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RECRUITMENT AND SELECTION POLICY
1. Introduction

[NGB Name] recognises that our ability to recruit the best quality employees has a direct bearing on the achievement of our strategic goals and vision and this policy outlines the key principles which the organisation will follow in relation to all recruitment and selection activity.  
2. Key Principles
[NGB Name] recognises our responsibility to provide job opportunities and recruitment processes that are:

· Fair, consistent and equitable.  

· Non-discriminatory; 

· Conforming with all statutory regulations and agreed best practice. 

All appointments to [NGB Name] will be made on merit.
Failure to adhere to this policy may leave [NGB Name] vulnerable to challenge and as such, all employees/volunteers involved in recruitment and selection should be aware of their responsibilities for its proper implementation.  To ensure that these policy aims are achieved, all appointing managers/volunteers will receive training in effective recruitment and selection. 

3. Recruitment and advertising

All posts must have an up-to-date job description and person specification.  The job description will describe duties, responsibilities and level of seniority associated with the post, while the person specification will describe the qualifications, knowledge, experience, skills and competencies required for effective performance of the job.  The vacancy should get authorisation from [insert name(s)/Board] before recruitment commences.
On some occasions it may be appropriate to advertise posts on an internal basis only.  This may be to encourage development opportunities and recognise and reward the skills of staff within the organisation.  This may also be required where there is the need to apply redeployment principles due to restructuring and where skills are available within the existing workforce. 

On other occasions it may be considered necessary to advertise a vacancy both internally and externally concurrently.  For example, this may be required in order to widen the pool of potential candidates or where the skills required are not considered to be reflected within the current workforce. Internal candidates will still be eligible to apply for these vacancies but will compete with external candidates.

The decision to advertise both internally and externally will be at the discretion of the Recruiting Manager/Board
The Recruiting Manager will collate an information package appropriate for the post. This package should include:

· job description and person specification 

· information on the department 

· information on [NGB Name]
· terms and conditions of employment including salary

It is important that this pack is carefully put together in order to present a professional image of [NGB Name], therefore out of date or poorly presented information is not suitable.

3.1. Social Media

Social media is increasingly playing a role in the recruitment process, and [NGB Name] recognises the possibilities of engaging with potential candidates through sites such as Twitter and LinkedIn.  All vacancies, except those that are advertised internally only, will be promoted via social media channels. For guidelines on appropriate use of social media channels please refer to the Social Media Policy within the [NGB Name] Handbook.*
4. Diversity

Our policies and procedures around recruitment and selection ensure that no job applicant receives unlawful less favourable treatment on the grounds of age, gender, colour, disability, ethnic minority, parental or marital status, nationality, religious belief, social status and sexual preference.
There may be occasions where it is appropriate to take positive action or introduce special measures to reach groups which are currently under-represented in any aspect of the work done by [NGB Name].  Positive action is not the same as positive discrimination, which can be regarded as preferential treatment of member of a minority group and is not permitted by law.

‘Blind’ shortlisting will take place for all vacancies, where applications are anonymised and all personal details are removed, before being seen by the shortlisting panel.  This helps ensure that processes for recruitment and selection will be free from discrimination and should not disadvantage any job applicant.

Job applications will include optional diversity and inclusiveness questions which will be used for equal opportunities monitoring purposes only.  As above, any information provided will be removed prior to any shortlisting or selection of candidates.
5. Selection

Shortlisting candidates for interview will consist of an assessment against the job description and person specification using their job application.  Shortlisting will be carried out by at least two people, one of which will be the Recruiting Manager for the post.  

The selection process should avoid bias wherever possible, therefore no person who has a close personal relationship with a candidate should shortlist or interview for the job. 
All interviews will be conducted by a panel of a minimum of two people, one being the Recruiting Manager.  The Recruiting Manager or chair of the interview panel will prepare a record of each interview, showing clearly the reason for appointment or non-appointment.  Notes will need to be clear, fair and justifiable as they may be open to challenge.

Interview questions should include a combination of technical (post specific) and competency-based (behavioural) questions, and should not be in any way discriminatory or unnecessarily intrusive.  
A practical assessment of skills and competencies should also be used across all posts in the organisation, to improve [NGB Name]’ ability to predict future performance and select the best candidate for the job.  Examples include: job-specific presentations; in-tray exercises; skills tests (i.e. on relevant software / ICT packages); group-exercises; supervised assessments; psychometric tests etc. 
6. Offer of Employment 

Feedback to unsuccessful candidates on their application and interview will only be provided on request to those short listed for interview.  Due to our practice of anonymised shortlisting we are unable to provide specific feedback to candidates who were unsuccessful at the shortlisting stage.
7. Documentation

Candidates will be required to [complete an application form / submit a CV].
Records for successful candidates will be added to their personnel file upon commencement of employment.  All other documentation relating to the vacancy, including records of individual assessments will be kept for a minimum period of x months.  As above, it is important that recruiting managers prepare a clear record of each interview, as they may be open to challenge.

The data equality and diversity data obtained through application processes will be used for statistical purposes only. Information gathered on individual candidates will be treated as strictly confidential, and processed only in accordance with the provisions of the Data Protection Act and the [NGB Name] Data Management Process. *
All appointments will be subject to the receipt of satisfactory references.  References will only be sought after an appointment offer has been accepted.  [References for staff that are leaving, or have left, the organisation, should be provided in writing only.  They must be factual and objective, as they may be open to challenge.]  
[NGB Name] works with the Disclosure and Barring Service (previously Criminal Records Bureau and Independent Safeguarding Authorities), to enable safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially that involving close and regular contact with children or vulnerable adults. Eligible posts will require a satisfactory Disclosure and Barring Service (DBS) check, and this will be made clear to applicants before any offer of employment is made. For further information, and full details of the procedure, please refer to the [NGB Name] DBS Policy.
8. Probationary Period

All appointments will be made subject to a probationary period of [six] calendar months.  After [three and six] months a review meeting will take place between the post holder and their line manager.  The probationary period can be extended by a further three months should the line manager consider this appropriate.

9. Customer service/continuous improvement
Applicants will be positively encouraged to provide feedback to [NGB Name] on their experience of the recruitment and selection process in order to improve the quality of these processes in line with continual improvement principles.

Employees that leave the organisation will be invited to attend an exit interview. The information provided is useful in identifying trends, learning and development and evaluating the effectiveness of policies and procedures.
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