2.1
Recruitment complaints procedure

1.
Shortlisting Stage

a) You have the right to appeal against being left off a shortlist if you believe that we have not kept to our policy on shortlisting.  We will not allow appeals if we have kept to our procedures.  For example, if you feel that you have the relevant experience for a post, but you are not on the shortlist, you can only appeal if we have not followed our procedures.

b) If you want to appeal you should write to the Chief Officer or Departmental Head of Personnel outlining the grounds of your appeal.  You should do this within three working days from the date of the ‘decision letter’.  The Chief Officer or their representative will examine the relevant paperwork and, if appropriate, interview members of the shortlisting panel.  The Chief Officer will tell you the decision, normally within three working days of receiving the appeal.

c) If we uphold the appeal, if it is possible, taking account of the interests of service, you will be included on the shortlist.  The Chief Officer will also decide any further action that we may need to take.

2.
The interview stage

a) If you are shortlisted but not appointed to a post and you believe that we have not followed our recruitment policy, you can appeal to the Chief Officer or Departmental Head of the Personnel.  For example, if you believe that you are the best candidate for a post, you can only appeal if we have not followed our procedures.

b) If you are not successful, we will tell you that you can appeal to the Chief Officer or their named representative but you must do so within three working days.

c) If you make an appeal, the Chief Officer or their representative will consider the relevant paperwork involved in the selection decision and, if they consider it appropriate, will interview the officers who carried out the selection.  The Chief Officer or their representative will decide whether any further action will be taken and they will tell you of their decision.

d) Sometimes a Chief Officer or representative of another department, not the one where the vacancy has occurred, may consider the appeal.

