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1. Recruitment and Selection within a Safeguarding and Child Protection Context 

“Wandsworth is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all its staff and volunteers to share this commitment.”

To that end, this document is designed for the guidance of managers and explains Council policy, practice and procedure on the recruitment and selection of all Council staff It has been devised to assist supervisors and managers to use good practice in selecting the best candidate for the job and to ensure equality of opportunity for all applicants whilst ensuring that we deter and reject those who may be unsuitable to work with our clients. 

2. Recruitment and Selection Objectives

The objective is to develop and operate a recruitment and selection process, which will obtain the number and quality of employees needed, cost-effectively and safely, and thereby, have a demonstrable impact on organisational success in a challenging environment.  

Training of Interviewers

All officers who undertake selection interviewing in the Council are required to have undergone appropriate training to gain the underpinning knowledge required to recruit and select candidates and to understand the framework for best practice, including the need to ensure safeguarding and protection of children, young people and vulnerable adults. Typically, this takes the form of either a: -

a) 2-2 ½ day selection interviewing course; or 

b) Half-day refresher on selection practice for 

(i) all officers, including personnel staff, who are new to the Council and have already undergone interview training with a previous employer; or

(ii) any existing members of staff who have attended a course at Wandsworth and seek, at any time, to undertake refresher training; or

(iii) any officers “…who have not undertaken training in selection interviewing/selection practice in the last five years…” * Note: this provision was approved by the Directors’ Board on 20th August 2004. As such departmental personnel officers (DPO’s) are monitoring and coordinating the management of this requirement.

NB: * for existing personnel staff it is considered that the most appropriate form of refresher training will be attendance at periodic Recruitment Workshops. These focus on changes to policy, practice and procedure to provide attendees with “Continuous Professional Development”.

3. Why have Guidelines?

The recruitment of staff is one of the largest financial investments the Council makes and decisions about this investment must be made in as thorough and professional way as any other decision involving expenditure.

There is  a need for managers to comply with new and existing employment legislation, importantly, this includes Section 11 safeguarding arrangements (Child Protection Act 2004)  and  with Council recruitment policy, practice and procedure.

It is therefore vital that managers know what they are doing and why.  The purpose of these guidelines is to present and explain all the steps in the recruitment and selection process in a systematic way which will:

a) define the stages of the procedure so as to enable staff involved in the process to work methodically towards their objectives;

b) maintain standardised practice and procedures throughout all departments to ensure that they comply with the Council’s policies and codes of practice on  recruitment,  selection, equal opportunities, child protection  and “safeguarding” in employment; 

c) ensure consistency of approach and thereby

d) ensure that the process is safe for us as an organisation and safe for our  children, young people and other vulnerable adults.

4. Codes of Practice
These guidelines are designed to supplement the following codes of practice, policy statements and procedural guidelines. It is expected that all members of staff involved in the recruitment and selection processes are fully conversant with them.  They are as follows:-

a) Recruitment and Selection – Appendix 1 {to be updated with ref to Safeguard}

b) Employment of People with Disabilities 2002 -  Appendix 2 
c) Employment References - A guide to good practice - Appendix 3 [as (a) above
d) Equal Opportunities in Employment - policy statement  - Appendix 4   

e) Recruitment, Selection and Induction Checklists.  Appendix 5 
f) Agency Staff Induction Checklist – Appendix 23
g) Data Protection Act 1998 - http://intranet/intranet/managers/pdf/Employmentrecordsandaccess.pdf  

h) Asylum and Immigration Act 1996 - Appendix 10
Familiarity and use of these provisions will enable those concerned to adopt the principles of systematic selection and ensure:-

· reliability

· validity 

· equality

· confidentiality and

· safety

in the process, also enabling them to measure and justify selection decisions to all the parties involved.

5. The Stages of Systematic Recruitment and Selection: At a Glance

(This is only to give you an overview of the process.)  Please refer to the appropriate section of these guidelines and the Recruitment and Selection checklists (Appendix 5) for more details.  Also please note that there are very slight variations in departmental practice.

Before Advertising


	Resignation Received and Clearance for advert sought

{P5. S 6-8}
	Print a set of Recruitment, Selection and Induction checklists

{P5/S10,Appx 5}
	Review Job Description (JD)

{P6,S11}
	Draw up and agree the requirements for the Person Specification.

{P6,S12}
	Plan timetable, agree dates for recruitment process including any

training necessary for  panel members. 


Advertising


	Agree on  Advert Copy & Choice of Media {S15)

{Appx 18}
	Copy of JD, Person Spec. and Advert to Departmental Personnel Section
	Processed by the Central Personnel Service (after checking the redeployee situation with Employee Relations)
	Advertise

{P12,S 13 - 16}


Assessing Applicants


	Shortlist

{P18}
	Plan Interviews, May include tests, if appropriate.  
	Interview

{P19 - 23}
	 The Decision & Expression(s) of Interest letter

{P23,S19, Appx 12}


Finalising the appointment


	Take-Up  health history, quals CRB, rehab & and other Checks as appropriate.

(*A+I, DDA etc.) 

{P24, S20}
	References: as part of the safeguarding process you must verify the identity of your referees. At least 2 references to be taken up in writing and, for some posts,  before interview. { {P24,Appx 3}
	Confirm Appointment & start date (only after all checks have been received and are satisfactory –including proof to satisfy *A&I Act.)

{P27}
	Store all Papers for Record Keeping for 9 months. (ensuring they have been fully completed).

{P28,S22 &23}


* Asylum and Immigration Act 1996.

Feedback, if requested, at the appropriate stage to unsuccessful applicants, both internal and external. 
6. Before Advertising

Resignation received.

7. Exit Interviews/Questionnaires

Employees leave organisations for a variety of reasons.  Some of these may be completely unconnected with work.  However, where the reasons are 'work related', it is likely to be helpful to be aware of these before recruitment begins.  This is because it may be possible to use the information received to alter the content or context of the job.  Exit interviews are conducted, or questionnaires used, in all departments.  The details of the arrangements may vary for jobs at grades below PO5.  However for leavers at this grade and above, the Council has a standard questionnaire.  All leavers at these levels must be invited to complete one. See the Exit Interview Form - Guidelines (Appendix 6).  Departmental personnel sections should be contacted for advice about the arrangements operating in particular departments. 

8. Clearance
Managers will need to obtain departmental “clearance” to fill a post when a vacancy occurs.  Departmental personnel sections will provide advice about the current arrangements for doing so.

For some posts a relocation package scheme may be available.  (Refer here for further details http://intranet/intranet/managers/pdf/perbrochure.pdf). 

9. More generally
Notification of an employee’s intention to leave will give the manager the opportunity to -

(a) review the job/job description:  are the job requirements and needs still the same?;

(b) review the person specification: are the same skills, knowledge or abilities required?;

(c) consider any alternative work arrangements: e.g. flexible working, job-sharing.

10. Using the Council's Recruitment Selection and Induction Checklists

As agreed by the Directors’ Board (July 2006) all recruitment exercises must be undertaken using the recruitment, selection and induction checklists.  (Appendix 5) 

Please note that it is now an Audit requirement “…that departments should not be allowed to adapt Corporate … forms in any way, shape or form.  Best practice for controlling additions is for departments to have a supplemental list…”

The checklists have been prepared to make it easier for departmental recruiters.  Their use helps to make sure that all the Council's requirements (policy, practice and procedure) are followed and at the right time in the process.  A new checklist must be started at the beginning of every recruitment exercise.  Line managers and departmental personnel officers should agree between themselves who will be responsible for completing the various parts of the checklists. 

Agency Staff: With effect from January 2007 there is, additionally, an induction checklist for staff recruited via an Employment Agency. (Appendix 23).  

11. Review the job description

The job description is a list of all the duties and responsibilities relevant to the post to be advertised.  There is an existing job description for every permanent post within the Council.  Prior to advertising, the line manager should check the job description, reviewing and updating as necessary to enable an accurate person specification to be compiled.  If potentially major changes are proposed, the manager must consult the departmental personnel officer at an early stage because it may be necessary to submit the revised job description for job evaluation review.  And, in all cases, a copy of the revised job description must be sent to the departmental personnel section.


It should be noted that no reference to the individual post holder’s race, gender, disability or age should be included in job descriptions.  Indeed, there should normally be no occasions when this should arise.  This is because the job description is written as a factual summary of the duties and responsibilities required.  It is intended to be an entirely “impersonal” document both in its content and the style in which it is written.  It is also intended to be a statement that does not reflect individual skills, knowledge, behaviours, performance standards or length of experience.  Instead it must reflect the general requirements that are required of a post holder (to undertake the job satisfactorily). 

If, exceptionally, a need is identified for such a reference to be included then this must in every case be discussed with the Central Personnel Service at a formative stage.  Such examples could include a job where a genuine occupational qualification (or requirement) i.e. a “GOQ” or a “GOR” for a post holder of, for example, a particular race, gender or age had been proposed.  However, such cases would then have to be fully checked against the provisions of the relevant legislation by the Central Personnel Service whose express agreement must be given for a GOQ/GOR.” 


Safeguarding: It was agreed by the Wandsworth Safeguarding Children Board on the 30th November 2006 that the following standard wording should be added to all job descriptions – 

“To be fully aware and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role with the organisation.

To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.”

This is still in draft pending decision by Directors Board regarding inclusion of “vulnerable adults”.

12. The Person Specification

Definition

A person specification is a list of criteria that will enable recruiters (i.e. the interview panel) to assess the suitability of applicants to be: (a) short-listed for a particular job; and (b) appointed.

Purpose of the Person Specification

The preparation of a person specification is one of the key first steps in the recruitment and selection process. It is, therefore, essential to have in mind the attributes and experience that would be required to undertake the job.

The criteria should be justifiable and measurable: the evidence for assessment coming from the application form, tests, references and/or the interview process (copy of Person Specification Record sheet Appendix 17).  They should not be unnecessarily demanding or restrictive as this may intentionally or unintentionally discriminate in relation to Race, Gender, Disability or Age.  Note that not all selection criteria can be assessed at the interview.  Managers should, therefore, think in advance about the criteria they will need to address and the source(s) of interview evidence e.g. application form, tests, interview, and references.  To assist the interview panel with the process, the source should be indicated on the pro-forma.

When is the Person Specification drawn-up?

As indicated above, it is drawn up immediately before writing the advertisement - as soon as a vacancy is cleared for recruitment.  This is because the essential criteria have to be reflected in the advertisement. The person specification must be submitted with the advertisement for all posts or the advertisement cannot be processed. 

Who draws up the Person Specification?

Preferably, all those who are to make up the interview panel should provide their own input.  However, where this is not possible, the manager of the vacant post draws it up, consulting with the other members of the selection-interviewing panel and departmental personnel section as appropriate.  This is because, from the outset, there must be clarity and consistency among those concerned on the panel about what is required.  It may also be helpful to talk to the previous post-holder or other people doing similar work to ensure that the manager's view of what is essential is the same as those actually performing the job.  Focus on what the job is to accomplish, recognising that consideration may need to be given to making changes to the requirements to reflect changing circumstances or the perceptions of others.

To help managers with this process, particularly in relation to:

(1)    Disability, the following questions should be asked: -

(a) Is the task essential to the job?

(b) If not, can it be assigned to another employee or job function?

(c) Can the way in which the task is performed be changed?

(d) Is there equipment or a technical device that would help performance?

(e) Is it essential that the task is performed at/by a certain time?

(f) Is it full-time?  Could it be re-packaged? And

(2) Age 


Normally, there must be no direct mention of age.  Neither must any indirect reference be included e.g. ”young”, “mature”, “energetic”. In addition, person specs should not include requirements for ‘x’ years experience.  Instead, the spec should aim to be clear about the specific nature of the expertise being sought, the level and the standard of achievement.  This could, for example, take the form of a requirement for: “proven success in managing budgets of over £250,000” or “proven success or managing three multi-disciplinary teams to deliver services which are on-cost, on-time and to the agreed standard.”

If any specific circumstances are thought to warrant reference to age e.g. because the job is the subject of an age related genuine occupational requirement (GOR), this must be discussed with the Central Personnel Service at the time that the person specification is being drafted, and their agreement given. 

(3) Safeguarding:

In addition to the ability to perform the duties of the post, the person specification should also assess suitability with regard to safeguarding and promoting the welfare of children, young people and vulnerable adults.  For example-

· motivation to work with service users

· ability to form and maintain appropriate relationships and personal boundaries

· emotional resilience in working with challenging behaviours and situations and

· attitude to authority and control.

These are, of course, generalised requirements. As in the case of other criteria, they must be appropriately “tailored” to specific job requirements. 

The person specification should be clearly legible and word-processed.  Just like the job description, it is good practice to keep a copy on the file to ensure continuity should the post become vacant.  The existing version can then be used as the basis for the new recruitment exercise.
Guidance notes for preparing a Person Specification
It is not necessary to fill in all the categories on the person specification.  However, in deciding the categories that are to be included, ensure that the following tests are applied: -

(a) Is there clarity, i.e. is the requirement clearly expressed? (avoiding vagueness and generalised drafting)

(b) Is the requirement genuinely necessary, i.e. at a second glance is the drafter able to draw up the same criteria?

(c) Consider carefully the need for a particular requirement against any potential discriminatory effect.

(d) Distinguish between need and convenience.

It should always be the aim to express requirements as objectively as possible.  In addition, wherever possible, the factors must be quantifiable.

The criteria on the person specification are split into: -

1. Essential Criteria –

Requirements that are essential to carrying out the duties of the post.

2. Desirable Criteria –

Requirements that would be advantageous in bringing something extra to the job but not essential.

The essential criteria should be the initial basis for short listing.  Desirable criteria should only be brought in where there would otherwise be an unrealistically high number of interviewees.

The person specification is broken down into the following five categories, which are as follows: -

I. Qualifications, Experience and Knowledge

A particular qualification should only be specified as essential where it is judged to be critical to job performance.  Experience and knowledge alternatives should be considered whenever possible.  On some occasions, relevant experience or knowledge may be considered to be of equal value to educational qualifications.  Care should be taken when itemising knowledge that is relevant to the job to avoid doubling up on the requirements e.g. when other relevant knowledge can be substituted for formal educational requirements or a professional qualification.  When considering what experience is required for the job, think of what is the minimum experience required by the post-holder to undertake this job effectively.  It should also be borne in mind that it is the quality of the experience that is important not the quantity expressed in terms of time.  Qualifications, experience and knowledge should not be looked at in isolation but in relation to each other.

Examples of Experience

· of creating and maintaining effective working relationships – with whom and about what
· of assisting the public face to face/telephone – indicate whether simple or complex

· of organising events/office systems/outside activities

· of preparing letters/memos/statistics etc. – indicate whether the content will be simple (e.g. straightforward acknowledgements), or complex (dealing with sensitive issues, complaints etc.).

· of storing, retrieving and supplying information e.g. expertise in using particular software

· of maintaining data in a computer system.

As indicated above, it will be necessary to specify what specific tasks will be required, and the level of work.  The precise details will be dependent on the nature of the job and its level.

II. Skills and Abilities

This category includes the criteria that examine the practical skills and/or abilities necessary to perform given tasks.  There is an overlap between skills and abilities.  Ability is having the potential to acquire and develop skills necessary for carrying out a job.   Skills can be defined as acquired expertise that enables a task to be performed efficiently.

Examples of the general categories include:

Ability to

· motivate staff.

· write clear/concise reports.

· give verbal presentations.

· obtain and organise information.

· plan and organise own workload.

· contribute to the effectiveness of workflow.

· supervise staff.

· input data into computer system.

Words such as “communication” or “organisational” or “numeracy” skills should not be used on their own as they are vague/ambiguous.  Specify what the person is required to be able to do and at what level.  In terms of numeracy define what is required e.g. able to calculate percentages.

III. Understanding of the Council’s Equalities Policies (particularly Race, Gender and Disability).  Issues relevant to the job must be covered.

This category should consider issues relevant to the job and examine the candidate’s understanding of:-

(a) the multi-racial community in Wandsworth, the implications for the Council’s service delivery in general and the particular job applied for; and

(b) the operation of the Equal Opportunities in Employment Policy including race, gender and disability.

This is an essential requirement.  Therefore, candidates should have an understanding of the need for equality/diversity (in general) and specific policies (e.g. on race) in an inner city borough such as Wandsworth.

Examples

· The requirement to prepare proposals for testing the use of service by under-represented groups.  This will be of particular relevance where the service concerned is the subject of an Adverse Impact Assessment (AIA).  This is an exercise undertaken in connection with the Council's Race Equality Scheme (RES).

· Any ideas on how to encourage the various groups in the borough to take advantage of the Council’s services (of the sort provided by the department where the post is based)?

· The ability to apply the policy in relation to the job applied for?

· Ability to deal effectively with the different groups in the borough face-to-face etc.

· Awareness of the general problems faced by under-represented groups in the borough.

· For any managerial posts:  able to promote career development for under-represented groups e.g. racial minorities, women, and disabled people.  How would candidates deal with a complaint of harassment?

IV. Other Requirements
This category should only include any special conditions that may apply to a person employed in the job.  Utmost care must be taken with any special condition in order not to contravene the Disability Discrimination Act.

Examples

· The requirement to wear uniform.

· Must be able to drive/must be car owner.

· Able to work overtime/shifts.

· The requirement to do any special tasks (determined by the job).

Criteria such as “sociable”, “extrovert”, and “good sense of humour” should not be used.  This is because they are vague, open to very varying interpretation and cannot be easily measured objectively.

V. Physical Makeup
This category should include cover any specific requirements for the job i.e. the need to climb up and down ladders regularly or to lift and carry.  However, care needs to be taken when specifying requirements and interpreting applicants' responses to ensure compliance with the Disability Discrimination Act.  For example, only where it is a prime requirement of a job to be totally mobile, or have perfect sight or hearing (for example where health and safety could be at risk) should this be mentioned.  It should also be remembered that with the help of aids and adaptations people who have a disability can overcome physical problems, (or, indeed, other types of disability), and carry out work that in the past may have been assumed to be the preserve of those without such disabilities.

If managers are in any doubt on the appropriateness of including requirements in this category they must always consult their departmental personnel officer.

VI. Interpreting and using the Desirable Criteria

First and foremost, each candidate should meet all the essential criteria and only then should any comparison against the desirable criteria be made.  Those points listed under the desirable category are requirements that would be advantageous to the job and therefore they should not be used for short-listing purposes in place of any essential criteria e.g. when there are two candidates and one meets more of the essential criteria than the other or if the second candidate has more criteria listed under desirable than the first, these should not be used to override the comparison of essential criteria.  Please also refer to the advice under the section of these guidelines dealing with "Shortlisting" in respect of disabled applicants who meet the essential criteria.

13. Advertising
Recruitment advertising is an integral part of the whole recruitment and selection process.  Depending on the media used, it can be expensive and increasingly competitive.  Because of this it is important that sufficient consideration is given to the content of the advertisement and choice of media in which it is to appear. The content of the advertisement needs to be well thought out and constructed so as to attract the people with the skills, abilities and knowledge that are needed.  At the same time it should not be general or vague, resulting in applications from people who do not match the person specification.  

The Central Personnel Service can, subject to demand, arrange courses on “Effective Recruitment Advertising” in association with the Council’s recruitment advertising agency. These include advice on media choice and “copy writing,” For detailed Copywriting Advice and Guidance refer to Appendix 18. For specific campaigns or ‘difficult to fill posts’, the Agency can be called in to take a 'brief' to discuss the recruitment requirements in greater depth. 

Age Discrimination:  It is a longstanding Council practice that there should not, normally, be reference to age in job advertisements.  This is now expressly forbidden except in circumstances where there has been prior discussion with the Central Personnel Service at the time that the recruitment advertisement is being drafted, and their agreement has been given.  Neither should there be any indirect reference to age or words that might imply preference for applicants of a certain age.  For example the use of such terms as “young”, “mature” or “energetic” must be avoided.  Requirements that stipulate “x” years’ experience should, also not be included in advertisements (more explanation of this is given in the section below on person specifications). If managers are in any doubt about whether a word or phrase could be interpreted as being a reference to age, they should check this with their departmental personnel officer.

Safeguarding: Work is in progress to develop a safeguarding logo to appear on all recruitment adverts and publicity materials. The following statement also appears on the Council’s JVL .  “This Authority is committed to safeguarding and promoting the welfare of children and young people and expects all its staff and volunteers to share this commitment. Some posts are subject to a satisfactory Criminal Records Bureau check.” {May be reviewed in light of future Safeguarding Board decisions which are pending regarding the logo/statement}

14. Encouraging under represented groups to apply for jobs. (Encouragement wording)

It is lawful under Section 38(i)(b) of the Race Relations Act 1976 and Section 48(i)(b) of the Sex Discrimination Act 1975 to publish an advertisement, which encourages people of a particular racial group or sex to apply for a job.  This is provided that the proportion of that racial group or sex undertaking that job in that particular staff/group/section/establishment is small compared with the proportion in the population of the area from which you normally recruit.

Wording such as “we particularly welcome applicants for the above post from African, Asian and Caribbean communities  (or women/ men) as they are under-represented in our current staff team” should be used.  If only one particular racial minority group is under-represented in the staff group, then the relevant racial group should be specified.  However, there can be no discrimination in their favour at the short listing or appointment stage.  The selection must be done solely on job related criteria.

N.B.  Since January 2003, under the Council's Corporate Business Plan, all posts advertised at PO5 and above must include "encouragement wording" in respect of both race and gender.  

Genuine Occupational Qualification (GOQ)


Genuine Occupational Qualification is the term used for appointments made under Section 5(2)(d) of the Race Relations Act 1976 and Section 7(2)(e) of the Sex Discrimination Act 1975.  This in effect means that, in certain circumstances, being of a particular racial group (or sex) is allowed in jobs where the post is concerned with the provision of personal services to an individual or a particular racial group (or sex).  The services must promote their welfare and can be most effectively provided by a person of the same racial group (or sex) - even if not all the duties of the job fall within their category.

It is vital that you understand that these sections of the Acts are concerned with the provision of effective personal services to service users - not with equality of opportunity in employment.

N.B. Once a post is designated as meeting the requirements of either 5(2)(d) or 7(2)(e), it cannot be changed unless the duties of the post and/or nature of service users has changed substantially All GOQ posts  should be re-examined when  they  fall vacant to see whether the GOQ still applies.  It is therefore essential that you give careful thought to your requirements before you advertise.

The particular section of the Race Relations Act 1976 and/or Sex Discrimination Act 1975, which provides for GOQ, must be clearly stated in the advertising copy i.e.:-  

“This post is advertised under Section 5(2)(d) of the Race Relations Act 1976 and Section 7(2)(e) of the Sex Discrimination Act 1975”.


Before placing an advertisement using encouragement wording or as a Genuine Occupational Qualification you should check with your departmental personnel section prior to finalising the advertisement.  In the case of posts advertised under these Acts, a completed pro-forma (see Appendix 7) needs to accompany your advertisement.  It is the responsibility of the Council to ensure that the wording of the advertisement does not contravene one of the above Acts.

Genuine Occupational Requirements 

In addition to the provisions of the Race Relations Act 1976 and Sex Discrimination Act 1975, there are somewhat similar arrangements in respect of: Religion or Belief (Employment Equality (Religion or Belief) Regulations 2003), Sexual Orientation (Employment Equality (Sexual Orientation) Regulations 2003) and Age (Employment Equality (Age) Regulations 2006).  No general guidance on the use of these provisions is provided here.  Instead, any managers wishing to consider their use should first contact their departmental personnel officers.  In turn, they will contact the Central Personnel Service.

15. Media Selection
The advertising media must be carefully selected to attract the right response. All posts will be advertised on the Job Vacancy List and on the Council’s website. Additionally, some posts may appear in Brightside or the local press; whilst other vacancies may be placed in an appropriate professional magazine or a national newspaper.  The Council’s recruitment advertising agency, Tribal, is able to assist managers with advertising copy and media/web advice. 

“Spot Deals”. Sometimes managers will get phone calls direct from the media to offer them special deals on advertisements. Typically, the sales person will explain that they know we are advertising because they have seen one of our adverts elsewhere. They will go on to explain that they have a space to fill (possible at the last-minute following the withdrawal of another advert). In consequence the price on offer is likely to be heavily discounted. However, managers are advised always to decline such offers except in the following circumstances: (a) where they believe that the initial response from other media being used has been poor; AND (b) the “title” that the sales person represents is personally known to them as being an appropriate place to advertise for that particular job. 

Even so, the deal should never be concluded there and then. Instead the sales person must be told that the proposal will be passed to the departmental personnel officer (DPO). Subject to any questions or concerns that the DPO may express concerning the suitability of the deal, the order will be processed in the normal way via Central Personnel and our advertising agency. This will ensure that no problems arise as regards the price of the advertisement (and subsequent processing of payment), the closing date or the actual look/presentation of the advertisement itself.  

16. Sources of Applicants
Open Advertisement
It is the Council's long-standing practice that its vacancies are filled through open advertisements.  The use of waiting lists or personal recommendations alone to fill post must not be practised.
In exceptional circumstances, for example a departmental reorganisation, or where a direct appointment is considered to be justifiable, an open advertisement may not be appropriate; other sources may be considered but only after full discussion with the departmental personnel officer has taken place.  Subsequently, consultation with Staff Side and with the Central Personnel Service is also likely to be required.

All posts are advertised in the Job Vacancy List (or 'JVL').  Produced by the Central Personnel Service, it is published on the Wandsworth website and is available in the Public Folders.   Paper copies are printed as well.  They are circulated to all departments, Job Centre Plus Offices, Careers Offices and Community organisations.  A copy is also displayed on public notice boards and in libraries, leisure centres, etc.  

Council Redeployees

The Council has a specific policy to be used for the recruitment and selection of staff that have been displaced through reorganisation.  The departmental personnel section can be consulted for full details.  Any redeployee who fulfils the essential criteria of the person specification should be granted a priority interview.  This should take place before any other candidates are called for interview.  If a redeployee meets the requirements of the person specification s/he should be offered the job, even though s/he may require training and support in the early months.  If a redeployee is not short listed, which would only be in clear instances of unsuitability for the job, then s/he should be contacted by telephone as quickly as possible and told the exact reasons why s/he does not meet the person specification. If s/he is not finally selected then s/he should be told the reasons why. The same information should also be given to the departmental personnel section who will inform the Employee Relations Section in the Central Personnel Service.  They have overall responsibility for redeployment.

Disabled Applicants

People with disabilities should be given full and fair consideration for all vacancies.  Please refer to the Code of Practice on Disability (Appendix 2).  The Council is a 'Disability Symbol' user which means that we are signed up to honour 5 commitments. Details of these commitments are available in Appendix 21. This symbol appears on all our recruitment advertisements and it is a requirement that you shortlist candidates with a disability if they meet the minimum criteria i.e. the essential criteria.

Job Sharing

Managers should consider whether this might be appropriate for the post being advertised.  It can be valuable in attracting applicants or retaining the skills of existing employees who do not wish, or are not able, to work full time.

For further information and advice please discuss this possible option with the departmental personnel officer.

Temporary funding (including Fixed Term) or Casual Staff

Proposals for such arrangements should begin by consultation with the departmental personnel section.  They will need details of work to be undertaken, why the post is required and the expected duration. Staff Side will be consulted but clearance from the Director (or nominee) must be sought in order to advertise. The post will be advertised through the Job Vacancy List and/or direct contact with Job Centre Plus Offices.  For temporary posts, which are not expected to exceed 3-months, Job Centre Plus Offices may be contacted directly  once it is established that there are no redeployees interested. For posts expected to exceed 3-months, an advertisement in the Job Vacancy List (as a minimum requirement) must be used. Departmental practices may vary so contact your departmental personnel section for advice.


Recruitment Using Agencies or Headhunters

This must only be used in circumstances where open recruitment is not practicable or has not been successful.  The Director’s approval must be sought before such action is taken.  All staff taken on from an Agency whether it be for one session, a day, a month or longer should be inducted using the Agency Worker Induction Checklist  -Appendix 23. 

Re-employment of former staff


The Council’s practice in respect of re-employment of staff after either compulsory redundancy or voluntary redundancy (early retirement/severance) is as follows: - 

(a) in all cases of compulsory redundancy, former employees should not be considered for re-employment until a period of six months has elapsed from the date of termination, after which they will be considered on their merits.  There must be specific consultation with the Staff Side Secretary when a job offer is about to be made to a former member of staff who has been made redundant compulsorily; and

(b) In all cases of voluntary redundancy, no former member of staff who has taken voluntary severance or early retirement should be offered another permanent post within the Council’s service.  However, there are sometimes grounds for the re-employment of staff in this category on short-term projects where specific knowledge or experience acquired by the previous employee is required.  Again, there must be specific consultation with a Staff Side representative and the Central Personnel Service to ensure their full agreement before any job offer can be made.

The departmental personnel section must always be contacted at the outset if it is wished to proceed with the appointment of a former employee who falls within either of these categories.  No approach to an ex-member of staff should be made until this has been done.

Part-time Employees/Multiple Employment

An existing part-time employee may be considered for another (i.e. additional) part-time post within the Council. They should state on the application form that they are currently employed here and the number of hours they work. In these instances, references must be taken up from the current department. Consideration may also need to be given as to whether or not a further CRB check is required

Internal Transfers

In certain circumstances a transfer may be contemplated involving no salary or other contractual change.  The departmental personnel officer should be consulted on any such proposal.


Volunteers


The contents of these guidelines have, of course, been prepared - quite specifically – for managers and other staff involved with the recruitment and selection processes for Council jobs. However, the principles should also be applied to the recruitment of volunteers. But procedures will, inevitably, be different. It is therefore essential that, any service manager who is intending to recruit volunteers should first, and always, consult his/her manager and/or Personnel Section, to ensure that all departmental requirements are observed.

Age Limits Placed on Job Applicants

The Council’s current longstanding practice is that in cases where candidates have reached the Council’s retirement age (65) they should not be appointed to a permanent post and approval should be sought from the Central Personnel Service in those exceptional circumstances where a short-term temporary appointment may be required.  The exception to this is for School Crossing Patrollers who may be appointed over age 65 as their normal retirement age is 80.

The age regulations do not apply to any job applicant who would, within a period of six months from the date of his/her application to the employer, reach the employer’s normal retirement age.  In view of this it was agreed that the Council’s existing practice would continue (following introduction of the new legal provisions in October 2006).  Decisions as to whether to pursue applications from candidates who are within six months of age 65 or over will be made on the basis that it is in the Council’s interests to do so; for example, if that particular work area was classed as hard to recruit.  This would be in accordance with the Council’s retirement policy.  

Consequently, wherever such a proposal to waive the Council’s policy is being considered, this should be discussed with the Head of Corporate Services at the same time as the recruitment advertisement is being drafted.

17. The Selection Stage

Efficiency, speed and safeguarding are very important at the selection stage, so as to avoid losing good candidates or harming the reputation of the Council.

Checking for eligibility – as regards age.  The position on this is explained above (Age Limits placed on Job Applicants).  However, to ensure that the applicants’ ages are carefully checked, arrangements must be made for the officer dealing with tear off slips to notify the manager chairing the interview panel of any applicant who is 64½ or over at the date on which they completed their application form. 

Shortlisting
The same people who are going to carry out the interviews must also do the short listing.

Short-listing must be based on the information contained in the application form (supplemented by references and tests as appropriate).  The criteria in the person specification is the sole basis on which applicants must be assessed.  It is important that you use a short-listing form (see Appendix 8) in conjunction with the person specification: listing the criteria along the top of the form and the names of your applicants at the side - as the aim is to seek to identify those candidates who most closely resemble the person specification. Then, by setting out the assessment for all candidates using the same format (i.e. the shortlisting form), this should help decide objectively on whom to shortlist.  Do not make assumptions about the difficulties a person may face such as family responsibilities, age, language or disability.  It is also important to ensure that any mismatches against the person specification identified in a non-short listed candidate are not also present in a candidate who it is proposed to shortlist. 

In the majority of cases, short-listing should be completed by all members of the selection panel. However, in exceptional circumstances and in cases where a high number of applications have been received, for example in excess of 50, an alternative method may be adopted. These arrangements must be clearly agreed with all panel members, be appropriately explained and documented in a file note.  Please see Appendix 22 for details.

The departmental personnel section can check overseas or other unfamiliar qualifications.  For general educational qualifications they will contact the National Academic Recognition Information Centre.  The relevant institute will be approached in respect of professional qualifications.  It would, of course, be discriminatory and contrary to good practice to give less weight to overseas educational qualifications deemed to be of a comparable standard to their UK equivalent.  Some general information about qualifications is included in Appendix 9.

Disabled Applicants

The manager chairing the interview panel will be informed if any of the applicants have indicated (on the tear off slip) that they have a disability.  A check will then be made of the shortlisting form.  This is to ensure that any disabled applicant who meets the essential criteria is offered an interview.  In turn, this is done to meet the Council's commitment as a 'Disability Symbol' user. If a candidate with a disability is shortlisted, it is important that a letter is sent asking if they have any specific requirements to facilitate them at the interview. By doing so, this will avoid assumptions being made. 

Internal Applicants

Internal applicants who are rejected at the shortlisting stage, must always be given the reasons for their rejection.  They should also be offered the opportunity to discuss the reasons for their rejection with the manager chairing the interview panel with a view to assisting their career development.

18. Interviewing

It is essential that the following points are observed in order to comply with the Council’s Code of Practice in Recruitment and Selection.

Training

Before sitting on an interview panel it is a Council requirement that all panel members should have attended either: (a) a 2/2½ day Selection Interviewing course; or (b) a half-day refresher course for those who have already undertaken interviewing training in a previous job or who attended training more than 5 years ago.  

Composition of the Interview Panel

The interview panel should consist of not less than three interviewers nor more than five.  It is also desirable that panels are balanced in composition by both race and gender.  Under no circumstances should an interview by only one person be conducted.

Preparations for the interview

The success of a selection interview will be greatly assisted by good planning and preparation. Ensure that practical "housekeeping" details for the interview are dealt with e.g. waiting arrangements, furniture layout.  Particular attention needs to be paid to the circumstances of interviewees with disabilities.  It is essential to ensure that appropriate provisions have been made to accommodate the applicant’s needs e.g. access to the building, parking, facilities for applicants with a hearing or visual impairment.  (See Appendix 5 Checklists - “Interviewing notes relating to the DDA”).  Such steps are usually described as "reasonable adjustments".

Pre-Meeting for the interview panel

A pre-meeting between interview panel members is essential in order to: -

a) go over the person specification to refresh their memories on its contents;

b) identify the principal questions to be asked: the questions should be devised by direct reference to the job description and person specification. They should be designed to test all selection criteria including safeguarding; and

c) lay down ground rules for the interviews and agree, as a panel, the areas of questioning you are each going to cover and the order in which each member will ask questions.

Good preparation in this way will ensure that all candidates are interviewed according to the same pattern and that all areas for questioning and/or discussion are satisfactorily covered.

Format for interview

A balanced structure should be the aim.  An interview should not be so controlled that personal communication is inhibited.  But it should be disciplined enough to prevent spontaneous free-ranging conversation detracting from the objectives of the interview. Other points to consider:

· start on time: apart from common courtesy, it will contribute to a professional image;

· welcome the candidate at the door;

· always begin by explaining the plan of the interview and tell the candidate when she/he may raise questions (generally at the end).  From this point there is no hard and fast rule about how to proceed but getting candidates to talk about their most recent experience is likely to build their confidence to deal with subsequent, more specific and searching questions; 

· if good rapport is to be established, and the candidate encouraged to talk freely, the opening moments of the interview are critical.  The candidates have come to talk about themselves and will relax far quicker if encouraged to do so at once.  An innocuous initial question may be used as an icebreaker, as mentioned above;

· ask open questions; probe for related supplementary information and ask follow-up questions if clarification is needed. 

Communications

Good communications are vital for a successful interview.  It is easy for people from similar backgrounds and cultures to have misunderstandings but in cross-cultural communications different expectations, voice patterns and ways of structuring questions and answers may make misunderstandings more likely, unless positive steps are taken to avoid them.  The following points should be borne in mind when interviewing all applicants especially those from different cultural backgrounds from those of the panel.

Questioning the Candidate

Cover the same areas of questions with all candidates. The areas will be determined by the person specification, and, consequently, will always be areas which are relevant to the job. 

As previously mentioned, interviewers must take care always to ask questions which are clearly related to the person specification so as to assess the candidate’s ability to do the job.  Questions which are unrelated to this process must be avoided.

Questions on Safeguarding

As stated previously, in addition to assessing and evaluating suitability, it is important that the Panel explore:

· each candidate’s attitude and commitment towards service users and their duty of care to safeguard

· his or her ability to support the Council’s agenda on safeguarding and/or promoting child protection

· gaps in employment history and/or frequent  changes in employment/education and 

· concerns or discrepancies arising from information provided by the candidate or the referee.

However, the precise nature of the questioning should be commensurate with the nature and level of the post e.g.  the number and nature of questions will differ for a Receptionist compared to a  Social Worker. 

The Chair of the Panel may also want to ask the candidate if they wish to declare anything in light of requirements for a CRB check. They could, possibly, inform the candidate that declaring all offences honestly may not necessarily bar them from employment – obviously dependent upon the nature of the offence concerned.   

Questions on Equalities/Diversity
Wherever possible it is recommended that questions on equalities should not be of a broad and generalised nature.  Instead it is advised that they are covered as part of questioning candidates about a specific aspect of the job.  For example when asking about staff management or supervisory skills, candidates could be asked about their experience of managing a diverse team.

It is recommended practice to ask at least one detailed question on this area and that the questioning should be led by the officer chairing the panel. 

The following are examples of questions, which might be asked: -

· What do you understand by equality of opportunity/what is your understanding of Equal Opportunity in … (the particular service) ...  This should be tailored to the job area or relate to the management role.

· What experience do you have of implementing a new initiative that “took on board” Equality of Opportunity/Diversity?

· In your last job what examples of dealing with equalities/diversity issues could you tell us about? (The interviewer may want to focus on the questions by asking the interviewee to concentrate either on service delivery or staffing aspects.)

-   Age. You should avoid asking questions related – either directly or indirectly - to age.  One example of such questioning could be “how would you feel about managing older/younger people?”

Attendance Questions

The Council regards good attendance as very important and candidates are therefore asked to set out their recent attendance record on the application form.  At interview, questions which verify the candidate’s number of days of sickness absence in the last year, the number of episodes and whether or not these figures are typical, will probably elicit enough information to establish the sickness absence record.  If a candidate has a particularly high level of sickness absence in one year (i.e. one which would have breached any of the Council’s sickness absence triggers) ask the candidate for the number of days and episodes of sickness absence in the previous year to establish if there is a pattern.

In addition, referees must always be asked to supply information about a candidate’s sickness absence record using the reference pro forma.   You will need to check the referee’s response with the candidate’s answers to the relevant questions on the application form, at interview, and on the accessible part of the health history form.  If there is any discrepancy between the details given by the referee and the details given by the candidate you should ask the candidate for an explanation of this.  It may be necessary then to check this information with the referee.   You are seeking confirmation of the level of attendance.  The Occupational Health Service will carry out an assessment of the candidate’s overall fitness for the position from the candidate’s health history form and, if necessary, more detailed follow-up.  

If an individual has a specific health problem or disability, which they do not wish to discuss, please make a note so that the Occupational Health Service can pursue the matter if necessary. If they are willing to discuss the issue, it should be undertaken as part of the Reasonable Adjustments meeting. See next section for details.

Interviewing Disabled Candidates - Reasonable Adjustments

A reasonable adjustment is a change to the working environment or the working arrangements, which will enable the candidate to perform the job.

Reasonable adjustments should not be discussed at the interview unless this is done in response to a point or question raised by the candidate. A subsequent meeting should be arranged  (where the disabled candidate is the preferred choice) and, the issue of  “reasonable adjustments” discussed.  Use the appropriate proforma “Interview Notes Relating to Disability Discrimination Act" (Pages 6/7 of the recruitment checklists Appendix 5) and ensure that comprehensive notes are kept.  The proforma must be signed by the candidate and the manager chairing the Panel and be passed to the Occupational Health Service if the disabled candidate is successful.

Financial assistance with costs of reasonable adjustments may be available via the  “Access to Work Business Team”, an arm of Jobcentre Plus.  For further details see Appendix 20.

Giving information

After the members of the interview panel have finished asking questions, it is important to make sure that there is an opportunity for the candidate to ask questions.  It should be possible to keep this fairly brief, as comprehensive information will have been provided in the further details, which were sent out with the application forms.

Closing the Interview

Explain what further stages remain in the selection process and make it clear to the candidate when s/he will be notified of the outcome of the interview. Please note that under the Data Protection Act 1998 applicants have a right to request to see the notes of their interview.  It is therefore important that all panel members make their own written record of the interview for each of the candidates on the person specification pro forma.

Testing

If the use of tests is being considered, advice must first be obtained from the departmental personnel section. 

Tests can be used to examine job-related abilities, aptitudes, knowledge and skills. They may be used as part of the short-listing or the interview process i.e. you may test where there is a high number of applicants who meet the essential criteria.  The Panel should agree a “pass mark” and, only those who achieve it will be invited for interview. Alternatively, as part of the interview process candidates may be asked to undertake an in-tray exercise, deliver a presentation or demonstrate their literacy, numeracy or IT skills. Testing should be considered before a campaign begins and thought given to the appropriateness of the test. It is very important to be consistent in the application of tests in order to be fair to all candidates. All test papers should be returned to your departmental Personnel section with the interview papers.

19. The Decision

When the interviews have been completed, all panel members should compare the notes they have made on each person against the attributes listed on the person specification. It may be appropriate to invite the most junior or inexperienced member of the panel to make their assessment on each candidate first. This will ensure that other members of the panel do not unduly influence them.

If you have opted for a scoring/weighting system, you must ensure that all members of the panel are clear about:-

· the weighting attached to each of the criteria; and 

· what would constitute a good response to each area of questioning.

Age must not be a factor to be considered when deciding on the best candidate.  Indirect judgements should also be avoided e.g. made on length of experience (unless this has been explicitly approved at the advertising stage as being a legitimate criterion).

The manager chairing the panel should complete a summary on behalf of the panel for each of the candidates addressing all selection criteria on the person specification.  Once this is done, all application forms, individual panel notes and other documents must be returned to the departmental personnel section marked “private and confidential”.

However, it is important to remember that this is not the end of the selection process.  Some stages, as indicated below, will still need to be completed before the offer of an appointment can be made.

It is, therefore, important that candidates are not made a provisional job offer at this stage; an expression of interest should be sent out.  Your departmental Personnel Officer will be able to supply a standard letter. (Appendix 12).

Delays in the final decision: keeping candidates informed

If there are unanticipated delays in the final stages leading to the decision, it is important to keep candidates informed.  Not only is this good practice in terms of courtesy, but it may also ensure that candidates do not become disillusioned or irritated and withdraw their applications.

20. Follow-up Checks

References 

More detailed guidance on references can be found in Appendix 3 and you are asked to read this carefully before seeking references.   In general terms, references may be requested either before or after the interview. However, for posts working with children, young people and vulnerable adults, as recommended in “Every Child Matters”,  references must be  sought before interview, so that issues and information can be further explored with the referee and, if necessary, taken up with the candidate at the interview. However, the candidate’s permission is necessary unless they have already indicated their assent on the application form.  A standard proforma and covering letter (Appendix 3) have been devised for the purpose of reference taking and they should be used in all instances.  If taking up references after interview the opportunity should be taken to check on any specific areas of doubt remaining. The departmental personnel section will, usually, request the written reference.  Always take up a reference with the appropriate section head if the candidate has worked for Wandsworth before.  

Character references are invariably of very little value in assessing job related suitability because candidates are only likely to nominate as referees those who will provide them with a good personal reference.  The most useful references come from people who have had immediate experience of the candidate in a work (which may be of a paid or voluntary nature) or educational setting thus the information should be objective and factual.  

Health History Form

Applicants who have been successful at interview will receive a health history form, (The departmental Personnel Officer will advise on departmental practice.)  Please note that where there is a substantial amount of sickness declared or where there are discrepancies between the amount of sickness declared by the interviewee and that stated on the reference, Personnel will liaise with the manager chairing the Panel to follow these up with the applicant.  

Disclosure of unspent Criminal Convictions

It may be considered that certain criminal convictions may have an impact on the work of the post being recruited to. For this reason short-listed candidates are asked to complete a proforma giving details of relevant unspent convictions (Appendix 13).  See “Core Guidelines” which outlines the procedure for opening and retaining these envelopes. (Appendix 14).

Rehabilitation of Offenders Act 1974

Some departments have posts that are exempt from the provisions of this act and the departmental personnel section will issue a separate form to applicants for these posts asking them to give details and dates of any convictions, etc.  Candidates will bring this information to the interview in a sealed envelope.  The envelope for the successful candidate will be opened.  Where the work involves substantial access to children, a Criminal Records Bureau (CRB) check is undertaken for the successful candidate only (see below).

Criminal Records Bureau (CRB) and Disclosure service

The CRB provides an integrated checking service covering police records and various national lists of people considered unsuitable to work with children and vulnerable adults. The arrangements, now in place, were adopted by the Council from 1st March 2002 (General Purposes Committee 30th January 2002).  The Council’s guidance on assessing the relevance of criminal records is attached. (Appendix 15).

The Council’s policy is also attached (Appendix 16).

Please note that for posts requiring a CRB check it is common practice to also request that shortlisted and/or the successful applicant complete the Disclosure of Unspent Convictions proforma.  

Qualifications

It is an Audit requirement that the successful candidate provide original certificates for all the qualifications listed on their application form.  If these were not supplied at interview or subsequently, or if there are any other concerns or queries, they should be raised with the employing Director. For qualifications legally required to do a job, it is a Safeguarding requirement that originals or a letter of confirmation from the awarding institution are seen.

Asylum and Immigration Act 1996

This Act makes it a criminal offence to employ a person aged 16 or over who is subject to immigration control except in certain circumstances.  Section 8 of the Asylum and Immigration Act requires employers in the UK to make basic document checks on every person they intend to employ.  By making these checks, employers can be sure they will not break the law by employing illegal workers. Appendix 10 provides further information and gives examples of the documents that may be produced to fulfil the requirements.

From 1st June 2002 nationals from Switzerland have also had the same free movement and employment rights as existing EEA nationals

With effect from 1st January 2007 Bulgaria and Romania joined the EU and are subject to NEW rules; the aim of which is to provide them with gradual access to the UK labour market. Currently they have standard EU citizenship rights to enter the UK and stay for 3 months.

If they wish to work they need to get a special "work authorisation" document unless they are exempt  - for example, they were already residing, lawfully, in the UK before accession. Those qualifying for this document are likely to be people who meet the criteria for skilled labour under existing work permit requirements or the Highly Skilled Migrant Programme.  Those receiving permission to work in the UK will then need to hold an "Accession Work Card"; this card will be issued in respect of a specific job with a specific employer. 

Employers found to be breaking the new rules could be fined up to £5000

The following countries are part of the EEA (European Economic Area). However, please note that three of the countries listed - those marked *- are not part of the EU (European Union).

Austria, Belgium, Bulgaria, Cyprus, Czech Republic, Denmark, Estonia, Finland,  France, Germany, Greece, Hungary, Iceland*, Ireland, Italy, Latvia, Liechtenstein*,  Lithuania, Luxembourg, Malta, Netherlands, Norway*, Poland, Portugal, Romania, Slovakia, Slovenia, Spain, Sweden and United Kingdom,

Work Permits 

This scheme enables UK employers to recruit key employees from outside the EU.  Examples of posts included in the scheme are those requiring degree/professional qualifications, senior executives or specialised technicians.  Please note that manual, craft, or clerical jobs are excluded from the scheme.

With effect from 1st April 2003 Work Permits (UK) introduced a fee for their services. 

From 1st May 2004 changes to the law were introduced regarding work permits and the numbers and types of documents employers must check and copy before employing any individual. See section below and Appendices 10 and 19  -  for more detailed information.

For further information refer to Appendix 19 or to their website: http://www.workingintheuk.gov.uk/

21. Expression of Interest

The departmental personnel section will liaise with the manager on making an expression of interest (a standard letter is attached in Appendix 12) but no appointment may be offered until references, medical and all other relevant clearances have been received. 

When all these clearances and checks have been completed the applicant can be telephoned or written to with an offer of appointment.   

Where references and other checks have not been received, the departmental personnel section will chase these as appropriate before an offer of appointment is made .

It is normal practice to make appointments to the minimum point of the grade. However, the final decision on this lies with the employing Director or his/her nominee.

Informing Unsuccessful Candidates

The sending of “regret” letters to unsuccessful external candidates should be dealt with as soon as possible after the final decision has been made.  Internal candidates should be telephoned or, preferably, seen personally, to be told the outcome.  All candidates may, of course, seek further feedback about their future prospects and career development: 
· The feedback to an external candidate following interview should be done   by the chair of the panel who should always keep a note of what was said.   

·   If the candidate requests that this is confirmed in writing then it should be. 

· If the candidate then writes in making a complaint or what could be seen as a complaint then they should be offered the opportunity to meet with the chair of the panel (with a personnel advisor in attendance) to explore their complaint(s); or, the matter could be dealt with via correspondence.  The outcome should be confirmed in writing.

Note: If the departmental personnel officer has not been involved in handling a request for feedback or a complaint from an external applicant, they should be informed of the outcome.

Confirming the Appointment

As explained above, when remaining checks have been undertaken and clearances have been received, the departmental personnel section will liaise with the line manager to arrange a start date.  A formal offer will then be made to the candidate enclosing two copies of the contract, one of which s/he is required to sign and return to the personnel section.  Other relevant information e.g. Council codes and procedures may also be sent at this stage.  Alternatively, in other departments, all such documentation is given to appointees on their first day at work or at induction as appropriate.  See checklists for further guidance (Appendix 5).

Arrangements for starting work: induction

In some cases the new employee is requested to report to the departmental personnel section on their first morning to receive relevant documents. A full list of what is required is included in the Induction Checklist (Appendix 5) or the Agency Induction Checklist (Appendix 23). New entrants must also provide copies of those documents requested with the appointment letter requiring a signature: (e.g. Statement of Confidentiality, Bank and pension forms etc).  In departments where new employees do not report to the departmental personnel section, the relevant documents will be sent to them.   

22. Equalities/Diversity - Recruitment and Selection Records

All application forms with the reasons for rejection or appointment are kept for a minimum of nine months from when the decision is made.  An aggrieved person can bring an action, if they believe that they have experienced discrimination, up to three months after being informed of the decision. .  However, employment tribunals may extend this period in certain cases.  If an individual does complain of discrimination, the law would require the Council to demonstrate that it had used job-related criteria in making a selection decision.  It is therefore essential that the person specification, short listing and interview assessment forms are completed fully by each member of the panel.  A summary sheet completed by the officer chairing the panel must also be prepared.  All these papers must then be returned to the departmental personnel section.

23.
Monitoring

Monitoring Information which provides details of applicants by gender, disability and ethnic origin (but not identifying the individuals concerned) will be completed by the departmental personnel section.  The Central Personnel Service collects summarised information on a quarterly basis. This is then collated, analysed and distributed to all Directors.

As part of the Council's ongoing monitoring arrangements, periodic reviews will be undertaken by the Central Personnel Service to check departments' adherence to the provisions contained in these guidelines.  They are conducted in order to check compliance with legislation, Audit Commission provisions, Council policy and any other requirements that may be in force.
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