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CLICK HERE FOR A SIMPLE OVERVIEW OF THE PROCESS  

CLICK HERE FOR FAQs ABOUT RECRUITMENT 
CLICK HERE FOR QUICK REFERENCE TO KEY ELEMENTS OF THE POLICY 
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Summary 
This policy helps managers to attract and retain high quality staff in a very competitive labour market to continue to deliver high quality services and makes sure that job applicants have a positive first impression of the Council. It enables managers to meet their responsibilities under employment legislation, and to comply with the Council’s Policy on Equality in Employment.

Why have a Recruitment Code of Practice 

· The Council aims to employ an adaptable workforce that can rapidly respond to change and which reflects the diverse community at large

· Our recruitment procedures are designed to promote employment opportunities within all sections of the community, encourage applications from all suitable candidates, and ensure the selection process is based on the ability of the applicant to perform the job advertised.  

· Job applicants will be shortlisted and appointed on the basis of the predetermined objective criteria, including the required skills and experience, competencies and professional standards for the position, which will be made available to all candidates.  

· Particular care will be taken to ensure that these criteria do not indirectly discriminate against any section of the community. 

· The Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Our recruitment procedures and practices will reflect this commitment

· Employees affected by organisational change who are declared vulnerable to redundancy will be considered for suitable vacant positions prior to positions advertised
· Managers involved in the recruitment and appointment of staff must ensure that appointments are made on the basis of merit. In order to avoid any possible accusation of bias, managers must not be involved in any appointment, or any other decisions relating to discipline, promotion or pay and conditions for any other employee, or prospective employee, to whom they are related, or with whom they have a close personal relationship outside work.

What to consider when a vacancy occurs 
· Make sure that any vacant position is authorised, fully funded and has a post number before deciding to recruit

· Ensure that there is an up to date job description and person specification for each position which includes the relevant competencies and professional standards for the position’s Broad Band or Grade Range 

· If there are significant changes to the role and responsibility submit the job for re-evaluation (Job Evaluation Policy) 
· Consider the design of the job & whether it could be undertaken as job-share, part-time or what reasonable adjustments could be made to accommodate any applicants with disabilities 

· Review the Talent Pool for any employees that may be potentially suitable for the post. 
· Consider whether you can employ a non EEA national 
What to consider if you are going to advertise a vacancy 

· All adverts must be advertised internally and posted on the WIRE. You may also want to advertise the post externally

· Make sure that all external adverts are placed through the council’s corporate contract for recruitment advertising

· Any external advertisement should run concurrently with the internal advertisement

· Consider E-recruitment as an alternative to external publications where this is cost-effective

· If there is a possibility that you may employ a non EEU subject, you will need to comply with the resident labour market test for all posts that are not on the shortage occupation list. (requires a vacancy to be advertised for a period of 4 weeks)  (click here for  Employment of non EEU subjects) 
How to advertise a vacancy 


Complete the Recruitment Authorisation Form (click here ):
· Specify where you want to advertise the vacancy eg. external publications, websites, job boards. 
· Specify the Job title and salary for the post (click here for Guide to advertising salary levels)

· Include your draft advert as you wish it to appear or request the advertising agency to write the copy for you to approve 
· Check the publication dates and estimated costs when supplied to you, and confirm your agreement to the advertising agency who will then send you a final draft for approval before placing the advert. 

Ensure that when you check the proof advert it 
· is brief and to the point

· accurately reflects the job description and person specification

· Includes all key relevant information eg CRB requirement, statement of WCC’s commitment to safeguarding children and vulnerable adults where appropriate, any additional benefits applicable to this group of staff etc

· is acceptable in terms of publication dates and costs
What must be included in the recruitment pack 


Look at the recruitment pack and consider what additional information you want to include. The minimum you need to provide is the up to date job description and person specification, but think about what other information you may want to include e.g.

· a structure chart for the service/team

· any additional information on the role

· a draft appointment timetable


If the post is subject to a CRB Disclosure, make sure the CRB information sheet is included in the Recruitment Pack as well as in the Advert

Make sure that you would be able to provide recruitment information in alternative formats if a disabled person wishes to apply for the position and requires information in an alternative format i.e. on tape or in Braille

What to consider when shortlisting candidates 

· Shortlist applicants against the job description, person specification, competencies and professional standards for the position

· Be consistent in assessing applicants against the criteria 

· Where any applicant has made a declaration about criminal convictions, ensure this is considered carefully and confidentially only where relevant to the post applied for, in line with the HR policy on the Recruitment of Ex-Offenders
· Invite all applicants who have declared that they have a disability and meet the minimum requirements of the person specification, competencies and professional standards to interview

· Make sure that the selection process is designed to assess the applicants against the job description, person specification, competencies and professional standards for the position
What to consider when interviewing 

· Make sure interviews are by a panel of at least 2 people

· If you are recruiting to a position working with vulnerable groups, you should ensure that at least one of your interview panel members has received appropriate training in safeguarding and safer recruitment practices.

· Make sure you cover the same areas with all candidates and that all candidates have the opportunity to demonstrate their experience, skills, competencies and professional standards against the job description and person specification.
· You must not ask candidates about their sickness absence records or medical history. If you do so you could expose yourself to potential claims of disability discrimination. The only exemptions are where the question is necessary for the purpose of:

· establishing whether or not the applicant will be able to undergo an assessment (a job interview or sitting a test, for example), or whether or not the Council will need to make any reasonable adjustments in connection with the assessment; 

· establishing whether or not the applicant will be able to carry out a function that is intrinsic to the work concerned; 

· monitoring diversity in the range of people applying to the employer for work; 

· taking positive action in relation to disabled people; or 

· where there is a requirement to have a particular disability for the work, establishing whether or not the applicant has that disability.
· If a candidate has a disability, only ask questions which are directly relevant to the ability of the candidate to carry out the role and responsibilities of the job 

You should seek the assistance of your HR Adviser before asking any questions related to sickness absence or medical history.  

· Make sure that you check the dates of all previous education, training 
and query any gaps in their employment history

· Where the duties of a position involve working with children or 
vulnerable adults, make sure you assess the suitability of the 
applicant for working with these groups during the interview.

· Although it is Council Policy not to request references prior to making a provisional offer of employment, if for any reasons references are taken up before an offer of employment is made, the reference request must exclude any questions about attendance, sickness absence or health, as this could lead to potential claims of disability discrimination where an applicant is not appointed.

· If you have received references for all candidates before the interview, explore any differences in dates, the nature of employment, reason for leaving etc between the application and the reference with the candidate

· Where the duties of a post involves working with children or 
vulnerable adults and a previous employment in this area is not 
included in the referees given by the applicant, ask the applicant for 
permission to approach this previous employer for references.

· Make sure that you ask all applicants whether they have declared 
any criminal record on the application form

· If any convictions etc are declared the Chair of the interview Panel 
should discuss this information confidentially with the applicant so 
that the panel can decide on the relevance of any offences taking into 
account the Council’s Policy on the Recruitment of Ex-Offenders
· Give candidates an opportunity to raise any questions or queries they 
may have about the job or working for Westminster
· Advise candidates what happens after the interview eg when the 
decision will be taken and how they will be notified

After the Interview: 

Selection of the successful candidate

· Assess which candidate demonstrated through the selection process that they best met the requirements of the job description and person specification

· The decision must reflect the views of all interview panel members

· When assessing disabled candidates consider how the disabled person would meet the job description and person specification when any reasonable adjustment required had been made

· Consider whether there is a suitable second choice candidate

· Document why applicants are offered/not offered an appointment 

· Check the original identification documents brought by the candidate against the requirements set out in the guidance given regarding   right to work in the UK and take photocopies as required.
· Check the original certificates of qualifications required and take photocopies as required.
· Never confirm the appointment or agree a start date until all required pre-employment clearances have been obtained, including satisfactory references, medical clearance and any other necessary paperwork (e.g. CRB checks, driving licence, work permit, production of qualification and registration certificates, evidence of right to work in the UK) 
Documentation

· Document the interview process and make sure that each panel 
member keeps notes of the interview process (see form/interview 
working sheet and interview summary sheet)
· Make sure that the employment monitoring slips are retained with the 
recruitment documentation for 12 months. This information is needed 
should you need to defend any claims of discrimination at an 
Employment Tribunal

· Return all papers relating to the recruitment exercise to HRD.
Offer of Appointment


Contact the successful candidate to offer the job subject to 

· 2 x Satisfactory references

· Medical clearance

· Verification of status to work in the UK (See Guide) if not provided at interview

Any other relevant documentation eg.

· Evidence of relevant qualifications if not provided at interview

· CRB form if required 
· Evidence of current statutory registration where required 
· Work permit/ Certificate of Sponsorship 

Advise the candidate that they should not resign from their current position until all of the above requirements have been met
Starting salary 


Starting salary offers can be made only in line with the Managers Guide “How to use Broad Bands”, on the lower steps of the target salary, at least one step below the maximum of the target salary wherever possible.  The maximum of the target salary cannot be exceeded except in exceptional cases where the Strategic Director has authorised starting salary within the premium zone.

Internal candidates

· Where an internal applicant is the successful candidate, salary for the appointment must be applied in line with the Managers Guide “How to use Broad Bands”, provided the appointment is for a permanent position.  If this is a temporary position – internal candidates should be appointed as an Internal Temporary Transfer ( click here ) 

Unsuccessful Candidates

· Once the successful candidate has accepted the provisional offer of appointment advise other candidates that they have not been successful

What happens in Induction 


Departmental/Section Induction

Meet with the new employee to go through your planned departmental/divisional induction programme (see guide/managers induction guidelines). Ensure all new employees are taken to collect their security pass 


Corporate Induction


Make sure your new employee has booked onto the Corporate 
Induction Day


What paperwork must be kept 

· Document all shortlisting decisions

· Document all interview decisions

· Keep all documents relating to the recruitment process for at least 12 months

FREQUENTLY ASKED QUESTIONS ABOUT RECRUITMENT 
Q1
How long does it take to recruit? 

A1
You should aim to complete the shortlist and interview process within a reasonable period after the closing date of the advert



Suggested timescales are: 

· Closing date for receipt of application – normally 3 weeks from the date the advert appears is given (unless Non EEU subject is likely to apply and be appointed in which case it is 4 weeks )  
· Shortlisting - within 2 weeks of closing date 

· Interviews - within 4 weeks of closing date

· References- If you decide to request references in advance of the interviews, ensure that you leave sufficient time to allow for all references to be returned by the interview date.

Q2
Can I use social networks to advertise a vacancy?

A2
Social networks are about creating ongoing dialogue, supported by an online profile and go beyond posting of job vacancies. Use of such networks should not be viewed as an alternate for more traditional 

recruitment methods 
Q3. 
Who can apply where a vacancy is advertised internally only 

A3 
 Internal adverts are open to WCC employees only. This includes staff on WCC short term contracts but not TAC/ Agency staff as they are not WCC employees 

Q4.
If I have a TAC and want to appoint them to a post, how can I do this? 

A4
A TAC can apply for any WCC vacancy that is advertised externally. So you will have to advertise the post on the external web-site- having first checked the Talent Pool register for any potentially suitable redundant employees. . Where you appoint a TAC to a WCC position, there may be a fee payable. Further information is available on the TAC page on the Wire. under FAQ section  

Q5
How do I prepare for interviews?
A5

Plan your interview timetable and the timetable for any additional selection methods eg presentation, written tests

Check all interview panel members availability 

Book an interview room and any equipment required

Give applicants reasonable notice of the interview date

Consider any reasonable request from disabled applicants to e.g. 

· provide for a sign language interpreter 

· make adjustments in terms of interview access, location, time and date

Arrange for someone to meet and greet the candidates and that there is a waiting area available 

Prepare key questions to enable you to assess candidates against the job description and person specification (see guide/sample interview questions guide)

Consider the roles of the panel members e.g. who will ask what questions

Q6
What can be included in a selection process 
A6
Consider what you may want to include in the selection process in addition to the interview e.g.

· presentation

· written test

· psychometric assessment

· Where the position entails working with children, young people or vulnerable adults, consider how you will assess the applicant’s suitability for working with vulnerable groups

 Q7.
How do I confirm the appointment?
A7
You should confirm the appointment and agree a start date with the successful candidate only when all of the above pre-employment clearances have been received  

· Under no circumstances should a start date be agreed before all clearances have been received and sent to HRD
· Where a CRB check is required, you should arrange for the applicant to complete the Disclosure form and validate their application at the earliest possible date after the provisional offer is made.

Q8.
How do I prepare for the employee’s start date?
A8
· Make sure adequate facilities are available for the employee to carry out their work (see guide/managers induction guidelines) eg

· workspace

· equipment

· If the new employee is disabled and requires reasonable adjustments to the workplace or equipment make sure these are in place

·  Where the post is subject to CRB clearance, and the applicant is likely to commence work prior to receipt of the Disclosure, you must make sure that a named person [who must also have passed a CRB check] is appointed, appropriately qualified and experienced, to supervise new members of staff until they have completed induction training and until the full CRB Disclosure has been completed satisfactorily. The named person, so far as is possible, must be on duty at the same time as the new member of staff. (Please note that there may be more than one named person.)

· Prepare an induction programme to help your new employee settle in and familiarise with the Council’ your department and your section. (Guide, Managers induction guidelines)
Q9
What happens after confirmation of appointment but before start date 

A9
In the letter confirming appointment, the employee will be given a link to the council’s interactive site which covers the following: 
· Welcome Message from the Chief Executive

· Overview of the Council’s services 

· Introduction to Local Government 

· Forms to be completed online and logistical details eg Bank details form, Next of Kin form,  Pension Choice Election , What to do with P45/46, How to book onto Corporate Induction 

Q10.
What forms / templates do I need 

A10: 


· Recruitment Authorisation Form 
· Shortlisting Form 

· Interview Summary Sheet 

· Confirmation of Successful candidate 

· New Starter Checklist for Managers 
Q11
What do I check to establish right to work in the UK 
A11
See flowchart below 
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How to use this document:





Press Ctrl + left click on the Hyperlink in order to follow link.


Press Ctrl + Home on the keyboard to come back to the front page.





� HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.04%20-%20Interview%20Working%20Sheet.doc" ��Interview candidates� and check, copy and sign original ID documents, right to work in the UK and certificates of qualifications if req, 








Complete � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.05%20-%20Interview%20Summary%20Sheet.doc" ��Interview summary sheet,� � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.07%20-%20Confirmation%20of%20Successful%20Candidate%20Details%20.doc" ��Confirmation of Successful Candidate Form� and send copies of all verified documentation to HR Direct








HRD issue � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Letters/Recruitment%20-%20Confirmation%20of%20appointment.doc" ��confirmation of start date and joining instructions� to employee 





For more details about Sponsorship requirements  see the Employment of Non European Economic Areas Subjects Policy 





Is the post a temporary appointment for an existing employee who will return to their substantive post at the end of the appointment?








Work Health Assessment clearance, references and Registration certificate, if required, received, and CRB Form completed if required? 








HRD issue � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Letters/Offer%20of%20appointment%20bands%201%20-%204.doc" ��offer of appointment letter to� the candidate, and � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.09%20-%20Confidential%20Work%20Health%20Assessment.doc" ��Work Health Assessment Form� plus CRB form if required.  








Appointment and start date cannot be confirmed until all clearances received








Does successful candidate require sponsorship to work in the UK?








No








Manager � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.10%20-%20New%20Starter%20Checklist%20for%20managers.doc" ��confirms start date with employee� 








HRD 


e-mail � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Giving%20and%20requesting%20References/Letters/Model%20Reference%20Request%20Letter%20via%20email.doc" ��reference requests� 








All offers subject to medical clearance and 2 references, plus registration and CRB Disclosure for some posts








Complete Sponsorship Form using information from Application form and passport. must include cost code, send to HRDirect





No








Yes








Where employment of a non EEU applicant is likely - Follow Resident Labour Market Test – advert placed for 4 weeks including Job Centre Plus. In all other cases, including shortage occupations, advertise for 3 weeks 











Approve advert final copy so post is advertised








Yes








Yes








No








Employee takes up post








New contract not required - See the � HYPERLINK "http://wire/i_wire/Human%20Resources/Pay%20and%20Benefits/Internal%20temporary%20Transfers/Policy/Internal%20Temporary%20Transfer%20Policy.doc" ��Internal Temporary Transfer Policy� and � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.08%20-%20Confirmation%20of%20Internal%20Temporary%20Transfer%20Form.doc" ��Form�








Start








HRD issue contract of employment to employee and requests start date if not already agreed.








Issue � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Letters/Recruitment%20-%20Call%20up%20to%20Interview.doc" ��invite to interview letter� – requesting original proof of identity and original qualification certificates to be brought to interview








All application forms received sent to recruiting manager with shortlist forms etc





Hard Copy Application forms received 








Shortlist applicants according to the person specification and send � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment.03%20-%20Model%20Shortlisting%20Form.doc" ��shortlist form� to HRD 








Online applications received – all applications confirm applicant eligibility to work in the UK








Complete � HYPERLINK "http://wire/i_wire/Human%20Resources/Recruitment/Recruitment%20Code%20of%20Practice/Forms/Recruitment%2001.Recruitment%20Authorisation%20Form%20(RAF)%20form.xls" ��RAF� and send to HRD








OVERVIEW OF RECRUITMENT PROCESS
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