GOOD
EMPLOYER
GUIDE
Catch22’s guide to being an employer that
recruits, retains and enjoys the benefits of a
diverse workforce
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CATCH22 IS A CHARITY AND
SOCIAL BUSINESS, WORKING
AT EVERY STAGE OF THE SOCIAL
WELFARE CYCLE. OUR 1,800
COLLEAGUES AND VOLUNTEERS
SUPPORT OVER 45,000
INDIVIDUALS FROM CRADLE TO
CAREER.
We design and deliver social welfare
services across children’s social care,
deliver education and training, get people
into work through apprenticeships and
employment programmes, build stronger
communities through social action, and
deliver social justice and rehabilitation
services.
We take any surplus and the learning from
our delivery, and funnel that into public
service reform - investing in new structures
and programmes that do things differently.

AT CATCH22, WE WORK WITH
INDIVIDUALS AT EVERY STAGE OF
THE SOCIAL WELFARE CYCLE TO
BUILD ASPIRATION IN PEOPLE AND
COMMUNITIES.
We realise the importance of a diverse
workforce and understand that having
something meaningful to do is essential
for people trying to build better lives for
themselves and their families. This can
help individuals to understand their
own potential and open the door to real
opportunity.
At Catch22, we believe that everyone should
have the same opportunities and access to
work, regardless of their background. We
see the benefit that it can deliver to both
individuals, organisations and society.
Our approach is based on the ‘3 Ps’; in order
to thrive, people need good people around
them, a purpose in life and a good place to
live. Being employed is a key part to making
this a reality.
We hope to encourage employers to make
their recruitment processes as fair and
open as possible to realise the benefits of a
diverse workforce.
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WHY SHOULD
RESPONSIBLE
EMPLOYMENT
MATTER TO YOU?

HOW CAN YOU
ENSURE A FAIR
RECRUITMENT
PROCESS?

PEOPLE MAY BE OUT OF WORK FOR A VARIETY OF REASONS - AND
TAPPING INTO THEIR EXPERIENCE AND HONING THEIR SKILLS CAN
RESULT IN REAL BENEFITS FOR BOTH EMPLOYEE AND EMPLOYER.

Recruitment processes can often
exclude those with barriers to work,
both consciously and unconsciously.
Adopting open recruitment techniques
can remove prejudice and unfair
practices, allowing your organisation to
access a wider pool of talent.

WHETHER IT’S RECRUITING NEW TALENT OR MAKING AN EXPERIENCED
HIRE, WE DEVELOP COMMITTED EMPLOYEES WHO HELP STRENGTHEN
BUSINESSES - WHILE ALSO PLAYING OUR PART IN BUILDING STRONG
COMMUNITIES.

Bringing people in from all different
backgrounds and situations facilitates
fresh ideas and solutions, and presents
a whole variety of business and societal
benefits to an organisation.

workforce by developing your long-term
talent pipeline. Through access schemes
and training, you can bring on fresh
talent and support them, resulting in
teams of highly-skilled, loyal individuals.

Investing in individuals who have had
barriers to work can strengthen your

It’s good for your business, good for your
people, and good for your community.

6

Catch22 can help you to design a
more inclusive recruitment and
selection process. Over 2018/19 we
supported Over 680 people into lasting
employment and 700 learners into
apprenticeships. 90% who completed
an apprenticeship progressed into a job,
apprenticeship or further education. Our
experience gives us real insight into the
issues that individuals encounter when
applying for, and sustaining, a job.
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Our top tips for inclusive
recruitment and selection
processes:

CRIMINAL RECORDS
Did you know that 11 million people in
the UK have a criminal conviction? By
barring anyone with a criminal record
from working for you, you might be
missing out on a huge pool of talent.

MINIMUM JOB ROLE REQUIREMENTS
Some roles require a minimum
education or experience, which can
often discourage candidates from
even applying. Consider reviewing
your minimum educational standards.
Why have you put them in place? Are
you reducing the talent pool for your
recruitment?

There is no legal obligation to ask a
candidate to declare a criminal record,
unless you’re recruiting for a role which
requires it. Indeed, there are only a
small number of jobs (primarily within
financial services, the secure estate, or
working with vulnerable children and
adults) that require a Disclosure and
Barring Service (DBS) check. You would
be acting unlawfully if you were to carry
out checks at a level inappropriate to
the role and potentially missing out on
talent for your recruitment pool.

CLEAR JOB TITLES AND JOB ADVERTS
Commonly used job titles and language
allows candidates to clearly understand
what the job entails and promotes the
benefits of working for an organisation.
Whilst the language needs to make the
role sound exciting, always use plain
English, remove any jargon, and if you
need to use any acronyms, always
explain what they mean. If possible, ask
those who have experienced barriers to
work to proof read or draft the job advert
for your organisation.

If you do need to conduct checks,
make your policy on disclosure really
clear, with links to guidance, so that
candidates are supported in knowing
what they need to disclose. Many top
employers, such as the Civil Service,
Boots and Accenture, have signed up
to the Ban the Box campaign, which
means they only ask for information on
relevant convictions at shortlisting. For
more guidance, the charity Unlock are
the experts:
www.recruit.unlock.org.uk
UNCONSCIOUS BIAS
We all have some unconscious bias,
and this can disproportionately affect
people with barriers to work. Take
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simple steps to mitigate this, such as
removing names from CVs during review,
or reviewing your interview process.
REQUIRED DOCUMENTS
Candidates with barriers to work can
sometimes encounter practical barriers,
such as not having a bank account or
I.D. If you do need to conduct checks,
make your policy on disclosure really
clear, with links to guidance, so that
candidates are supported in knowing
what they need to disclose.
PROGRESSION PATHWAYS
Including details of how you plan to
support an individual through their
career, and not just on the job, will
attract a wider pool of talent. Everyone
wants to feel valued, so help a candidate
understand what some of the benefits
may be and how this role will help them
on the track to a career.
PROVIDE A CONTACT NUMBER OF THE
HIRING MANAGER
Offer a telephone number for
candidates to speak to the hiring
manager during the application stage.
This gives candidates the opportunity
to ask any questions about the role
and understand more about your
organisation. It also provides a contact
to discuss possible adjustments to the
process for those with complex barriers
to work or disabilities.
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Interviews:
OFFERING INFORMAL OR GROUP
INTERVIEWS
Informal or group interviews can allow
individuals to express themselves
more freely and not feel the pressure
that comes with a standard interview.
Whilst this may not be appropriate for
all situations, we encourage you to think
of creative methods which can enable
candidates to be assessed.
STRENGTH BASED QUESTIONS
Asking strength based questions allows
a candidate to showcase what they
enjoy doing, rather than their current
skillset. This is particularly useful for
candidates who may have limited work
experience.
PRIOR MEETING WITH CATCH22
REPRESENTATIVE
Try video call interviews or offer travel
reimbursement. Many people with
barriers to work will find the cost of
travel prevents them from coming
to interview. Video interviews can be
great for early stage interviews, and are
sometimes much better for people with
mental health challenges. Consider
offering travel reimbursement for faceto-face interviews.
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INVOLVING THOSE WHO HAVE
EXPERIENCED BARRIERS TO WORK IN
THE INTERVIEW PROCESS
Involving others who have experienced
barriers to work in the interview process
can provide very valuable insights
into applicants’ motivation and ability
to relate. For instance, care leavers
being interviewed by peers can feel
more comfortable than the formal
interviewing process.
SET EXPECTATIONS
Interviews are nerve-wracking for
anyone, but can be even more so if
you’ve been out of work or have mental
health challenges. It’s best to be really
clear with the process, what is expected
at each stage of interview and offer
support and a chance to ask questions
along the way.

“ADOPTING OPEN RECRUITMENT
TECHNIQUES CAN REMOVE
PREJUDICE AND UNFAIR
PRACTICES, ALLOWING YOUR
ORGANISATION TO ACCESS A
WIDER POOL OF TALENT.”
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HOW YOU CAN
SUPPORT A NEW
EMPLOYEE
PRIOR TO AN EMPLOYEE’S START DATE, OFFER
AN INTRODUCTORY DAY OR VISIT TO ENABLE
THE APPLICANT TO SEE THE WORKING
ENVIRONMENT, LEARN ABOUT INTRODUCTORY
INFORMATION, TRY OUT THEIR JOURNEY, AND
MEET THEIR LINE MANAGER. THIS WILL HELP
REDUCE FIRST DAY ANXIETY.

Other ways to support a new employee,
include:
1. BUILD A RELATIONSHIP
Make time to get to know your employee.
Get to know the individual and their
needs and build trust. Offer a workplace
buddy to help them settle in, show them
the ropes and ask questions.
2. GOOD LINE MANAGEMENT
Entering a new workplace can be a big
deal for anyone, but it can be especially
daunting for someone who has faced
challenges getting in to work.
In order to help an individual realise
their potential and succeed in a
role, it is essential to have good line
management. This will provide the
necessary structure for setting direction
and helps to identify any areas for
development and progression. Make
sure the line manager also has support
and can ask questions about how best
to support their new recruit.

3. CONSIDERATION OF NEEDS
A diverse workforce has diverse needs.
Individuals who have experienced
barriers to work may need more support
whilst in a role.
This support could include building
an action plan to help overcome any
barriers to work, putting in place key
milestones like learning goals, soft
skills, confidence and mind-set training,
or providing ongoing in-work support
and pathways to achieve a higher
level of training. It could also include
practical support for those with physical
disabilities, such as accessible access
and equipment.
4. OFFERING PRACTICAL ADVICE
Individuals may have practical barriers
to getting in to work, such as not having
a bank account or I.D. Be sensitive to
these needs, and that individuals might
not want to volunteer this information.
Help them creatively problem solve
these challenges.

A good line manager:
• Organises regular 1-2-1s;
• Sets measurable objectives to
monitor performance;
• Offers pastoral support;
• Provides career mentoring;
• Is patient and appreciative of a
candidate’s overall journey.
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5. WORK PLACEMENT ASSESSMENTS
Individuals may experience multiple
barriers to work or disabilities, meaning
that workplace adjustments may need
to occur. Work place assessments
should be available to assess the need
for additional aids and adaptations.

7. PROVIDING NETWORKS
Establishing a supportive network in a
new workplace can often be a challenge.
Peer mentoring can be hugely beneficial
for discussing shared experiences
and encouraging the development of
confidence and self-esteem.

6. CLEAR EXPECTATION AND
BOUNDARY SETTING
Starting a new job can often be a
daunting experience, full of unknowns.
Clearly setting out the expectations
and boundaries at the start can remove
some of these unknowns and help
individuals to better understand the
role. Setting clear goals with outputs
can also help to motivate an individual
and provide a structure to the role to
measure their progress. Give employees
a second chance if things go wrong.

8. OFFERING CAREER GUIDANCE
Individuals who have faced barriers to
work may have a limited experience
of the workforce. This can lead to
uncertainty about possible career
pathways or longer term career goals.
Connecting individuals with careers
advice and surrounding networks, both
inside and outside the organisation or in
partner organisations, can open further
opportunities.

There are many cultural norms within
a business that new employees
may find overwhelming to navigate,
explicitly talking through these with
new employees is always appreciated
so that they feel they will fit in. This may
be as simple as how to use the coffee
machine, where to buy lunch, right
through to dress standards or use of
personal mobile phones.
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TOP TIPS
•

Keep talking – Effective
communication is essential
for understanding the needs
of an individual, but also for
understanding your business needs.

•

Maintain a flexible approach- Be
clear about what you want but
keep an open mind. Things may
not always go as planned so being
adaptable is key.

•

Tailor your approach- One size never
fits all. Everyone is different and
will have different needs or require
different support.

•

Be patient- Appreciate an
individual’s journey in terms of their
personal and social development.

•

Know your support networksUnderstand the support networks
that are available to you- use

9. CREATE OPPORTUNITIES FOR
EMPATHY
Your new recruit may struggle to adjust
to an environment where they have
to be at work at the same time every
day, dress a certain way and
use the jargon of their new
industry. Make time to get
to know them, and find
ways to bridge this
understanding, as
they adjust.
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