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RECRUITMENT & SELECTION 

 
Appointment 

 
Before making an appointment it may be appropriate to check the references provided by 

the successful candidate. Checking of personal and/or professional references should be 

carried out to verify information attained at the interview. It is important to ensure that 

permission is sought prior to any reference being checked. This is not just best practice, 

but also a requirement under the Data Protection Acts 1998 and 2003. The recommended 

forms of reference check are by telephone or face to face discussion. Written references 

can be vague and uninformative. When satisfied with the references it is normal to notify 

the successful candidate by letter with the appointment often subject to the completion of 

a successful medical examination. 

 

Many employers choose to use other methods of screening candidates background 

information by means of a pre-employment questionnaire.  These are especially common 

for positions that require a great deal of trust.  Questionnaires such as these may include 

questions requiring potential employees to divulge criminal convictions.  However, the 

effectiveness of questions such as these have been seriously limited as a result of the 

“Criminal Justice (Spent Convictions and Certain Disclosures) Act 2016” that gives 

potential employees to right to refuse to divulge information relating to spent convictions.  

Certain minor Convictions will be considered “spent” after 7 years which means the 

potential employee will have the right to lie about past convictions in these 

questionnaires without facing any negative consequences further down the line.   

 

NOTE: 

Right to Information 

Please note that under the Data Protection Acts 1988 and 2003 an unsuccessful 

candidate may request details from their interview, including interview notes. It is 

extremely important therefore that you maintain a record of all notes, questions and 

evaluation criteria for at least one year. There is no requirement, however, to disclose 

confidential information. 

 


