues been addressed?

As in any participation work with children and young people, safeguarding and child
protection issues are paramount and should be considered before embarking on
their involvement, with reference made to relevant organisational policies and
guidance.

Even when children and young people are
taking part as equal panel members they are
still children and young people in relation to
safeguarding and child protection, so
professional and personal boundaries need
to be clear, established and maintained. It is
important to ensure that children and young
people are not placed at risk during their
involvement in recruitment and that they
understand from the outset about the
organisation’s procedures.

You should carry out a risk assessment

exercise to consider a range of issues such

as travelling to and from venues, exchange of home/mobile telephone numbers, and
sharing personal information during the recruitment.

Any activity or exercise that is devised for candidates must be within the boundaries
of safe practice for all. And remember — candidates attending for interview also have
the right to feel safe.

11. Have any potential conflict of interests been addressed?

This topic can be included as part of the recruitment training for children and young
people. It is essential that children and young people know in advance the names of
the candidates they will be interviewing.

There is a potential, for example, that the candidate has previously been a teacher
or social worker of a child or young person on the panel. Depending on the child or
young person’s experience this could mean they are no longer sure they want to be
involved, in which case they may want to be supported to discuss this and make a
decision. If they do want to continue their involvement, again they may want support
about how to manage any feelings they may have about being in this situation.

It may be that someone at the project is applying for promotion and all the children
and young people know this candidate. In this situation, here it is important to
reiterate boundaries and clarify confidentiality and equal opportunities
responsibilities (see below). Likewise, it sometimes happens that a relative of a child
or young person is a candidate and, as above, this needs to be discussed in terms
of confidentiality, boundaries and equal opportunities.

Taking time and care to follow these procedures allows for children and young

people’s declarations of interest or prior knowledge of candidates to be dealt with in
advance of the interview situation.
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12. Does everyone understand about confidentiality?

Many children and young people have a keen sense of confidentiality from their own
involvement as service users. However, for the purposes of being involved in
recruitment process, it is crucial to ensure that everyone involved has the same
understanding of confidentiality as it relates to appointment procedures.

Being clear about confidentiality means everyone will have trust in the process and
feel comfortable. All involved in the recruitment have a responsibility to each other,
to the group/panel and to the candidates to make sure that information about
candidates, what happens during the recruitment process and afterwards is kept
confidential. This includes information on application forms, information and
answers given at interview, discussions and decisions at the end of interviews.

The only exception to this would be if an issue of child protection arose and required
a response. This would then be covered

under the safeguarding and child protection

policy and procedures.

It also needs to be discussed with children

and young people what is and is not

appropriate to ask candidates in interview

situations. For instance, personal questions

such as 'do you have children?’ would not

be appropriate, whereas work-related questions such as ‘can you tell us about your
experience of working with children?’ would be. This can be covered during training
for children and young people where different examples of what you can and can’t
ask can be highlighted and discussed.

Organisations take different approaches as to whether or not children and young
people involved in recruitment should see references for candidates - again this
should be agreed and clear to all involved.

13. Does everyone understand issues of inclusion, diversity and equal
opportunities?

Again these particular topics can be addressed as part of training where children
and young people can be encouraged to consider issues such as stereotyping,
access, language, difference and discrimination.

Children and young people usually have many examples of these issues from their
own experience and those of their family and friends, which can be used to develop
discussions and understanding.

In relation to equal opportunities in particular, organisations have a responsibility to
ensure that all candidates are treated fairly and without discrimination and it is
essential that children and young people understand this is part of their
responsibility too.

18



This is a legal requirement and is covered by relevant laws:
Sex Discrimination Act 1975
- Race Relations Act 1976 and amendments in 2000 and 2003
- Employment Equality (Sexual Orientation) Regulations 2003
- Employment Equality (Religion and Belief) Regulations 2003
-  Disability Discrimination Act 2005
- Employment Equality (Age) Regulations 2006

14. Have the candidates been informed that children and young people are
involved in the interview and selection process?

When sending letters out to candidates inviting them for interview it is respectful to
inform them that children and young people will be involved in the process and
clarify their level of involvement. This allows candidates to do any necessary
preparation and prevents them from being ‘put on the spot’ in a situation that will
often already be stressful.

15. Has the necessary consent been obtained from parents/carers/schools to
enable the child or young person to be involved?

As in all participation work with children and young people, permission/consent must
be sought from parents/carers and/or schools to ensure that they, firstly, give
permission for the child or young person to be involved and, secondly, they know
exactly what it is that the child/young person is involved in and who to contact if
necessary.

16. What rewards system is in place for children and young people?

Reward systems for children and young people’s involvement vary enormously. It is,
nevertheless, vital to ensure that there is some form of acknowledgement for their
involvement, for example, a certificate as a record of achievement.

Expenses should always be available for children and young people in terms of
travel, subsistence, childcare and personal support. Within the limits and resources
of the rewards system, agreement should be sought with children and young people
as soon as possible so that everyone is clear.

If a group of children and young people have been involved it may be useful to have
a ‘celebration’ of their work once the candidate has been appointed with a meal, trip
out or similar activity. Accreditation can be very useful for children and young people
so it may be worth considering gaining accreditation for any training offered. It may
also be that children and young people’s involvement in recruitment can be used
towards other more general accreditation schemes.
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Make it fun
Take Polaroid photos of candidates to help children and young

people remember who’s who when discussing candidates at the
end of the process

Provide plenty refreshments and snacks
Make sure the adults are trained and prepared too

Not all children and young people will want to be involved in
recruitment and selection so give them the choice

Play to children and young people’s strengths and don’t try to turn
them into ‘mini adults’

Level of involvement should be fit for purpose

Involvement in recruitment can be part of an ongoing process
with a follow through to induction, training and appraisal of
appointed staff and can be seen as whole participation project

Be prepared to devise and use activities, games and exercises to
ensure that it is easy for children and young people to get
involved (e.g. not having to do a lot of writing). This may be easier
and more fun for adults too.

Ensure children and young people have the opportunity to
‘debrief’ after their involvement

Celebrate the work in some way

20



THE NEXT PART of the toolkit showcases examples of best practice from around the
region of children and young people’s involvement in workforce development.
These examples offer a range of ways of involving children and young people and
include different ages, abilities and sectors as well as a variety of settings. Several
of these demonstrate the different ways that projects and organisations in Yorkshire
and Humber address some of the issues discussed in the checklist.
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Disabled young people’s involvement in recruitment
Originator: Calderdale Participation Team

Children and young people from different services — looked after children and young
people plus disabled children and young people — came together to participate in a
one-day training session to prepare them for their involvement in the recruitment of
an inclusion worker

The group comprised five trained disabled young people aged 15-17 (three girls
and two boys) working alongside a group of adults. The five young people are
members of the Calderdale Disabled Youth Forum and the main role of the inclusion
worker is to work with and support the development of the forum. Most of the five
young people had already been involved in recruiting staff.

Firstly they worked on creating a shortlist by meeting with the adult panel and
looking at all the applications. The essential and desirable criteria were written in
young people-friendly language on flip chart paper and together the young people
and adults scored the applicants by reading the application forms out.

The group then met up nearer to the time of the interviews to plan their questions
and activities. They looked at the job description and person specification and
decided on the qualities they thought were important for the worker to have. The
group came up with five questions they wanted to ask candidates and agreed who
would ask which question — each young person asked one question. The questions
focused on qualities and experience: What had the candidates done before? Why
did they want the job? What experience did they bring to the post?

The young people and adults had their own interview panels, so candidates were
questioned by both and had to make a presentation to the adult’s panel. The young
people’s panel counted for 25% of the decision-making, the other 75% was made up
from the adult’s panel, the presentation and the application form.

After the interviews the young people and adult panels met together to feedback to
each other about the candidates. It is important that this is two-way feedback to
ensure the process is equitable. The activity was very successful; all the young
people took part fully and said that they would like to do it again.

Now that the worker has been appointed and started in post the same group of five
young people are going to be involved in their induction process. This will involve an
initial meeting between them and the worker to identify the worker’s induction needs
and to establish how the young people can support the worker. The same young
people will also be involved, at a later date, in the worker’s appraisal.

In summary then, the five disabled young people were involved in an ongoing
participation process — training on recruitment and selection, involvement in the
actual appointment procedure, followed by a role in both the successful candidate’s
induction and appraisal.

The new inclusion worker said of their experience: “I was a bit worried beforehand
about the young people’s interview as | had not experienced this before. However,
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it was really good and | brought along a game that we played together before the
young people asked their questions, which were excellent. It felt a bit strange at first.
In fact, | felt as if | was on Dragon’s Den, but | think it is a very useful experience for
young people to be involved in for their future. The process not only demonstrated
good practice in terms of children and young people’s involvement in interviews, but
it was a positive experience for both the candidates and the young people. It was
also good to meet some of the young people that I'm going to be working with.”

This piece of work will be shared by Calderdale Participation Team across
Calderdale Council to ensure that involving young people in the process of recruiting
workers becomes standard practice.

Case study contact: Joanna Heyes - joanna.heyes@calderdale.gov.uk
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Younger children’s involvement in recruitment
Originator: Little London and Scott Hall Children’s Centres, Leeds

Pre-school children aged 15 months to 4 years were involved in the interview
process for candidates applying for Early Years Librarian and Early Years
Practitioner posts.

Pre-speech/non-verbal children are always involved as their behaviour and body
language can be observed, and they enjoy using the emotion picture cards we
deploy (see below). Children with speech are also involved as they are more able to
give extended answers. During each interview we aim to have six children of varying
ages as sometimes they fall asleep, so if this happens there are generally some
who can still participate!

Staff are trained and experienced in working with very young children and were able
to design the interview process so that children were involved appropriately,
considering their age and stages of development.

When candidates are invited to formal interview, they are asked to plan a five-
minute activity suitable for children under four years. For the librarian post this was a
storytelling session. Children had previously agreed that what they wanted from the
candidates was ‘stories and fun’.

A group of children were brought together - sometimes with their parents/carers
present and other times supervised by qualified staff. Candidates were then
introduced to the children who were waiting in a suitable room, usually with no other
distractions (a room full of toys and other children playing can be too distracting).

An adult’s chair, table and floor mats were provided and the candidates choose to
use this equipment in different ways. Sometimes, candidates not used to being with
young children choose to sit up high on the chair. This can create an instant barrier
with the children struggling to get involved.

Afterwards we asked the children what they thought about the candidate who did
this and one child commented: “I couldn’t see book. No pictures. No like!” This was
because the candidate, sitting high up on the chair, did not engage the children
visually in the story and they became bored, restless and uninvolved. They did not
think the person was appropriate; candidate hadn't delivered ‘stories and fun’.

One candidate lay down on the floor and read interactive stories, sang finger
rhymes and had props for the children to touch. The children were at ease, engaged
and felt confident to play with this candidate. When asked what they thought about
this candidate, their replies were: ‘had a friendly face’ and ‘was like a big magician’.
Staff trained in listening skills asked further questions such as: ‘What was magical
about the candidate?’ and ‘what makes them a magician?’ One child said: “They
told a nice story and made me feel warm inside.” Another child, aged three,
commented: “Nice person. Kind person.” This fitted well, as the candidate had spent
a lot of quality time reading to the children and singing songs with them.

One candidate was chewing gum and a three-year-old child commented: “Eating
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sweeties, none for me. No share.” They also displayed a sad emotion card (see
below). This candidate then stood up and very nearly stood on a child’s finger. The
child saw this, looked alarmed and moved away from the group.

During all of the candidate’s time carrying out their activity, the staff/parents/carers
are able to observe the children’s body language and interactions with the
individuals. This is crucial as a lot of information can be gained this way, for
example, when children feel confident and at ease with an individual they want to
touch the new person or things that they have brought with them. They also give
more eye contact and try to communicate.

Emotion picture cards — not hard to make, just drawn by hand and laminated were
made showing smiley and sad faces — were given to the very young children who
were asked to show the one that matched their feelings about the candidate.

As a result of this process, we have been able to appoint child-friendly, appropriate
candidates to posts. And while not all posts require daily interaction with children,
confidence and an ability to get on with children is very important for all posts, and
this method compliments a formal interview very well.

Case study contact: Sara Slater — sara.slater@childrenssociety.org.uk
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