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1.  Introduction 
 
1.1 AUFA’s vision is to encourage participation in sport within the local community by all children of all 

ages, both sexes, regardless of background or ability, but it also pursues a model of sporting 
excellence, to allow the talented local boys and girls a platform from which to reach their individual 
goals and play the sport at the highest possible level.   

 
 To achieve this vision, the Academy needs to have the right people, doing the right things in the right 

places at the right time.  The recruitment and selection process is fundamental in supporting the 
crucial role managers have in attracting, selecting and retaining our most important asset – our 
volunteers and our employees. 

 
1.2 The purpose of this guidance is to provide practical advice to managers in relation to the recruitment 

and selection process in line with the AUFA’s Recruitment Policy.  The interviewing panel holds 
responsibility for the planning and preparation of the recruitment and selection process.  

 
1.3 Appointments in the Academy may only be made with the formal approval of the either the Managing 

Director, the Head of Community and Youth Development or the Community Projects Manager. 
 
1.4 Success in recruitment comes from planning a recruitment campaign that attracts candidates and 

assesses their competence throughout the application and selection process.  It is important to the 
Academy that we recruit individuals who display the desired attitude and behaviour together with 
skills and knowledge, to match our requirements. 

 
1.5 This recruitment and selection framework will apply to all AUFA employees and volunteers. 

 
1.6 Ayr United Football Academy is an Equal Opportunities Organisation which recognises that all 

people irrespective of race, religion or belief should be treated in an equitable, fair and open manner.   
All reasonable steps will be taken to ensure unsuitable people are prevented from working with 
children and vulnerable adults. 

 
For all positions that require regular contact with children or vulnerable adults the recruitment 
procedures will be followed.   Those who have been fully listed by the Scottish Ministers will commit 
a criminal offence if they apply to or work with children.  

 

It will be an offence for the Academy to knowingly employ a person to work with children if that 
person has been fully listed by the Scottish Ministers.   The fact that someone is on the List, either 
fully listed or provisionally listed, will be released as part of a Disclosure Application.  The List helps 
to strengthen the safeguards already in place to protect children.  

 

In matters of safeguarding, all decisions of the Player Protection Officer shall be final and binding on 
all parties concerned. 

 
 
 
 
  



Ayr United Football Academy 

5 | P a g e  

 

 

2. IDENTIFICATION AND DELIVERY OF RECRUITMENT REQUIREMENTS 

 
The flow chart below outlines the key stages in the Recruitment and Selection process.   

 

 
IDENTIFICATION AND DELIVERY OF RECRUITMENT REQUIREMENTS 

         

 
1. ESTABLISHMENT CONTROL (Permission to recruit) 

 
 
 

2. ROLE PROFILE (Description and person specification) 
 
 
 

3. CANDIDATE ATTRACTION (Identifying advertising strategy) 
 
 
 

4. IDENTIFICATION OF SELECTION STRATGY (How to assess competences) 
 
 
 

 
5. SELECTION EVENTS (Interview/presentation) 

 
 
 

6. CANDIDATE MANAGEMENT, FEEDBACK AND REPORTING 
 
 
 

7. OFFER OF APPOINTMENT  (Letter and terms and conditions) 
 
 
 

8. REFERENCES (Verbal and written) 
 
 
 

 
9. POST INTERVIEW COUNSELLING/FEEDBACK 
 

 
 
 

 
10. REVIEW AND EVALUATION  OF THE RECRUITMENT PROCESS 
 
 

 
 



Ayr United Football Academy 

6 | P a g e  

 

2.1 ESTABLISHMENT CONTROL  
 

As soon as a post is identified or becomes vacant, the Managing Director, the Head of Community 
and Youth Development or the Community Projects Manager must assess whether the vacancy 
should be filled and if so, whether it should be on a permanent or fixed term basis or whether it is 
suitable for filling on a voluntary basis.  

 
Once a decision has been made to recruit and permission to proceed is given, a job profile and 
person specification must be prepared by the relevant manager. 

 
 
3. ROLE PROFILE  

 
3.1 The role profile informs prospective candidates of the main duties of the role and the knowledge, 

skills, attitude and behaviour required to perform the role competently. 

 
3.2 The relevant manager in consultation with the Managing Director, the Head of Community and 

Youth Development or the Community Projects Manager will create the role profile using the 
generic AUFA style and it will contain information on the key purpose of the role, the principal 
accountabilities, specific post responsibilities and essential post holder requirements (please refer 
to the example in Appendix A).    

 

3.3 In addition to the role profile, a person specification must be developed that reflects the essential 
and desirable attributes of the ideal candidate. (Please refer to Appendix B for an example of a 
person specification).  

 

 

4. ATTRACTING CANDIDATES 
 

4.1 Managers should work together to identify the appropriate advertising method for the vacancy.  
Care must be taken at all stages to ensure compliance with relevant legislation, for example, 
Equality Act, Asylum and Immigration Act and PVG Scheme and that appropriate and relevant 
language is used for the advert.   (See Appendix C for sample advert).  

 
4.2 Advertising 

 
The modern recruitment market and relevant legislation demands flexibility in approaches to 
advertising and the filling of vacancies. The HR Manager will ensure a consistent approach to the 
advertising and filling of posts and will have the final approval to advertise posts.  As soon as a 
vacancy is identified and has been approved for filling, it may be filled in a number of ways. 

 
 

4.2.1 Advertising Options 
 

There are a wide range of advertising options that need to be considered. This is to ensure that the 
advertising strategy meets the demands of the Academy and attracts a suitable level of competent 
candidates. 
 
The advert must clearly define the role and accountabilities and clearly state any appropriate 
legislative requirements.  For example, a coaching post the wording would be as follows: 

 
“This post is considered to be Regulated work with children as specified in the protection of 
Vulnerable Groups (Scotland) (PVG) Act 2007.   Accordingly the preferred candidate will be 
required to become a member of the PVG scheme.....” 
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STRATEGY – HOW TO PRACTICALLY ASSESS COMPETENCES 
 
5.1 The selection process should provide the applicant with a realistic job review therefore the 

recruitment panel should spend sufficient time at the start of the recruitment process to plan this 
stage. This involves exploring the competences of the role and deciding on the selection method 
which would best provide evidence of whether the candidate can display the required level of 
aptitude.  

 
5.2 Generally, most candidates will participate in a face to face interview.  Competency based 

interview questions should be used as this style of questioning drives candidates to provide real 
examples of times in the past when they have performed tasks or achieved outcomes whilst 
demonstrating certain skills.  Competency based questions should be developed linked to the 
different competencies identified for the role (please see examples of competency based questions 
in Appendix D).  

 
 The benefit of a competence approach is that the process is considered to be more reliable and 
valid than any other interview technique since examples of situations and past experiences are 
discussed.  It also allows the interviewee the opportunity to talk about their contribution to a 
particular situation, how their actions impacted on those around them and the end results.  If 
properly applied, this selection method highlights the actual behaviours associated with success. 

 

 
5.3 Other Selection Methods 
 
5.3.1 Ability tests – where the post involves practical skills, e.g., word processing or telephone 

techniques, ability tests can be designed in conjunction with managers, but the test must be 
directly related to the requirements of the job, e.g., a Microsoft Office Excel test would be suitable 
for clerical and administrative posts. 

 
5.3.2 Personality profiles – these tests are in the format of a questionnaire with multiple choice 

answers.  Candidate answers are then systematically scored according to a key and the results 
are then compared against a “norm” to measure individual test differences.  Like other data, this 
test would not be used in isolation, it would form part of the selection process and be accompanied 
by, e.g., a competency based  interview.  Personality profiles could be used as a selection 
method at any level in the organisation, but are particularly useful for senior posts.  The HR 
Manager will advise on the application of these tests. 

 
5.3.3 In tray exercise – this selection method is designed around a work based scenario that requires a 

timed written response from the candidate and is used to assess problem solving ability to decide 
on an appropriate course of action. This method would not be the only selection tool used.  It 
would be accompanied by e.g., a competency based interview.  
(Please see examples in Appendix E). 

 
5.3.4 Assessment centres – this selection method involves candidates completing a number of 

different tasks as part of the selection process and should be designed to allow opportunities for 
candidates to show different aspects of their skills and abilities. Assessment centres can involve 
individual or group work, presentation, in tray exercise, problem solving, group discussions and 
role play. Assessment centres are suitable for more senior posts. 
(Please refer to Appendix F for an example of an Assessment Centre). 

 
 

6. SELECTION EVENTS  
  
6.1 Short Listing 
 

Evidence of demonstration of competences can be gathered from either the application form or the 
screening questions (telephone contact can be used for this).  A record should be kept of the short-
listing process and the criteria used. 
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6.2 Interview Structure 
 
6.2.1 Panel  
 

In line with the recruitment and selection policy, a minimum of 2 panel members must be involved 
at all stages of the process and every effort will be made to ensure that the composition of the 
panel reflects the AUFA’s commitment to Equality. 

 
6.2.2 Preparation before Interview 
 

Interviews should take place in a quiet, suitable room with no interruptions. The main thing to 
remember is that this is the first impression that candidates either successful or unsuccessful have 
of the organisation as a whole.  

 
 The recruiting manager should have all the relevant paperwork: 

 role profile and person specification  

 candidate application forms 

 timetable  

 interview assessment form(s) (Please see Appendix G – Interview Assessment Form) 

 competency based question sheet for each member of the panel 

 chairperson’s checklist. (Please see Appendix H - Chairpersons Checklist). 
 
6.2.3 Timings 
 

An appropriate time schedule for the interviews should be worked out in advance so as the panel 
are aware of the duration of each stage of the process. Interviews should start on time to ensure 
that each candidate is allocated the same amount of time therefore receives equal treatment.  

 
 Recommended timings for various recruitment assessment tools (if being used) are as follows: 

 

 In tray Exercise – Candidate should receive 10/20 minutes to complete; once completed the 

response will be printed off for the interview panel to review.  
 

 Presentation Topic – Candidate will be provided with this in advance of the interview, but this 

may only be for a short time (eg 10 minutes to prepare). The presentation will normally be 
expected to last no longer than 10 minutes. 

 

 Competency Based Questions – Candidate will be provided with competency based 

questions 10 minutes before their interview to enable them to prepare notes/examples   that 
demonstrate competence in a particular area.  The candidate can refer to their notes during 
the interview. The interview panel will take it in turn to ask each competency based question. 
Each answer would be expected to last around 5 minutes – however this will depend on the 
requirement for supplementary questions.  

 
6.2.4 Structure and Content 
 

At the beginning of the interview, the recruiting manager should introduce everyone on the panel 
and explain the process e.g., the candidate will be asked to complete their presentation first.  The 
panel will then take turns at asking the competency based questions.  Explaining the process and 
outlining the expected timeframe helps the candidate to relax.  Explain to the candidate that they 
will get an opportunity to ask questions at the end of the interview. 
 
Each candidate should be asked to provide a completed criminal convictions declaration form at 
the outset.  (Please see Appendix L).  This should be opened and any entries discussed with each 
candidate. 

 
 Start the interview and cover all the questions that have been selected – adding any 
 supplementary questions in line with the guidelines provided below. 
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6.3 Competency Based Interviews 

 
6.3.1 The competency based interview works on the basis that the best indicator of future behaviour is 

past behaviour and that the way in which a person responded to a situation in the past is the most 
likely indication of how they will respond in the future.  The competency based interview is focused 
on the behaviours (or competences) that underpin fully effective job performance. Interview 
questions are aimed at obtaining behavioural information against core, job specific and/or 
management competencies (if applicable). The candidate gives examples from their own 
experience so that they can be assessed on actual past history rather than future speculation. 

A competency based interview eliminates the possibility of a subjective or biased assessment; 
instead a method of investigative questioning is used to draw from the candidate what they actually 
DID, SAID and THOUGHT in a situation within or outside of work.   

Interviewers are trained to listen for evidence of each competency and seek information of actual 
past behaviour that demonstrates the desired competency. 

Various questions will be asked relating to each of the competences required for the post. These 
are designed to determine to what extent the candidate has performed successfully in previous 
situations similar to those they will encounter in the position for which they are being interviewed.  

 
6.3 Questioning Guidelines 
 

A successful interview depends ultimately on the questions and how they are asked, some Do’s 
and Don’ts are provided below:  

 
6.3.1 Do’s 
 

 Keep questions simple and avoid jargon 

 Ask questions one at a time – if you would like to probe this can be via a follow up question; 

 Give candidate time to respond, avoid the temptation to fill a silence (it can be very revealing 
what can be said when a candidate is given the time to respond and avoids you providing 
them the desired response) 

 Let the candidate do the majority of the talking so that you can gather as much information as 
possible 

 Always ask open questions: questions starting with ‘What’, ‘Why’, ‘Who’, ‘Where’ or 
‘How...........’ 

 Ask questions that make the candidate reflect on negative experiences i.e. when a plan hasn’t 
gone to schedule. Question could be phrased as ‘We all have missed a target, can you give an 
example?’  This allows you to measure them against the competencies i.e. how they conduct 
themselves when faced with difficult circumstances. 

 Ask good follow up questions to understand exactly what a candidate did e.g., ‘So, how did 
you personally resolve the situation?’ 

 
6.3.2 Don’ts 
 

 Lead with hypothetical questions such as ‘what would you do if.......?’  these should be used as 
supplementary questions only 

 Ask leading questions such as ‘You are a good team player...aren’t you?’ 

 Pass judgement or give your opinion 

 Be drawn into an argument 

 Ask questions that are only specific to one group in society, that may directly or indirectly 
discrimination in terms of disability, sex, race, religion or belief, sexual orientation or age. If you 
are unsure then it is essential that you seek advice from  the HR Manager 

 Talk too much – remember the candidate does at least 70% of the talking, so you spend the 
bulk of the time listening.  
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Close the interview with next steps in the process i.e. whether they will be informed of the decision 
within a certain timescale or if there is a second interview. 

 
 
6.4 Assessing the Candidate’s Response 
 
6.4.1 The interview panel should use the interview assessment form (Appendix H) to summarise their 

notes of the candidate’s response under the appropriate competency. A common error is to go 
straight to rating the competency without reviewing notes. The best method is to review the notes 
against the behaviours under competences and then rate the candidate’s response using the scale 
below:  

 
  1 = Failed to meet standards 
  2 = Partly met standards 
  3 = Mostly met standards 
  4 = Fully met standards 
 

When using the scale, candidates should be rated in accordance with identified competency levels 
for the post. This would be viewed as ‘Fully met standards’ equating to a rating of 4 for that specific 
competency.  

 
A candidate who has displayed the majority of the behaviours and skills that would be required 
within the post should be rated as ‘mostly met standards’ and receive a rating of 3 for that specific 
competency. 

 
A candidate who has displayed some of the behaviours and skills that would be required should be 
rated as ‘partly met standards’ and receive a rating of 2 for that specific competency.  

 
A candidate who has displayed none of the behaviours required within the post will receive a rating 
of 1 for that specific competency.  

 
6.4.2 Additional Hints and Tips for Evaluating Competencies 
 
 Common pitfalls that interviewers face when rating competencies: 
 

 Over influence of first impressions which mask the subsequent judgement of the candidate 

 ‘Halo effect’ – generalising the whole performance as good or bad, based on one answer 
rather that considering all responses 

 Central tendency – averaging rather than giving high or low ratings which may require more 
justification 

 Rushing the decision making. 

6.4.3 Data Protection 

Under the Data Protection Act 1998, candidates are able to request to view the interview 
assessment forms. This information could then be used at a later date at an employment tribunal 
for any potential discrimination claims. 

Therefore, when recording information on the assessment form, panel members should only 
record factual information about what was said in the interview and how the competency was rated 
and not record beliefs or thoughts about the candidate, conclusions about the candidate e.g. did 
not appear to be motivated need to be substantiated with facts. 

 
6.5 Selecting the Preferred Candidate 
 

Once the interview assessment forms are completed, the panel should total up the scores taking 
into account all of the feedback from other selection tools that have been used.  The candidate 
with the highest score will be the ‘preferred’ candidate.  If there is more than one candidate with 
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the highest score, then advice should be sought from the HR Manager and potentially a further 
selection exercise may be required.  

 
 
 
7. CANDIDATE MANAGEMENT, FEEDBACK AND REPORTING 
  
 
7.1 Throughout the recruitment and selection process consideration should be given on how to deal 

with applications from people with disabilities. Candidates may not be able to complete an 
application form and may need to apply by telephone, tape or video for example. This may be a 
“reasonable adjustment” required by the Equality Act. Further advice and guidance on “reasonable 
adjustments” can be obtained by contacting the HR Manager.  

 
7.2   Following the selection process and with the formal approval of the Managing Director, the Head of 

Community and Youth Development or the Community Projects Manager. , the manager should 
contact the preferred candidate, (please refer to section 8 for further information).  The manager is 
not able to agree a start date with the preferred candidate until all checks are complete e.g. PVG 
registration and enhanced disclosure can take 6 - 8 weeks, and the candidate must confirm that 
the he/she is fit for employment by completing a health questionnaire (Please see Appendix K) .   

 
7.3  The preferred candidate paperwork should be returned to the HR Manager where checks will be 

undertaken and references requested so as they can start carrying out checks and requesting 
references.  Any references received will be sent to the recruiting manager to verify.  If a post is 
subject to PVG, the chairperson of the panel will be required to carry out verbal references checks, 
please refer to section 8 and section 9 of this guide for more information. 

 
All paperwork for the unsuccessful candidates should be securely stored by the recruiting 
manager for 6 months, then destroyed. 

 

 
8. OFFER OF APPOINTMENT 

 
8.1 Following selection and with the formal approval of the Managing Director, the Head of 

Community and Youth Development or the Community Projects Manager, the recruiting 
manager should contact the successful candidate, either in person or by telephone.  They may be 
advised that they are being recommended for appointment but no offer will be made until the 
required checks have been concluded and satisfactory references received. 

 
9. REFERENCES 

 
9.1 Verifying Information Provided on a Reference 

 
9.1.1  References received by the HR Manager will be sent to the recruiting manager to verify.  

 
9.1.2   Any ‘opinion’ provided in a reference should be checked by the interviewing panel against other 

data emerging during the interview. 

 
9.1.3   It is the responsibility of the recruiting manager to identify and check any difference in factual 

information provided by the referee and the applicant (for example discrepancies with dates).  

 
9.2       Safe Recruitment 

 
The Academy provides services to vulnerable members of the community and as such it has a 
duty to follow “safe” recruitment procedures.  Accordingly, the following additional measures will 
apply to posts which are regulated in terms of the Protecting Vulnerable Groups Scheme: 

 
All reference requests will stress the fact that the post will give the post holder 
unsupervised access to children and/or protected adults and must allow the referee an 
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opportunity to contact the Academy by telephone should they wish to discuss the reference 
in confidence. 

 
9.3       The Validity of References  

 
The validity of references should be checked by:  

 

 always following the Academy’s recruitment policy and using the standard reference pro forma 
(Appendix I - Reference pro forma),  (Appendix J – Verbal Reference pro forma). 

 checking completed references for evidence that they have come from a bona fide source e.g. 
looking for an official stamp or covering letter on headed notepaper as an indication of the 
source 

      checking that the address for a referee is not the same as the applicant’s home address 

 checking that the references are signed with the same name and designation of the 
 individual providing the reference 

 requesting a contact phone number and where appropriate, telephoning the referee to check 
the identity of the author 

 where the contact is made with a previous employer by telephone for any reason, ensuring 
that the person providing the information is the appropriate person in the organisation to 
provide the information. 

 
 
9.4       Obtaining Additional References 

 
In some situations additional or alternative references may be required. This could involve 
contacting any of the previous employers detailed by the candidate in addition to those cited as 
referees. This might arise where: 

 

 The candidate has worked for their present employer for a short period of time 

 The candidate has no recent/current work record 

 An earlier position in the candidate’s employment history appears to be especially relevant 

 A named referee refuses to provide a reference. 

 An applicant is self employed. In such circumstances they should be asked to identify 
someone who can provide this information e.g. a client. 

 

The candidate should always be contacted and advised that further references are required and 
given the reason for this. Should the candidate refuse to provide this information, they will be 
advised that their application can proceed no further.  
 

 
9.5       Providing References 

 
References provided by AUFA must be signed by the appropriate manager or Director.  In 
providing a reference, managers have a duty of care towards the prospective employer as well as 
to the subject of the reference.  References should be ‘true, accurate and fair’.  An employer can 
reasonably expect that any reference provided by a manager on behalf of AUFA is an honest 
report on the candidate. In particular a manager should not make negative comments about a 
candidate about which they are unaware. 

 
 
10. POST INTERVIEW FEEDBACK 

 
10.1 Post interview feedback should be made available on request to unsuccessful candidates. In the 

first instance, candidates should be referred to the recruiting manager of the interviewing panel. 
 
10.2 The purpose of post interview feedback is to help unsuccessful candidates focus on all aspects of 

their application with the aim of enhancing their future performance.  This section offers guidance 
for managers on the process and the possible areas for discussion. It should be stressed that all 
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requests for post interview counselling should be treated in confidence and should not affect the 
consideration of any future application submitted by the individual. 

 
 
10.3 Managers in providing post interview feedback should: 
 

 ask open questions to help obtain information about how the candidate views the situation 

 listen to identify information and feelings  

 identify problems to help the candidate identify any areas where change is needed / wanted 

 reflect back to the candidate what they said to encourage more dialogue and check 
understanding 

 be sensitive to the situation and the feelings of disappointment the candidate will have 

 ensure that the discussion is about the individual’s application only and not other candidates. 

 
10.4 Preparation for post interview feedback is crucial and managers must:  
 

 read all the relevant paperwork to become familiar with the detail of the competence based job 
profile, advert, screening questions, selection profile and application form. Go over the 
candidate’s selection profile and make notes on any obvious areas for feedback. 

 

 aim to provide feedback on a face to face basis rather than attempting to conduct the 
discussion over the telephone. Choose a place to talk which is quiet, free from interruption 
and, if possible, not open to view.  Also allow sufficient time for the session. 

 
10.5 Possible Areas for Feedback 
 
10.5.1  As the candidate had been called for interview, they presumably met the criteria on the job profile, 

however there may still be some useful comments that could be made examples as follows: 
 

 Has the candidate made an effort to display their knowledge, skills, attitude and behaviours 
required for the vacancy? 

 Did certain key factors only emerge at interview? This means that the candidate is 
underselling on paper and may run the risk of not being short listed for future vacancies. 

 Were there areas that could be improved in terms of general presentation of information, e.g., 
too little/too much detail provided; repetition of information; layout of information; grammatical 
errors/illegible writing. 

 Lack of preparation can be shown in various ways, e.g., no previous thought given to areas of 
questioning so that answers are very vague, hesitant or rambling; lack of knowledge or depth 
in answers; a higher level of anxiety than  might have been expected. 

 Many candidates may see getting an interview as a goal in itself and then don’t think about 
preparing in any structural sense. Managers should ask the candidate what sort of preparation 
they would think of doing. Suggestions could be to find out about the work of the Academy; 
look at the advertisement/job profile and anticipate questions, then prepare answers. 

 
 
10.5.2  Content/delivery/outcome of selection tools, e.g., presentation, in-tray, ability tests 

 

 Content - on this area managers could give feedback on relevance to the suggested topic; 
depth of information provided; quality of argument put forward; quantity of information given in 
terms of the timescale; was the presentation within the time allocated 

 

 Delivery - Preparation will give the candidate a good start but poor delivery can undermine 

the effectiveness of the talk.  Many of the areas that could be covered here are also relevant 
to the way in which the candidate answers questions, examples as follows: Was the 
presentation clearly structured; were visual aids legible/appropriate/used to best effect; what 
about non-verbal communication; was the candidate nervous or appeared over confident; did 
the candidate make/avoid eye contact with the panel; was the candidate audible; was any 
humour used and was it appropriate. 
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10.5.3 Non verbal communication  
 

 Personal appearance: was it appropriate for an interview situation / for the type of job? 

 Eye contact – too much or too little. 

 Interpersonal skills – how did the candidate interact with the panel, comment on examples of 
behaviour that made a particular impression. 

 Response to questioning - look at how questions were answered in general, e.g.,  
 Were the answers relevant; did the answers show evidence of preparation; were the answers 

reasonably structured or rambling; were gestures used when answering questions e.g. 
stabbing gestures with a finger indicting strongly held views or fidgeting showing nerves, lack 
of comfort with a question? 

 
10.5.4 The objective of post interview counselling is to enable unsuccessful candidates to improve future 

applications. Try to enable the candidate to leave with something positive to do to develop skills for 
the future, e.g., suggest relevant training courses such as presentation skills. 

 
 
11. CONTINUOUS REVIEW AND EVALUATION 

 
11.1 Training on the recruitment and selection process will involve an understanding of the policy 

supported by practical case studies to ensure managers understand and are confident in 
competency based selection methods. 
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 APPENDIX A 

 

 

Ayr United Football Academy 

 

ROLE PROFILE 

 

 

Role Details 

Role Title Head Coach Location/ 

Section 

 

Service Area Football Coaching Report to The Board of Directors 

Grade  Date 

Completed 
06/10/06 

Role Summary 

The Head Coach will be responsible for the supervision, organisation and motivation of the coaching staff and function 

as well as planning and implementing coaching programmes. The Head Coach will also maintain and implement 

Guidelines and Codes of Practice for coaching staff, players and officials. 

 

 

 

Role Outputs 

 
The effective management of the coaching staff, including evaluation of performance 
 
The effective management of design and implementation of coaching programmes 
 
The effective management of the delivery of training and preparation of all youth teams 
 
The effective management of the design and implementation of the scouting programme 
 
The effective management of communication between coaches, administrators and the Board 
 
The effective communication with and maintenance of working relationships with AUFC football management. 
 
The development of effective working relationships with other key partners and stakeholders 
 
The effective management of the budget set for football operations and activities 
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Role key interdependencies 

The Board of Directors, Coaches, Administration staff and Scouts 

 

Role Person Specification 

The post holder should have experience in management and be suitably technically qualified in line with standards set 

by the SFA, as a minimum 

Role Key Features 

Ability to work as part of a team dedicated to setting high standards  
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APPENDIX B 

AYR UNITED FOOTBALL ACADEMY 

SAMPLE PERSON SPECIFICATION (CLERICAL) 

 

  

ESSENTIAL 

 

DESIRABLE 

PROFESSIONAL/ 

EDUCATIONAL 
QUALIFICATIONS 

Have or be working towards SVQ 
Level 2 or equivalent or have 
appropriate experience working at 
this level 

 

RELEVANT 
EXPERIENCE 

Previous experience of working in a 
customer focused environment 

 

Previous experience 
within an office setting 

SPECIAL 
KNOWLEDGE AND 
SKILLS 

Candidates must demonstrate 
knowledge of office procedures and 
computer applications 

 

Good written and verbal 
communication skills 

 

An awareness of health 
and safety in the 
workplace 

 

Displays customer care 
skills and the ability to 
handle enquiries by 
telephone and in person 

PERSONAL 
FEATURES 

Must be able to demonstrate the 
ability to work on own initiative but 
also as part of a team 

Must demonstrate personal drive 
and a willingness to respond and 
adapt positively to changing priorities 

Ability to work to tight timescales and 
remain calm under pressure 

Must be able to demonstrate a high 
level of discretion 

Experience of dealing with 
members of the public 

Demonstrates good 
organisational skills with 
the ability to manage own 
workload 
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APPENDIX C 

AYR UNITED FOOTBALL ACADEMY 

GUIDANCE ON SELECTION CRITERIA 

The following guidance is intended to support the recruitment process to ensure job profiles and advert text 
complies with employment equality regulations.  There is a requirement to ensure that the language used 
is objective and based solely on skills and competencies that demonstrate the experience required to 
perform the role competently. 

The table below is split into 2 sections, the first column highlights existing language and the second column 
makes recommendations to support the move to statements which will outline the knowledge, skills and 
behaviours required to perform the role. 

Where we are Where we want to be - recommendations 

We have various ways of stating the level of 

qualifications required to perform a role, e.g., 

 3 standard grades at level 3 or above 

 Good general education 

 An acceptable standard of written English 

 Standard grade English and Maths  
 

If a discipline specific degree is required, e.g. 

membership of a relevant professional body, then 

this needs to be stated clearly as long as it can 

be objectively justified as a requirement for the 

role. 

It is important to consider the level of qualification 

that is required for the role.  Stating standard 

grades could be indirect discrimination against 

this who have other qualifications such as “o” 

levels. Suggested wording would be: 

 ‘you should have or be working towards and 

SVQ level (xx) in (subject) or equivalent 

experience working at this level’ 

 

‘Degree qualified in (enter discipline) including 

membership of (professional body) or equivalent 

relevant industry experience’ 

 Minimum of 3 years experience 

 Post qualifying experience 

Avoid asking for ‘so many years’ experience as 

this may rule out younger people who have the 

required skills.  The quality of an applicant’s 

experience is much more relevant than the 

quantity.  Instead of attaching years, describe 

what the experience should cover and to what 

standard. 

 Helpful and friendly disposition 

 Friendly and pleasant manner 

 Pleasant outgoing personality 

 A good people person 

 Person centred approach 

 Displays willingness to take part in team 
activities and contribute ideas for 
improvements. 

 Demonstrates an understanding of the needs 
and involvement of customers, service users 
and colleagues to support service delivery 

 Provides helpful and friendly service to 
customers 

 Is aware of the need to develop and maintain 
working relationships while respecting 
different views, values and opinions of others. 

 Needs to be physically fit  A requirement of the role will be to work 
outdoors everyday and patrol the local 
neighbourhoods on foot 

 Awareness of good office practice 

 Book keeping skills 

 Carries out a broad range of clerical duties 
and is willing to take on additional duties if 
necessary. 
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 Knowledge of good office practice 

 Working in a busy school environment 

 Good telephone manner 

 Demonstrates knowledge of office 
procedures and computer applications 

 Displays customer care skills and the ability 
to handle enquiries by telephone and in 
person. 

 Smart tidy appearance  Complies with and understands the 
requirement for a dress code in relation to 
service delivery and reflecting public image 

 Experience in operating modern 
telephone/pc systems 

 Demonstrates openness to new 
organisational structures, procedures and 
technology. 

 Enthusiastic 

 Dynamic 

 Demonstrates enthusiasm, creative thinking 
and innovation 

 Flexible  Demonstrates the ability to organise workload 
in an effective and productive way 

 Responds and adapts positively to changing 
priorities 

 Willingness to adopt new processes and 
working practices to suit business needs 

 Youthful 

 Mature 

 Young graduates 

 Avoid language that could be interpreted as 
stereotyping. Language used in profiles and 
adverts needs to appeal to the widest of age 
groups 

Sample of Advertising Stereotypes  

‘We require an enthusiastic person, flexible 

enough to fit in with our fast moving market place, 

not afraid of challenging the status quo and in 

touch with latest thinking’ 

 The organisation may be energetic, lively and 
fast-paced but this could be interpreted to 
read “only younger workers may apply” 

‘Our ideal candidate will need to manage 

competing demands.  He or she should be 

reflective and have boardroom presence.’ 

 Aim for the best person regardless of age and 
be clear about what skills you actually need 
for the post.  Specify the detail of the 
competencies and evidence required during 
this process. 
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APPENDIX D 

SAMPLE SELECTION TOOLS 

 

SAMPLE PRESENTATION TOPICS: 

1.  Outline the short, medium and long term goals for the Academy and describe how you will achieve 
these to ensure the Council meets the challenges that this period of change will bring. 

 
2.  AUFA is currently going through significant and challenging period of change. What would you 

consider to be the main challenges for the Board? 
 
3. You have a key role in supporting the change agenda and meeting the challenges.   Drawing 

on your personal experience, explain: 
 
 What you would do; and how you would do it. 
 
4. Please outline what represents good practice in this role.  Drawing upon evidence in your career 

history and experience to date, demonstrate how you would ensure the role is developed and 
improved in the Council.   

 

SAMPLE INFORMAL DISCUSSIONS: 

1. Discuss the opportunities for modernisation of the game of football and how rather than working 
harder you can lead the team to work smarter. 

2.  Discuss what steps you would take to enable AUFA to deliver the significant  improvement 
agenda. 

 

SAMPLE IN-TRAY EXERCISE: 

Provide information on background scenario….. 

1. Prepare a contingency plan to ensure critical AUFA activities are maintained. 

2. A performance review has recently been carried out and a copy of the report is attached.  The 
review has highlighted areas for development and also recognises the positive aspects of AUFA 
practices.  Please outline the key areas for action and how you would take this forward. 

3. A key role for the post will be the establishment of systems for delivering and evaluating high 
quality customer services. 

 
You are required to produce a report of a maximum of two sides of A4. The report should set 
out what you see to be the 5 key priorities for the post. You should say what you would do 
to ensure that these priorities are delivered and what steps you would take to evidence that they 
are delivered successfully with real business impact. 
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APPENDIX E 

 
SAMPLE ASSESSMENT CENTRE 

 
Assessment Centres vary from post to post.  The following procedure is based on an assessment centre 
including an in-tray exercise and presentation, which is probably the most common type.  The basics can 
be amended to suit individual posts. 
 
Notes are listed below for each part of the Assessment centre. 
 
 
Example Timetable: 

 Candidate 

arrives and 

is given 

case study 

Case Study 

passed to 

Interview 

Panel 

Candidate is 

given 

questions 

Interview 

 

Interview 

Closes 

 

Candidate 1 
9.00 9.45 9.45 10.00 10.50 

 

Candidate 2 
10.15 11.05 11.05 11.05 12noon 

 
 
Interview Pack: 
 

Each panel member should receive a folder with the following documents for each candidate: 
 

 Interview Timetable 

 Interview Questions for candidate 

 Interview Questions for Panel Members 

 Interview Assessment Form 

 Notes page for presentation and in-tray exercise 

 Copy of presentation if applicable (3 slides per page, with notes section) 

 Copy of application form 

 Any other information requested by the Panel 
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APPENDIX F 

Competency Interview Assessment Form: Name of Post 

Candidate Name.............................................................................  Start time:.............   Finish time: .............. 

Under the data Protection Act 1998, individuals are entitled to request access to this completed form.  Facts and opinions must be considered and justifiable  

Competencies Evidence/Comments Rating 
Score 

1. Personal Effectiveness   

2. Co-operation with Others   

3. Customer Service Excellence   

4. Planning Organising and Problem Solving   

5. Communication   

6. In-Tray Exercise   

7. Presentation   

1 Failed to meet standards     2 Partly met standards    3  Mostly met standards     4 Fully met standards 

TOTAL 

 

 

Successful  Unsuccessful  Signature Date 

 



APPENDIX G 

RECRUITING MANAGER/CHAIRPERSON’S CHECKLIST  

 
    

All Panel Members: 
 
Members of the interview panel must disclose, prior to interview any relationship known to exist between themselves and the interviewee.  In the event of 
a declaration, the Panel Chairperson will decide whether or not the panel member should participate.  In the event of you, as Chairperson, having a 
personal relationship with an interviewee, you must discuss the matter with your line manager who will decide on whether you should participate further in 
the recruitment process.  Should a member of the interviewing panel declare an interest, please state below, the action taken. 

Chairperson’s Comments: 
 
 
 

 
Panel Chairperson:  Should the interview panel have any concerns regarding an applicant’s suitability for employment in a post which involves work with 
or access to children or vulnerable adults, the Panel Chairperson is required to contact HR immediately.   
 

Please ensure the following areas are fully explored with all applicants at interview.  The Chairperson should tick and sign as the areas are discussed: 
 
1.   Criminal Convictions 

Completed form should be opened at interview, fully discussed and the applicant advised he or she must declare all convictions or  

offences.  Applicants must be advised that failure to declare a conviction or offence will result in their exclusion from further consideration. 
2. Employment History 

Gaps in employment history should be fully explored with all applicants and in particular, the reasons for any gaps should be obtained. 
3. Qualifications 

Confirm that the candidate has brought along their original qualifications to interview, and these have been checked against the qualifications declared on the 
application form. 

4. Verbal Reference (For PVG Registered posts only) (Not required for Teachers) 
I confirm that I have taken up two verbal references for the successful candidate, one of which is the current/most recent employer and another from someone 
known to the applicant in a work capacity.  If a referee not known to the applicant in a work capacity has been contacted, please give details. 

5. Photographic ID 
Confirmation of identity from Driving Licence or Passport. 

 
 
Signed: .................................................................……………………………………………….Date:  …………………………………………………. 

 
PLEASE ENSURE THIS FORM IS PASSED TO THE HR MANAGER , FOR THE PREFERRED CANDIDATE ONLY, ON COMPLETION OF THE INTERVIEWS 
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APPENDIX H 

 

ACCESS TO YOUR INTERVIEW 

Ayr United Football Academy is committed to removing barriers to the employment of people with a disability.  We 
recognise that some people with a disability may have additional requirements to compete on equal terms with other 
candidates.  

 

Please let us know if you require any specific arrangements or assistance when you come for your interview.  In 
particular, would you like us to arrange any of the following?                

                   TICK AS APPROPRIATE 

 Induction loop  

 Sign language interpreter (state type)  

 Keyboard for written tests  

 Someone with you at interview (e.g., advocate or facilitator)  

 Assistance in and out of vehicle  

 Accessible car parking  

 Wheelchair access  

 Accessible toilet  

 Other assistance or arrangements (please specify overleaf) 
 

 

NAME      ....................................................... 

POSITION APPLIED FOR   ....................................................... 

ADVERT REFERENCE NUMBER  ....................................................... 

DATE OF INTERVIEW   ....................................................... 
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APPENDIX I 

 

CONFIDENTIAL REQUEST FOR REFERENCE 

Referee 
 

Name 
 
Address:  
 
  
                

Particulars of Applicant 
 
Name:  
 
Address:  
                
 
 
Post Applied for:  
 
Post Number: N/A 
 
 
(Job Description Attached) 

1 How long have you known the applicant? 

 

2 In what capacity? (eg Employee, Student, Pupil, Friend etc): 

 

3 If known in working or education capacity, please complete below 

 (other referees - please turn over) 

   (i) Dates of Working/Studying: 

 

   (ii) Nature of involvement (eg job and duties; subjects or courses taken etc): 

 

   (iii) Reason for leaving if appropriate: 

 

   (iv) Was attendance satisfactory?  If no, please give reasons: 

 

   (v) Was timekeeping satisfactory?  If no, please give reasons: 

 

   (vi) Did absence through illness give any cause for concern? 
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   (vii) How did he/she relate with colleagues? 

 

   (viii) How did he/she perform in his/her duties/studies? 

 

 

ALL REFEREES - PLEASE COMPLETE 

Please provide below any information, which would be helpful in an assessment of the applicant’s suitability 
for the post sought. 
 
You should comment on the applicant’s general character, integrity and personality; voluntary experience 
he/she has had; aptitudes or skills he/she possesses which may be appropriate etc. 
 
You should also mention any reason why you feel that the applicant would be unsuitable in this post. 

 

 

 

 

 

 

 

 

Thank you for your co-operation. 

 

DATA PROTECTION ACT 1998 

Individuals have the right of access to personal information about them held by Ayr United Football Academy.  
However, you, as a third party who may be able to be identified by the individual given this access, need to give your 
consent before your Confidential Reference is disclosed. 

I do/do not* consent to this Confidential Reference being accessed by the Applicant referred to overleaf. 

*Please delete whichever does not apply. 

Signature   ____________________________________________________________ 

Designation    _____________________________________________________________ 

Date    _____________________________________________________________ 
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APPENDIX J 

 

VERBAL REFERENCE PRO-FORMA 

 

CANDIDATES NAME:     

REFEREES NAME: 

 

Explain to referee that as the written reference has not yet been received, you are phoning to obtain a verbal 
reference for the above named applicant.  Confirm to the referee that the written pro-forma will be issued to 
them in due course and should still be completed and returned to Human Resources. 

Where a post is regulated in terms of the PVG scheme, all reference requests will stress the fact that the 
post will give the post holder unsupervised access to children and/or protected adults and give the referee 
the opportunity to contact the Council by telephone should they wish to discuss the reference in 
confidence. 

Referees should be advised that the information they provide verbally will be treated in confidence. 

 (Continuation sheet to be attached if required) 

1.   In what capacity is/was the applicant known to you? 

 

 

2. If known to you in an employment capacity:- 
 

a) What are/were the dates the applicant was employed by you? 
 

                     

b) What are/were their responsibilities? 
 

                         

c) Were there any significant difficulties (e.g. sickness; timekeeping; relationships with 
colleagues etc)? 

 

 

d) How would you rate this applicant’s performance? 
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e) Are there any disciplinary issues in relation to this applicant? 
 

                               

f) If appropriate, what was the reason for the applicant’s employment with you terminating? 
 

                              

g) Would you re-employ this person?  If not, why not? 
 

 

 

3.   If appropriate seek clarification on any areas of concern highlighted in the written reference. 

 

 

 

4.   Would you have any concerns regarding the applicant’s ability to work unsupervised with 
vulnerable adults or children? 

 

 

 

5.    Additional Notes: 

 

 

 

 

 

 

Completed By:  ________________________________________ 

Date:    ________________________________________ 
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APPENDIX K 

  

Health Questionnaire 
CONFIDENTIAL 

 

The information recorded on this form will be confidential to Health Professionals and will not be divulged to 

any other person. 

Name (in full): Male/Female: 

Previous Name: Date of Birth: 

Address: 

 

 

Height: 

 

Weight: 

Telephone (Home): Telephone (Work): 

 Family Doctor: 

Present Employment/Place of Work: Address of Doctor: 

 

 

 

Job Applied For: 

Department: 

 

If the answer to any of the following questions is "yes", please give details (including dates) 
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PERSONAL HISTORY: 

Questions Yes No Details 

Do you consider yourself to be in good health?     

 

Have you any disability?    

Are you restricted for medical reasons from carrying out any 

particular type of work? 

   

Have you had an illness or accident in the last three years 

which caused you to be in hospital? 

   

Have you been in employment during the past 12 months? 

If not, state when you last worked 

   

 

Have you had any illnesses, operations, or injuries in the past 

which have caused you to be off work for more than 34 

weeks? 

   

 

Have you been absent from work for any medical reason for 

more than 10 days in the past 12 months? 

   

 

In the past have you ever been ill-health retired from work?  If 

yes, please give reason 

   

 

Do you have, or have you had, any illness or injury not 

mentioned above? 

   

Have you visited your Doctor in the last 12 months?    

Are you receiving any medical treatment e.g pills, injections, 

inhalers or ointments? 

   

Do you smoke?  If yes, please indicate how may cigarettes or 

how much tobacco you smoke per day 

   

Do you drink alcohol?  If yes, please indicate how much 

wine/beer/spirits you drink per week 

  Amount per week – 

Beer……………. Pints/Units 

Spirits …………  Measures/Units 

Wine…………… Glasses/Units 
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OCCUPATIONAL HISTORY 

 

 

 

Dates 

 

Position Held 

 

Employer 

   

   

   

   

 

 

 

Have you ever been ill as a result of your work? 

_______________________________________________________________________________________ 

 

Have you ever had a musculoskeletal injury or illness associated with work?  

_______________________________________________________________________________________ 

 

If so, please give details _______________________________________________________________________________________ 

 

_______________________________________________________________________________________ 

 

 

Have you worked shifts before? 

_______________________________________________________________________________________ 

 

Have you ever worked in noisy areas and had a hearing test?  

_______________________________________________________________________________________ 
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Have you ever had medicals due to substances you were potentially exposed to at work?  

_______________________________________________________________________________________ 

 

If so, what type of substance and medical?  

_______________________________________________________________________________________ 

 

_______________________________________________________________________________________ 
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  MEDICAL HISTORY 

 

Do you have, or have you ever suffered from, or consulted your Doctor or Specialist about any of the following 

conditions: 

 

 Yes No Details 

Eye disease or poor vision not corrected by glasses or 

contact lenses 

   

Ear infections, deafness or hearing problems    

Recurring headaches or migraine    

Frequent indigestion or bowel problems    

Liver problems, eg (jaundice, hepatitis etc)    

Kidney disease, urinary or bladder problems    

Varicose veins    

Diabetes, (if yes, please state type 1 or 11)    

Fits, fainting, dizzy spells (e.g. epilepsy, Meniere’s Disease 

etc). 

   

Skin problems (e.g. psoriasis, eczema)    

Mental illness (e.g. anxiety, depression, emotional 

problems etc) 

   

Neck or back problems (e.g. sciatica, whiplash etc)    

Rheumatism, arthritis or joint pains    

Serious injuries or operations    

Are you attending a hospital or receiving any medical 

treatment at present? 

   

Have you had any heart trouble, e.g. heart attack or 

angina? 

   

Have you been diagnosed as having high blood pressure?    
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Have you had a chest disease at any time, e.g. asthma, 

bronchitis, pleurisy, tuberculosis? 

   

Do you have any allergies or allergic conditions, e.g. 

hayfever, allergy to animals (give species)? 

   

Have you had a gastric or duodenal ulcer?    

Do you have, or have had a hernia (rupture)?    

Have you had persistent or recurrent low back pain?    

Have you had persistent or recurrent neck/shoulder pain?    

Are you awaiting any investigations or operations?    



Ayr United Football Academy 

35 | P a g e  

 

 

(i) The information you provide in this form will only be reviewed by Health Professionals in order to assess your medical suitability for the 
post you have applied for.  You may be invited to a meeting for health screening and only in the event that you are the successful 
candidate.  

(ii) Information about the existence of a disability and its effects on ability to undertake day to day activities and/or the existence of any 
medical condition and its effects on ability to do the job applied for may be conveyed to the employing department to enable any health 
and safety risk to be assessed and any reasonable adjustments or support to be considered. 

(iii) Health Questionnaires of successful candidates will only be opened by Health Professionals and will be securely stored by them.  Health 
Questionnaires of unsuccessful candidates will be securely destroyed unopened.  Retained Health Questionnaires are covered by 
statutory retention periods and the Access to Medical Reports Act 1988 or subsequent amendments as may be issued from time to time.  
A copy of the Council’s Code of Practice on the retention of health records for current and prospective employees is available on request. 

 

I, ………………………………………………………………………………..confirm that all information in this form is, to my knowledge, correct.  I accept that false 

information or omission could lead to disciplinary action being taken which may lead to dismissal.  

 

I consent to AUFA using this information for the purpose stated in (i) and (ii) above. 

 

 

Signature: …………………………………………………….                   Date: ………………………………… 

 

 

 

 

 

 

 

 

 

 

  

For Health Professional Use Only 

 

Date of Screening: …………………………………………………………………….. 

 

Screened by:       ………………………………………………………………………. 

 

 

P/S       H/I     S.H.S       FIT         UNFIT                  REFER O.H.P.   

 

P/S - Paper Screen   H/I - Health Interview   SHS - Standard Health Screen   OHP – Occupational Health Physician 

  

 

 

 

 



Ayr United Football Academy 

36 | P a g e  

 

APPENDIX L 
 

Ayr United Football Academy        
 

CRIMINAL CONVICTION DECLARATION FORM 
 

Rehabilitation of Offenders Act 1974 

 
The provisions of the Rehabilitation of Offenders Act 1974 make it unlawful for employers, or 

prospective employers, to take into account offences in relation to which the person concerned is 

deemed to be rehabilitated. However under the terms of the Rehabilitation of Offenders Act  
1974 (Exclusions and Exceptions) (Scotland) Order 2003 (as amended), applicants for certain posts 

are not entitled to withhold information on a criminal conviction on the grounds that it is “spent” or 

forgotten under the Rehabilitation of Offenders Act 1974. 
 
Please read the advisory note overleaf prior to completing the appropriate sections of the 

form. 
 
You must bring the form with you to the interview, in the envelope provided. The form will be treated 

as confidential and the envelope shall only be opened if you are the recommended applicant 

following the interview. Unsuccessful applicants’ personal information will be securely held for a 

period of 6 months and then securely destroyed. If you are appointed this information will be stored in 

a sealed envelope in your personnel file. 
 

SECTION A – CONVICTION DETAILS 

 
If you have a conviction that is not yet spent or cannot be spent in terms of the above Act, or 

if you have a court appearance pending, please supply details below. 
 

Date Court Details of Offence Sentence 
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SECTION B - DECLARATION 
 

♦ I have read the advisory note overleaf  

♦ I have not withheld any information which may affect my application for employment  

♦ I understand that where appropriate, the information above will be verified by Disclosure Scotland   
♦ I understand that false omissions may lead to my application not being successful and if already 

appointed may subsequently lead to dismissal  
 
Signature: ________________________________    Date: _______________________ 

 
Name: ____________________________________________________________  
 
(Block Capitals) 



ADVISORY NOTE 
 

 

Spent Conviction 

 

Any conviction where the sentence is 2½ years or less is regarded as being spent after 

completion of the rehabilitation period. Any conviction with a sentence of more than 2½ years can 

never be regarded as being spent. 
 
How Long is a Rehabilitation Period 

 

This depends on the sentence given. For a custodial sentence, the length of time actually 

served is irrelevant, the rehabilitation period is decided by the original sentence and 

commences on the date of conviction. 
 

SENTENCES OF MORE THAN 2½ YEARS CAN NEVER BECOME SPENT 

Other sentences become spent after fixed periods from the date of conviction. 

Here are some examples:   

  

SENTENCE REHABILITATION PERIOD 

 People aged 17 or People aged under 
 over when 17 when convicted 

 convicted  

Prison (immediate or suspended sentence) or 10 years 5 years 

youth custody More than 6 months and not   

exceeding 2½ years   

Prison (immediate or suspended sentence) or 7 years 3 ½ years 

youth custody 6 months or less   

Fine or community service order 5 years 2 ½ years 

Absolute discharge 6 months 6 months 

There are 2 sentences for people under 21 for which there is no variation in the 

rehabilitation period according to age when convicted.  These are:  

  

Borstal (replaced by youth custody in 1983) 7 years 

Detention Centres 3 years 

With some sentences the rehabilitation period varies:  

  

SENTENCE REHABILITATION PERIOD 

Probation, supervision, care order, conditional 1 year, or until the order expires 

discharge or bind-over (whichever is the longer) 

Attendance centre orders 1 year after the order expires 

Hospital orders (with or without a restriction 5 years, or 2 years after the order 

order) expires (whichever is the longer) 

Orders imposing a disqualification, disability or Until the order expires 

prohibition   

 
 


