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This policy sets out the requirement of the review, recruitment and   advertisement of vacant posts within the organisation.

It is the organisations belief that a high standard of work can best be delivered by employing the most able and qualified staff and to provide equal opportunity of the advancement of employees.  The organisation is therefore committed to working towards equal opportunity and diverse treatment for existing and perspective staff.  There should be no discrimination on the grounds of sex (excluding statutory exceptions), disability, race, religion or age.  The sole criteria for appointment should be the ability to do the job.  Further guidance on working towards equal opportunities is contained in the organisations Equal Opportunity Code of Practice, and Diversity Policy statement.

Well qualified, experienced and motivated staff represents the organisations most valuable asset.  Effective recruitment and selection is therefore paramount to the success of the organisation.  Whilst the benefits of good selection may be clear the consequence of poor selection is often overlooked.

· High rates of sickness and absenteeism

· High staff turnover

· Poor employee relations

· Low morale

· Poor patient care

The objectives of managers and support given by the Human Resource Department should therefore be to:-

i) Attract and select the best possible candidates.

ii) Ensure that applicants and staff are treated equitably, consistently and sensitively.

iii) Adhere to high standards of recruitment practice, in accordance with the requirement of the Institute of Personnel and Development recruitment code.

Consideration of internal candidates “at risk”, is required prior to any external advertisement.  It is through this process that the organisation is able to make best use of its staff resources and implement its commitment to value staff, maximise job opportunities, nurture personal motivation and provide continuity of employment to its staff.

Where external advertisements are placed, it is the organisations policy to have regard to statutory restrictions on recruitment, advertising and to utilise resources effectively as possible in order to attract the most suitable candidate to the vacant post at reasonable cost.

Advertising
All vacant posts should be advertised. Advertisements should be directed at the widest possible range of people, using the most appropriate means.  Consideration should be given to ensuring that particular groups of people are not excluded. Advertisements should be clear, concise and free from jargon.  Salaries should be stated in monetary terms. Advertisements should state minimum criteria and should include only requirement or criteria which are relevant to the job.

Job Description and Job Specification
All posts should have a written job description including job title, the person whom the post reports to, salary, hours, contractual period (if a fixed term contract), notice period, and a brief description of the role of the post and a list of duties and tasks.  Only tasks which are relevant to the job should be included.  From this will be developed a job specification and a person specification.  Both must link specifically to the tasks identified.  Only essential criteria should be included, encompassing skills, abilities, knowledge, experience and qualifications.  Skills or qualifications which are not relevant to the post must not be asked for.  Where qualifications are asked for the words "or equivalent" should be added.  The interview and selection process should test only those points identified in the job description, job specification and person specification, should relate directly to the individual's ability to perform the job.

Application Forms
The application form should relate to the job description and job specification, and should not ask for personal or other information that is not relevant to the job. The application form should specifically request information concerning any facilities that applicants may require to enable them to attend or participate in the interview. It should be made clear to applicants that short listing will be based solely on the information given on the completed application form, and that CVs, portfolios etc., are not accepted if this is the organisations policy. The front page should be for name and address only.  This will be detached by a senior member of staff before the remainder of the information is passed to the group responsible for the short listing and/or interviewing process. Application forms should be kept for six months after the appointment has been made.

Monitoring Forms
An equal opportunities monitoring form should be sent to each applicant, to assess gender, ethnicity, disability and age.  Monitoring forms should be anonymous and will be detached from the completed application forms by a senior member of staff who is not involved in the short listing /interviewing process. It should be made clear to all applicants that completion of the monitoring form is optional and that completed forms will not be considered as part of the selection process. Information from monitoring forms should be used only for monitoring the implementation of the equal opportunities policy.

Short listing
All members of the interview panel should be involved in the short listing. Short listing must be directly related to the job description and person specification. After short listing, the first page (name and address) should be returned to the rest of the application form.  Any member of the panel who knows any applicant, either in a personal or a professional capacity, should state so.

Interviews
The organisation will, wherever possible, provide the facilities needed to enable candidates to attend and participate in the interview. Careful consideration should be given to the appropriate number of people on the interview panel.   Interview panels should reflect a varied perspective, having regard to gender, ethnicity and disability, but large panels can be intimidating and may cause disadvantage.  There should always be a minimum of two people. All members of the interview panel should be committed to equal opportunities and should be familiar with the organisations Code of Practice. The interview should be directly related to the job description, the person specification, and the completed application form. Reasons for decisions made should be recorded.  All candidates should be notified as soon as possible of the outcome of the interview.  Applicants who wish to know why they were not selected should be told.   One person from the selection panel should be appointed to undertake this role. 

No applicants should be offered a post without two satisfactory employment references, one of which should be from current/or last employer.  References should only be taken up for short listed candidates.  Each referee should receive a job description and a covering letter of explanation in which the status of the post, under the Rehabilitation of Offenders Act, is identified.

No reference should be taken up without the prior permission of the applicant.  No appointment should be made conditionally on the basis of satisfactory references as this could be a beech of confidentiality between the referee and the applicant.

References can form a valuable selection tool and should be made available to the selection panel members at the interview.

It must be remembered that references are privileged communication and should be treated in strict confidence.  The content of references must not be divulged to candidates or any other person, without the written authorisation of the giver.  With the exception of references for the successful candidate, all others should be destroyed after the interview process has been completed.

Appointment

Before a verbal offer is made to the successful applicant, he/she must have:-

· Been informed of the status of the post under the Rehabilitation of Offenders Act and answer the question in relation to spent convictions.

· Must complete Policy Check documentation (CRB and ISA Registration), if appropriate, under the “Protection of Children Disclosure of Criminal Background and those with Access to Children” regulations.

· Where professional qualifications are either a statutory requirement or are required for salary purposes that evidence of holding the qualification and current registration should be produced and also that the individual has provided personal identity.

· The individual has been medically cleared as fit for the post for which they have applied.

· Two satisfactory references have been received, one of which should be from the current or last employer.

· Providing the criteria has been met in the above, a verbal offer of appointment should be made as soon as possible.  Written confirmation of appointment should be sent out within 7 working days along with written particulars of employment.  Cases when CRB check clearance is required and clearance has not been received the appointment should still be conditional to satisfactory police clearance.

Conditions of Work
All employees will receive a copy of the organisations Equal Opportunities Statement and Code of Practices.  The organisation will endeavour to ensure that any facilities needed by specific groups or individuals are made available.

Legislation

The organisation conforms to all current equal opportunities legislation including the Employment Equality (Sexual Orientation) Regulations 2003 and the Employment Equality (Religion and Belief) Regulations 2003.
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