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Recruitment and Selection
Section One: Policy and procedure overview
1. Policy Statement

2. Procedure overview
The recruitment process at the Council has seven separate stages which are:

Stage 1 - Need identified
Stage 2 - Approval to recruit obtained
Stage 3 - Vacancy publication
Stage 4 - Applicants short-listed
Stage 5 - Selection event (interviews/assessment centre/test/combination)
Stage 6 - Offer extended
Stage 7 - Process completion 

Recruitment within the Council must follow the format prescribed.  The procedures are based on best practice and the software solution used by the Council.  Any updates in Oracle may change these procedures slightly.  Any changes to employment legislation may obviously change these procedures also.

3. Scope of this policy
This policy applies to all non-schools vacancies which are classified as permanent, fixed term contract (FTC) or casual.  Secondments of under six months will not need to follow this formal recruitment policy.
Recruitment to schools is covered by separate process and procedures.

4. Links to other policies and key Council documents
· Code of Practice for Safer Recruitment

· 

 HYPERLINK "https://intranet.havering.gov.uk/index.aspx?articleid=11634" 

Equality and Diversity Policy

· 

 HYPERLINK "https://intranet.havering.gov.uk/CHttpHandler.ashx?id=26023&p=0" 

Code of Conduct



Section Two: Procedure 

1. Roles and responsibilities

The roles and responsibilities are split between the recruiting manager and various teams within the ISS.  The Supporting work flow documentation will outline who does what.

Recruiting Manager will:

· Attempt to recruit only after approval has been granted;

· Ensure the job description and person profile are up to date and all tasks/duties and attributes contained therein are applicable for the vacant position at the time of request for permission;

· Draft text for the advert of the role (even if only advertising internally);

· Highlight any specific requirements of the position to the ISS prior to advert i.e. need for a specific start date;

· Overall management of the selection process via iRec including short-listing, interview scheduling, co-ordinating interview panel, room bookings, making sure any reasonable adjustments required for candidates are made on the day of interview, provision of application for panel members, designing interview questions;

· Take comprehensive notes during the interview;
· Following interviews, inform unsuccessful interviewees;

· Inform the successful candidate of offer (NB the offer will be conditional if the applicant is external);

· Provide ISS with all information required following interview; including copies of the interview notes, suggested start dates etc.

· Confirm arrangements for candidate’s first day including setting up an e-mail address, desk, computer, phone, ID card, induction programme;

· Provide, if requested by applicants, feedback on interviews.

ISS/HR will:

· Provide advice and guidance on the recruitment and selection process;

· Evaluate/re-evaluate re-written or new job descriptions;

· Check if any reasonable adjustments are required for candidates;

· Place the job advert;

· Following short-listing by the recruiting manager, inform unsuccessful applicants;

· Participate in interviews only where an immediate out-of-the ordinary need exists;

· Provide assistance with interview question design and associated templates;

· Arrange for all pre-employment checks (references, medicals, CRBs etc.);

· Where necessary co-ordinate all paperwork associated with applications for permissions to work in the UK;

· Keep a record of all interview notes once returned by recruiting manager;

2. Stage 1 - Need identified
Before requesting to fill a post, the requirement should be properly defined.  A recruiting manager should consider if it is essential to fill the post and if it is essential to fill the post at the existing level and essential on a permanent basis.  Once this has been determined the recruiting manager will need to ensure that they have arranged:

a) Job description – Before recruiting to either a new or existing position an up to date and accurate job description (JD) must exist.  The content of the JD should be directly related to the purpose, tasks performed by and out-puts expected of the position.  Consideration must be given to whether or not the post requires the post holder to have a CRB or if the post is politically restricted.  Guidance on CRBs and political restriction can be obtained from the ISS.

It is the responsibility of the recruiting manager to write the JD.  
It is the responsibility of the ISS to evaluate any new or changed JDs.  
b) Person profile – This is a document separate yet equally important to the JD.  The person profile (PP) states the essential and desirable criteria for selection.  The PP should be based on competencies identified as necessary for the performance of the job.  The PP should be used to inform the criteria you use to short-list applicants.  
It is the responsibility of the line manager to write the PP.  

Should the post not exist within the recruiting manager’s establishment and a post needs to be built, this must be done BEFORE starting this the recruitment process. 

3. Stage 2 - Approval to recruit obtained

Once a JD and PP are established the recruiting manager must seek approval to recruit to the post on a permanent basis. 

The approvals chain for roles is defined as follows:
a) All posts require the Head of Service and Group Director approval.
b) To CREATE a new post the approval of Head of Service, Director and Lead Member are required.

Approvals are valid for six months from the date of sign-off.  Exceptions to this six-month validation will be made when a recruitment process started but not completed within the six month period.  It is the responsibility of the recruiting manager to ensure that approvals are used in a timely manner.  It is the responsibility of the ISS to check that approvals are in date.
For secondments of less than six months, approvals need not be sought and adherence to this policy need not follow all steps.  

4. Stage 3 - Vacancy publication
All vacancies will be advertised on the Council’s internal vacancy list (published exclusively on the intranet).  Vacancies will not always be advertised on an ‘internal only’ basis before they are advertised externally. 

All applications, internal and external, will be made using the Council’s on-line recruitment tool.  Exceptions to this rule will be made for individuals with visual impairments and or those with learning disabilities; in such instances paper or specialised application forms will be accepted.
It is the responsibility of the recruiting manager to draft wording for the advert.  

Should the decision be taken to advertise externally using any media other than the Council’s external web site, any and all costs incurred must be paid for in full by the recruiting service area.  The Council is part of the London Boroughs Recruitment Partnership (LBRP) and uses a set contract provided for all LBRP members for recruitment advertising.  Any and all media booking must be done via this contract.  No bookings are permitted to be made directly with any other media.  
Vacancies published should remain open for a minimum of one week (5 working days), however, it is best practice to allow two weeks (10 working days) with at least one weekend included in the period.  If a vacancy has been advertised in a printed publication, special attention should be made to ensure the vacancy is open to applicants for the entire duration the publication is in-date.   

Should a vacancy need to be re-advertised (either because suitable applicants could not be found, or because the suitable applicant did not take up the post, or resigned very quickly after taking up the post) the recruiting manager is allowed to go back to the short list of candidates to see if there is another suitable applicant who is still interested.  Should the decision be taken to release the vacancy for applications; the Council reserves the right to indicate that previous applicants to this specific post need not apply.  These rules should only apply within a six-month window of the original appointment.
5. Stage 4 - Applicants short-listed
Once a vacancy has closed, it is the responsibility of the recruiting manager and one member of the panel to short-list applications made using the pre-established criteria in the person profile.  A record of the outcome of the short-listing must be kept and returned to ISS.  Short-listing should be completed immediately after the vacancy closes. 

Short-listing must be done by considering essential criteria and should be completed by at least two of the intended interview panel.  Candidates who meet the essential criteria should be short-listed.  Should there be an un-manageable number of candidates who meet the essential-only criteria; the desirable criteria may be applied to get the number down to a manageable number.  NB the Council participate in the ‘Two Tick’ scheme and in the case of an applicant who has disclosed that they have a disability they need only meet the essential criteria in order to be selected for interview.
It is the responsibility of the recruiting manager to arrange and invite all successful applicants 

6. Stage 5 - Selection event (interviews/assessment centre/test/combination)
Most roles recruited to in the Council will have one selection event; the interview, however, it is perfectly acceptable to determine before recruitment begins to have a combination of selection events which may comprise of an assessment centre, psychometric tests, presentation or several stages of interview. 

Interview panels should be comprised of the line manager and one or two of the line manager’s peers.  It is important to note that the selection panel should not contain peers (those at the same grade) of the post which is being interviewed for.  The diversity of the appropriate panel members should be considered but will not be prescribed.

Questions to be asked at interview should always be prepared beforehand and should not be released to the candidates.  The scoring matrix for each question should be determined before the interview takes place.  
All members of the interview panel must take notes for every question which is asked to the interviewee.  Notes and scores for each candidate should be tallied before interviewing the next candidate.  After the final interview in the series the whole interview panel should, wherever possible, be part of the ‘wash up’ in which all candidates are compared and a conclusion reached.  At the end of the wash-up all notes should be left with the hiring manager to return in a pack to HR/ISS.  
4. Stage 6 - Offer extended

Once a candidate has been chosen, the hiring manager should call the candidate and make a verbal offer conditional upon satisfactory results from a medical, references and or a CRB (where necessary).  Recruiting managers should be careful to tell candidates offered that they should not resign from their current role as until sufficient checks have been carried out the offer remains conditional.
Normally, the appointment will be made at the minimum salary; however, discretion to appoint to a higher spinal point may be given in exceptional circumstances.
Where an internal candidate (within this authority) accepts a post which carries a higher maximum salary than the candidate’s previous grade, then she/he should be paid a salary in accordance with the new grade which is at least one spinal point in excess of their previous grade.

The recruiting manager should then inform the ISS team who will then complete the offer process.  
Stage 7 - Process completion
Once the recruiting manager has informed the ISS of the successful candidate, the ISS will issue the paperwork and conduct the pre-employment checks.  Standard pre-employment checks consist of:

· Medical clearance.  A medical questionnaire must be completed by successful candidates.  Internal candidates who have previously been medically cleared will not be subject to further clearance, except in the cases listed below:

· Sewer operatives and drivers – must undergo a full physical medical examination prior to appointment

· Food handlers, kitchen employees, care assistants and domestics – must be subject to “swab tests”

· Employees in contact with children – are required to have a chest x-ray prior to appointment unless they have been x-rayed within the last three years or at some stage undergone a BCG test

· Disclosure of criminal background of employees in posts requiring CRBs.  The Council will follow the most up to date legislation and guidance provided by government where pertaining to CRB checks for individuals working with children or vulnerable adults.  This will apply for permanent employees as well as to volunteers.
· Politically restricted posts.  Under Section 1 of the Local Government and Housing Act 1989 certain employees of local authorities are disqualified from becoming, or remaining, a member of any authority to which the provisions apply (e.g. County councils, District Councils, Members of the House of Commons and of the European Parliament).  
Once the pre-employment checks are complete, the ISS will inform the recruiting manager who will discuss a start date with the candidate and then inform the ISS.

For internal candidates who are changing roles or departments, the contractual period of notice applies unless both line managers agree to an earlier start date in the new post.

The recruiting manager will be responsible for the local induction and ensuring the new starter has a desk, phone, PC, log-in etc.  
Section Three: Supporting Documents
All documents supporting this policy are being developed.
Section Four:  More information

For more information please contact the Human Resource Service via Internal Shared Services on 01708 43 33 33.
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 The process of recruitment and selection must be fair, systematic, efficient and effective and must ensure equality of opportunity.  Appointments must be made in accordance with all relevant statutory obligations, codes of practice, and the processes and procedures contained within this document.





No applicant or employee will receive less favourable treatment because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation or caring responsibilities or be disadvantaged by conditions or requirements which can not be justified.
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