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	1. Introduction: 


Attracting and recruiting high calibre staff is essential in order to meet the Council’s aim of supporting the delivery of excellent services and ensuring that the right people with the right skills are employed at the right time.

As the borough’s largest employer recruitment practice and policy should aim to develop a workforce that reflects the diversity of the local community.

The aims of the Council's Recruitment Policy are to:

· recruit the person who is most suited to the particular job.  The recruitment decision must be solely based on the candidate’s knowledge, skills, abilities, competencies and experience, as measured against the job criteria. 

· recruit candidates through a process that is effective, efficient, fair, objective, open and transparent and in accordance with equalities and employment legislation. 

· recruit candidates through a process that ensures the Council meets its commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults.
The recruitment process will be subject to the terms of the Recruitment Centre Service Level Agreement.

	2. Application: 


This policy applies to all permanent, temporary, fixed term and secondment vacancies where the candidate will be employed directly by the Council.  For further details about secondment vacancies refer to the Council’s Secondment Policy.
The HR Business Administration and Recruitment Team will manage all recruitment activity with the following exception:

· School vacancies – these should be referred to Schools Personnel Service.

	3. Equalities & Diversity in Recruitment:


Enfield Council is committed to applying its Equalities Policy at all stages of the recruitment process including advertising, shortlisting, interviewing and selection.  

It is the policy of the Council that:

· Individuals are appointed solely on the basis of genuine job requirements, relevant experience and qualifications, skills and abilities.

· Subject to the limited exceptions provided for in legislation where these are applicable, no job applicant or employee will receive less favourable treatment on the grounds of race, colour, nationality, ethnic or national origin, religion, faith, belief, age, disability, gender, gender reassignment, sexual orientation, social or marital status, for having responsibility for dependants or trade union involvement.
· Every individual involved in the recruitment process is to avoid discrimination, to discourage it in others and to accept personal responsibility for the application of this policy.  The recruitment process must be undertaken in conjunction with the following policies, which are available on the intranet: 
· Disability Policy
· 

 HYPERLINK "http://enfieldeye/downloads/file/5302/equality_and_diversity_in_employment_policy" 

Equalities Policy 



The Equalities Policy is aimed at outlining how the Council will deal with any form of discrimination in the workplace, and how it intends to promote equality and diversity.  The Council is committed to ensuring that all employees maximise their potential and differences are valued. 
	4. Candidates with a Disability and Reasonable Adjustments:


The  Equality Act (2010) and the Council’s Disability Policy states that an employer must where appropriate make reasonable adjustments in the recruitment and employment of people with a disability.  Making reasonable adjustments also applies when engaging agency / casual workers who have a disability.

The Council offers a guaranteed interview to all applicants with a disability if they meet all of the essential criteria of the job regardless of whether any desirable criteria have been met.  Reasonable adjustments to the recruitment process must be made to ensure that no applicant is disadvantaged because of his/her disability.  Examples of reasonable adjustments include: 

· Adjustments to the application method
· Testing or interview arrangements
· Appropriate changes to working arrangements or equipment to meet the needs of the successful candidate.

Managers are under a duty to make reasonable adjustments to assist people to fulfil the duties of a post. Many adjustments may have minimal or no associated cost, such as adjusting working hours (allowing a person to avoid rush hours) or job restructuring (reallocating and adjusting duties).

‘Access to Work’ (ATW) and Remploy, voluntary organisations, offer practical specialist advice and help concerning recruiting individuals with a disability. Help can be tailored in a flexible way to suit the needs of an individual in a particular job and can include financial assistance with additional costs arising from making appropriate adjustments.
	5. Pre- Recruitment: 


Line managers are responsible for recruitment in conjunction with the HR Business Administration and Recruitment Team.

Managers with responsibility for recruitment and selection must attend the Council's Recruitment and Selection Training prior to taking part in any recruitment exercise.  
To book a place on the course please use the Training Application Form.  Managers will be required to sign a declaration confirming that they have attended the Recruitment and Selection Training.
	6. Launching a Recruitment Campaign:


To start the recruitment campaign, the Manager must email the following documents to the HR Business Administration and Recruitment Team mailbox at: recruitmentcentre@enfield.gov.uk
1. Current evaluated Job Role Profile – this includes the person specification, which should state between 4 and 8 essential and up to 2 desirable selection criteria

2. A completed  Authority to Recruit Form
3. Wording for the advertisement.  For details on what this should include please refer to the ‘Advertising’ section on page 5 of this policy.
Managers must provide all four items as listed above before the recruitment activity can begin.  

	7. Recruitment Options:


The Recruitment Options that are available to Managers are:

	Options
	Cost



	E-recruitment 


	£750



	Advertisement on a specialist job board.


	£250 + cost of advertisement



	Advertisement in selected press publication
	£250 + cost of advertisement



	Internal Recruitment Campaign – intranet
	£250



	F For each additional post – same job title
	£100



	Skills and knowledge testing (options available

include; accuracy, numeracy, literacy, Word and 

Excel) please ask for further details.
	£40 per test or £100 for 3 tests



	Psychometric testing (including aptitude and 

personality tests)
	Price on application

	Assessment Centre


	Price on application

	Open Day 
	Price on application



	A Combination of any of the above
	Price on application




Please note that ‘E-recruitment advertisement are not applicable in the case of former manual grade posts or ‘internal only’ recruitment.

	8. Redeployment Process: 


All vacancies for a period of 3 months or longer duration must go through the redeployment process prior to advertising.  The Business Administrator arranges this. 

For further details about the Redeployment Process, please refer to the Principles of Managing Reorganisations.  With regard to employees in redeployment as a result of a disability please refer to the Disability Policy.
	9. Authority to Recruit:


It is current Council policy that the advertising of all posts must be approved by the Director.  This includes the recruitment of temporary and seconded staff.  It is important to note that externally advertising a vacancy should only occur in exceptional circumstances and advertising should make use of the Council’s existing job board in order to minimise expenditure.  This will ensure that posts are advertised internally to give all staff, particularly those at risk of redundancy, alternative employment opportunities and the widest possible range of career development. 

Recruiting managers should complete and send an Authority to Recruit Form and supporting documentation to the recruitmentcentre@enfield.gov.uk , the authority to recruit form must be signed by the department Director and state if they approve external advertising of the vacancy.

All vacancies will automatically be placed on the Council’s redeployment site for a period of two weeks prior to being elsewhere.  Vacancies will then be advertised on the Council’s internal recruitment site for a further two weeks.  

If the job remains unfilled after the redeployment/internal advertising period then it will be advertised externally without any further approval being necessary. Where a specific qualification is an essential prerequisite to being appointed to a specific job and, consequently, it is unlikely that there will be any suitable staff/agency workers who might apply, consideration will be given to immediately advertising the vacancy externally.
If your recruitment activity is urgent, please ensure you allow sufficient time for the post to be advertised on the Council’s redeployment and internal recruitment sites.  
Please note that whilst the HR Business Administration and Recruitment Team will endeavour to prioritise each advertising request so that they are authorised as soon as possible, in the event that there are more than 15 recruitment requests in one week, posts may be deferred to the following week.
	10. Engaging Agency Workers:


Please refer to the Principles of Managing Agency Workers and Principles of Internal Resourcing.  Please note with the introduction of the Agency Workers Regulations on 1st October 2011, agency workers will be able to access the Council’s information about job vacancies.  The Principles of Managing Agency Workers will further detail any transfer costs incurred by directly employing an agency worker within 14 weeks of commencement of the assignment. 
	11. Engaging Casual Workers:


Please refer to the Principles of Managing Casual Workers
	12. Apprentices:


Please refer to the Apprenticeship Scheme Policy.
	13. Posts Graded Assistant Director and Above:


Posts graded Assistant Director and above will be by member panel appointments.  A process has been agreed with CMB for such appointments and will be managed jointly by the line manager and HR Business Administration and Recruitment Team.  For details of the process please see Section 30.
	14. Recruitment Briefing:


Once the manager has provided the recruitment documentation, the recruitment activity will be allocated to a Business Administrator who will contact the manager within 5 working days to discuss the recruitment options (outlined on page 6 & 7) and ensure that they have all the details that are required for:
· The recruitment method to be used and campaign timescales

· Arranging the date for shortlisting, which will take place no later than 3 days after the application closing date.  For further details, please refer to the section on ‘Prescreening & Shortlisting’

· Arranging interviews and, if applicable, testing

· Making an offer of appointment

· Preparing the Contract

· Clarifying who will be responsible for meeting and greeting the new starter

· Entering the post and pay details onto the SAP system

	15. Advertising: 


Advertisements should be clear, non discriminatory and provide an outline of the job requirements, job purpose and skills required to undertake the role.  The advertisement should also outline and promote the nature of the department’s activities and aims.

All advertisments should promote the benefits offered and include the following statement as a minimum:  

“Enfield Council offers a wide range of benefits to all employees including a final salary pension scheme.  Full details of the benefits offered are available on our website www.jobs.enfield.gov.uk”

Existing employees are to be encouraged to apply for vacant posts, both those advertised internally and externally if they have the appropriate qualifications, experience and skills.

Secondments where only Council employees may apply will be advertised on the Council intranet only.  

External former manual grade vacancies will be advertised in the local press.  Application packs can be posted to enquirers, collected from the Civic Centre Ground Floor Reception or downloaded from the Council’s website. The advertisement should include a sentence informing applicants that if they have not heard back from us by X date, their application has been unsuccessful.  

Officer grade vacancies open to external applicants can be advertised in the national press, other publications or e-advertising.  The advertising method selected will be the most appropriate and cost effective for the post.  The preference of the Council is for e-recruitment to be used due to cost reduction and greater efficiency in time to fill the vacancy.  

E-advertising comprises advertising on a selection of job boards (websites) for a period of one week.  Job boards include - 

· www.enfield.gov.uk

· jobsgopublic.com

· Any additional job boards contracted at the time

All external vacancies, whether advertised in the press or through e-recruitment will also be advertised at the job centre to specifically target members of the local community.

	16. Safeguarding Children, Young People and Vulnerable Adults:


This authority is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share in this commitment”.  Staff employed to work with children, young people or vulnerable adults must ensure that their conduct at all times demonstrates their personal commitment.

Vetting and Barring Scheme

The Council has a duty to ensure that all employees recruited to work with children, young people and vulnerable adults in a Regulated Activity are not “barred”.  The Council will check the status of successful candidates against the relevant list(s) held by the Independent Safeguarding Authority (ISA) as part of conducting an Enhanced Disclosure.  Where checks reveal that a candidate is ‘barred’ the individual will not be offered employment with the Council.

It is a criminal offence for a barred individual to seek or undertake work in regulated activity.

The Council also has a duty to refer to the ISA any information about an individual who may pose a risk to children and/or vulnerable adults; and will comply with this requirement.

	17. Application Process:


Former Manual grade positions - applications are completed on a paper application form, which is returned by post to the Business Administrator managing the vacancy.

Officer grade positions - applications are completed on-line via the Council’s website.  Both press and online advertisements for officer vacancies, direct applicants to the Council’s on-line application system. 

For all positions, both former manual grade and officer grade, candidates are asked to detail how their skills and abilities meet the maximum of 8 essential and 2 desirable criteria as specified in the person specification.  The responses given by candidates to these criteria form the basis for shortlisting candidates.

	18. Shortlisting:


The Business Administrator will forward all completed applications to the line manager for shortlisting once the closing date has been reached.  

Candidates that meet the maximum of 8 essential criteria should be shortlisted for interview.  This will be done by email for officer vacancies and hard copy for manual vacancies.  

If the manager decides that an applicant does not meet all of the essential criteria, the reasons for this decision must be clearly recorded.

The manager is to shortlist applications within 3 working days of the advertisement closing date.  Having more than one-person shortlisted is desirable where practical.

In the event that there are more applicants who meet the essential criteria than it would be reasonable to interview, the manager may use the desirable criteria as a fair means of determining who is to be interviewed.  However any candidates that have identified themselves as having a disability as defined by the Equality Act (2010) that meet all the essential criteria must be offered an interview in line with Disability Policy. This is irrespective of whether they meet the desirable criteria.

Applicants who did not meet the criteria of the post and therefore were not shortlisted will receive an e-mail informing them of this.  

	19. Interview Arrangements:


Former manual grade vacancies – all shortlisted candidates will be contacted by letter inviting them for interview.

Officer grade vacancies - all shortlisted candidates will be contacted by e-mail and invited to book themselves an interview slot through the website.  Once booked, they will then receive confirmation of their interview time along with details of documents that they must bring to the interview.

All candidates are asked whether they need any special adaptations or arrangements for the interview, and where reasonable the appropriate adjustment will be made.  

If the HR Business Administration and Recruitment Team or manager receives an adjustment request regarding access and progress to an interview, and cannot decide if the request is reasonable, advice should be sought from the Corporate Health & Safety Team. 

The HR Business Administration and Recruitment Team has two dedicated interview rooms, Room 1 and Room 2, on the first floor of the Civic Centre. 

Where interviews are scheduled to take place in the dedicated interview rooms at the Civic Centre, it will be the Business Administrator’s responsibility to:  

· Book interview rooms

· Organise any necessary equipment

· Administer any tests provided by the Recruitment Centre.

The interviewing manager will be responsible for these actions when interviews are held at sites other than the dedicated interview rooms at the Civic Centre.  

The Chair of the interview panel should download the Recruitment Interview Pack in preparation for the interviews.  The interview pack includes the Interview Assessment Form - Guidance Notes for Panel Members, Results of Interview form and Interview Assessment forms to record interview notes.

Posts graded HOS upwards must include, interview questions and a presentation and/or test.
	20. The Interview Process:


Interview panels should be representative of age, gender and ethnicity and must comprise a minimum of two people.


Line managers conducting interviews must have attended the Council’s Recruitment and Selection training.  It is the manager’s responsibility to ensure that he/she has received this training.  It should be noted that from time to time Human Resources will undertake an audit to ensure that managers conducting interviews have received this compulsory training.

The interview process must be agreed in advance and structured around a set of questions that focus on the requirements of the job as specified in the job role profile and person specification and the candidate’s ability to fulfil these. All candidates must be interviewed in the same way (unless reasonable adjustments need to be made) and asked the same questions.  Asking candidates different questions, other than for further clarification, could be discriminatory.  

The notes taken at interview indicate the grounds for appointment or rejection and represent important evidence that may be asked for in an Employment Tribunal.  These notes will also provide the basis for any feedback to unsuccessful candidates.  Notes therefore need to be full and clear and taken by each interviewer for each candidate. 

Interview notes are covered by the Data Protection Act 1998 and candidates have a right to access this information.  Care should be taken when recording information.    Individuals who present a valid written request must be given copies of the relevant data within 42 calendar days.
	21. Testing  - Skills, Ability, Aptitude and Personality:


The selection process most commonly involves an interview.  Additionally, other selection methods such as psychometric testing can be used by prior arrangement with the HR Business Administration and Recruitment Team.  All candidates applying for a post must complete the same selection process.

Psychometric tests can be systematically scored and administered and can be used to measure individual differences in personality, aptitude, or ability.  Any test used must be relevant to the essential criteria of the job, be free of bias, and be administered by a suitably trained person.  The Recruitment Centre is able to offer a wide range of skills, ability and personality tests including; Leadership, Excel, Verbal Reasoning and Customer Service.

Used appropriately, testing can provide additional objective information on a candidate and enable managers to make more informed selection decisions than an interview alone.  
Candidates must be advised prior to interview if there will be a test and of what type.  They will also have the opportunity to advise if they require any special adaptations or arrangements to undertake the test, and, where reasonable, the adjustment must be made.

	22. Outcome of Interview:


Only after all candidates have been interviewed and completed any testing requirements can a decision be reached.  On no account should any job offer be made during or at the end of an interview or test.

The evidence to justify why you are offering the job to one applicant instead of another must be clear and based on objective criteria, which in turn relate to the essential/desirable criteria on the Person Specification.

The manager has the option of calling successful candidates to advise them that an intention to offer the post will be made, or this can be done on their behalf by their Business Administrator at their request.  It must be made clear to candidates that at this stage any offer is subject to pre-employment clearances such as references. For further details, refer to the Offer of Employment section on page 10.

The manager must advise the Business Administrator which candidates have been successful and which unsuccessful on the Results of Interview Form and return all interview notes to the Business Administrator.  Human Resources will retain interview notes for one year for unsuccessful candidates and for the duration of employment for successful candidates.  

	23. Unsuccessful Candidates:


The Business Administrator will e-mail (for officer vacancies) or write (for former manual grade vacancies) to all unsuccessful candidates to inform them of the outcome following interview.  For candidates that request it the Business Administrator will provide interview feedback.  This feedback will be taken from the interview panel’s comments on the ‘Interview Assessment form’. 

Should candidates require further feedback the panel chair will be contacted to provide this to the candidate.  

	24. Offer of Employment:


The Business Administrator will send an “intention to offer” letter to successful candidates.  Any offer made will be subject to satisfactory pre-employment clearances, as listed below. 

The following clearances are required for all candidates:

· Reference/s   

· Meeting the requirements of the Asylum and Immigration Act

· Occupational Health Form
· Secondary Employment 

· Declaration of Unspent Criminal Offences

· Code of Conduct Declaration

· Continuous Service Declaration

The following clearances will also be required where the job entails working with children or vulnerable adults:

· Declaration of Spent/Unspent Criminal Offences

· Criminal Records Bureau (CRB) Disclosure

Other checks that may be required:

· Work Permits/Visas/Worker Registration  

· Social Worker Registration (GSCC)

· Occupational Therapist Registration (HPC)

· Professional Qualification (evidence thereof)

Please refer to the Pre-employment Screening policy for further information of checks undertaken prior to employment.  

If the successful candidate has a disability and an adjustment to the working environment, arrangements or equipment is required the manager should start the process for making the adjustment as soon as the candidate accepts the offer of employment.   Please refer to the Disability Policy.
The adjustments must be in place before the new employee starts work.  The employee may also require a personal emergency evacuation plan (please refer to the Corporate Health & Safety Team for further advice). 

	25. Sickness Absence:


When completing a reference, referees are asked to state how many days and occasions the applicant was absent due to sickness during the previous 12 months. 

If the applicant’s sickness absence exceeds 10 days, or there have been more than two occasions of sickness, the Recruiting Manager may request that the Business Administrator investigates this further.  

The Business Administrator will contact the candidate and advise that there are concerns about sickness absence and ask that they provide more information.  On the basis of this information the Business Administrator / Manager will use their discretion as to whether this is reasonable.
	26. Withdrawal of Offer of Appointment:


If for any reason it is considered appropriate to withdraw an offer of employment, the decision to do so must be taken in conjunction with the Recruitment and Business Administration Team Leader.  If a candidate withdraws their application, the Business Administrator must inform the Manager as soon as possible.  

	27. Confirmation of Offer of Employment:


Subject to satisfactory clearances being received, the Business Administrator will:

· Advise the Manager

· Contact the candidate 

· Agree a start date

· Issue a letter confirming the offer and information regarding first day arrangements 

· Issue the contract of employment

· In conjunction with the training a development team arrange the date that the new employee will undertake the corporate induction and equalities training

	28. Welcome Meeting:


The Business Administrator will meet the employee on their first day and undertake a welcome meeting to include:

· Collection from Reception

· Welcome Pack

· Fire evacuation procedures (Civic Centre only)

· An overview of the Council to include services and key personnel

· Completion of all starter forms and I.D. card

· Delivery to the respective department by 11am

Delivery to the respective department only applies if the employee is based within the Civic Centre.   For all other locations, the Manager must make arrangements to collect the new recruit.  

The line manager must then undertake a local induction with the new employee.  A local induction checklist is contained in the probationary information pack sent to managers.  The induction checklist is also available on the intranet. A Corporate Induction will then follow, as arranged by the Business Administrator at offer confirmation stage.

	29. Induction and Assessment Period:


All new employees joining the London Borough of Enfield and employees appointed to a new post, except for casual employees will be subject to a 21 week induction and assessment period.  For further information refer to the Principles of Managing Induction.
The Business Administrator is responsible for sending the Manager the appropriate Assessment paperwork.  The employee’s performance must be formally assessed and the outcome recorded in this report.   

	30. Recruitment Process for Assistant Director and Above:


The recruitment policy applies to all posts.  The process however differs for posts graded Assistant Director and above.

Posts graded Assistant Director and above will be by member panel appointments in accordance with the Council’s Constitution.  The following process has been agreed with CMB for such appointments.  

Assistant Director vacancies – will be managed jointly by the Recruitment Centre and Department Director.  

Director vacancies – will be managed jointly by the Recruitment Centre and Chief Executive.  

The recruitment of a Chief Executive would be in accordance with the Council Constitution and any relevant standing orders.

Pre-recruitment
HR Business Partners and HR Business Advisors evaluate jobs, in accordance with the Hay process.

Once evaluated, the recruiting Director should forward a copy of the Job Role Profile, Person Specification and an Authority to Recruit form to the HR Business Administration and Recruitment mailbox (recruitmentcentre@enfield.gov.uk) and the recruitment campaign will be allocated to one of the Business Administrators. 

The Business Administrator will contact the recruiting Director within 48 hours to arrange a Recruitment Briefing Meeting to discuss the role.

The Business Administrator will then complete a tender briefing document and forward to 3 Executive Search and Selection Agencies for a quotation.  Agencies are given 5 working days in which to respond and provide a completed tender.
The Business Administrator and Director then review the tenders to decide on the most appropriate proposal and the successful and unsuccessful agencies are notified by the Recruitment Consultant by e-mail or telephone.

The Business Administrator then organises a meeting with the recruiting Director and the successful Search and Selection Agency to discuss recruitment to the post in more detail.  At this stage decisions will be made concerning: -

· The recruitment timetable – the process is timetabled to take circa 14 weeks in total.

· The search and selection methods to be used.

The recruitment timetable is then sent to Democratic Services in order for them to arrange dates for the two member panels that the process involves; the shortlisting meeting and the final stage interview.  

 

Advertising and Candidate Search
Positions are advertised through the most appropriate method.  This can include e-recruitment, press or other appropriate publication and a candidate search conducted by the Search and Selection Agency.

A detailed information pack is produced by the agency in conjunction with the Director and Business Administrator, which provides information for candidates about the role.

Candidates apply for the post via the Search and Selection agency, which is managing the recruitment.  In line with all Council vacancies, candidates will be asked to detail how they meet the 8 maximum essential criteria of the post.  Application packs are created by the Search and Selection Agency.  

Longlist Stage
Following the advertisement closing date the Director, Business Administrator and Search and Selection Agency meet to review applications and decide on which applicants meet all the essential criteria of the role and therefore go through to the longlist stage.

Candidate Assessments
A range of selection methods can be used as part of the selection process.  These include psychometric testing, in-tray exercises and assessment centres.  The selection methods used will be the most appropriate for the post and decided by the Director, Business Administrator and Search and Selection agency.  

Candidate assessment may take place after the longlist stage or after the shortlist stage depending on which is most appropriate and cost effective for the particular role.

Member Panel Shortlist
The decision as to which candidates from the longlist should progress to the next stage is made by members at a shortlisting meeting arranged by Democratic Services.  The Chief Executive, Recruiting Director, Assistant Director Human Resources and Consultant from the Search and Selection Agency also attend the shortlisting meeting.

Member Panel Final Interview
Final Interviews are scheduled to take place 2 weeks after the shortlisting meeting.  This allows time for any required candidate assessments to be carried out and for candidates to prepare for interview. 

A member panel decides on interview questions to be asked and conduct the final interviews.  The Chief Executive, Recruiting Director, Assistant Director Human Resources and Consultant from the Search and Selection Agency also attend the final interview.

Outcome:
The Search and Selection Agency are responsible for informing candidates of the outcome and providing feedback.  The offer of employment process will be managed by the Business Administrator.  
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