_____________________
Recruitment Policy
General Aim
The aim of this policy is to select and appoint staff with appropriate skills and experience through a methodical selection process free from discriminatory bias and soundly based on the principle of equality of opportunity.
Policy on Advertising
The Trust is conscious that poorly planned advertising can be a source of discrimination.  Consequently the _____________________ has devised the following policy in relation to the advertising of vacant posts.
a. Full Advertising
Any post, whether full-time or part-time, will be fully advertised. If the post is permanent, or is expected to last for more than six months.  Full advertising will comprise of:
· Adverts in the local press. (national where applicable)
· Adverts in professional journals where relevant
· Advert in the Jobcentre with a restriction on the number of referrals
· General notification to all funders, members, CVS and other organisations associated with the Trust.
b. Partial Advertising
Temporary vacancies lasting between one and six months will be notified to all the _____________________'s funders, members, CVS and associated organisations including those networks within which the Trust is an active member. Vacancies for less than three months will be filled using the Trust's existing contacts or through an Employment Agency.
Temporary Posts
The advertising and recruitment policy for temporary posts is outlined below.
	Type of Post
	Advertising Method
	Recruitment Method

	Permanent Posts
	Full Advertising
	Full Recruitment Policy

	Between Three & Six Months
	Partial Advertising
	CV's Submitted

	Three Months or Less
	No Advertising
	Existing Contacts/ Agency


Monitoring Equal Opportunities
The recruitment pack will contain an Equal Opportunities Monitoring form.  This will gather information about the personal characteristics of the applicants, their views on job sharing and the means by which they heard of the vacancy.
Job Descriptions
Following consultation with the staff team, the _____________________ Director will submit detailed job descriptions for approval by the management committee.  Job descriptions will be reviewed and updated when a post falls vacant in order to ensure that they reflect the current and future needs of the organisation.  Copies of Job Descriptions will be circulated to all applicants.
Person Specifications
The ability of applicants to offer evidence of the way in which they meet the requirements of the Person Specification will be the central element of the selection process.  No additional criteria will be applied.
The Person Specification will comprise a list of attributes which candidates should possess if they are to fulfil the requirements of the Job Description.  Applicants will be given various opportunities to demonstrate that they possess the relevant attributes.  The programme of assessment will include an application form, an interview, and possibly a short test.  In addition, recruitment to some posts may involve delivery of a short presentation on a subject relevant to the work of the _____________________.  At each of these stages, the performance of the applicant will be assessed against the attributes listed in the Person Specification.
Essential and Desirable Attributes
The Person Specification will group relevant attributes under the following headings:
· Motivation & Outlook
· Skills & Experience
· Personal Qualities
· Qualifications
Each of the individual attributes within each of these groups will be weighted as either essential or desirable.  The Trust is conscious that the description and weighting of attributes is a common source of discrimination.  This will be addressed in the following ways:
· Attributes will only be included if there is a genuine demand for that skill in the course of the worker's employment.  For example, a requirement for administrators to have shorthand skills could discriminate indirectly against men.  This could be unjustifiable if there is no demand for shorthand in the course of the administrator's work.
· Ranking attributes as "essential" has the effect of greatly reducing the number of potential applicants.  This may also have a discriminatory effect if it is possible to perform the job competently and adequately without the skill in question.  Thus, when ever there is any doubt about the true weight to be attached to an attribute, the weighting will be classed as desirable rather than essential.
Essential Attributes and Selection
Selection for interview will be based on the overall assessment of the information in the application form.  However, no applicant will be selected for interview if they cannot demonstrate that they have the essential attributes required.  This is the only point at which the distinction between essential and desirable attributes will operate.  Once the short listing has been completed, there will be no weighting applied to either essential or desirable attributes.
The Assessment Process
The evidence provided by each applicant will be assessed using various methods.  A score will be awarded for each attribute using each of the relevant methods of selection.  Once all the methods of assessment have been completed, the applicant will be given an overall score for each of the attributes.  These attribute scores will then be aggregated to give the candidate a final assessment.
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Scoring Method
Throughout the selection process the _____________________ is looking for applicants who provide clear evidence that they possess the attributes in the Person Specification.  It will not be sufficient for an applicant to merely state that they possess the attribute in question without providing evidence to support this claim.
· Where clear evidence of acceptable quality is provided the applicant will score two points.
· Exceptional applicants may meet this standard comfortably and go on to offer additional evidence on the attribute in question.  In this event the applicant will score three points.
· Some applicants may fail to address the requirement directly, but evidence provided elsewhere may allow the panel to infer that the person has the attribute in question.  In this event the applicant will score one point.
· Where no evidence is provided from which an assessment can be made, the applicant will score no points.
	Quality of Evidence
	Marks Awarded

	Requirement Met in Full
	3

	Requirement Met Acceptably
	2

	Requirement Met by Inference
	1

	Statement Not Supported by Evidence
	0


The Application Form
The form will contain four key questions which relate directly to the four categories in the Person Specification.  Applicants will be encouraged to use additional space in order to list all the evidence which may be relevant to the attribute in question.  The evidence for each attribute will then be assessed using the method described above.  Evidence provided in writing which is illegible, or in language which is incoherent or ambiguous may be downgraded or ultimately ignored.
Short-Listing
Once the closing date for applications has passed, the personal details will be removed from the application forms which will each be given a code.  Coded copies of the applications will then be circulated to the selection panel for assessment.  Once these assessments are completed, the panel will meet to agree a short-list of candidates for interview.  Candidates who fail to meet the essential attributes will be eliminated.  Any scoring anomalies will be reviewed by the panel.  Finally, the highest scoring candidates will be invited to complete the remaining stages in the process.
 
The Test
A test will be designed to assess the outlook and motivation as well as the skills and experience of the short-listed candidates.  The subject of the test will allow assessment of the outlook and motivation of candidates, while the content of the test will allow assessment of their skills and experience.
The Presentation
Presentations will only be used for specific vacancies.  When used, the subject matter will be the same as that used for the test.  The presentation will be short and the subject matter relatively simple.  Thus applicants will not need to know the subject in advance.  The presentation subject will allow further assessment of outlook and motivation, the content of the presentation will allow assessment of skills and experience, and finally, the delivery of the presentation will allow assessment of the candidates personal qualities and disposition.
The Interview
The interview will be relatively short, comprising questions linked to the attributes on the Person Specification.  Applicants will be asked to expand on the evidence they have already provided for each attribute in the application form to demonstrate that they have the outlook, skills, personal qualities and qualifications to perform the tasks in the Job Description.
Final Selection
Each member of the selection panel will have recorded scores for each attribute for each candidate at the different stages in the assessment process.  Scoring anomalies between different members of the panel will be reviewed and may be the subject of adjustment.  These scores will then be aggregated to give an overall score for each applicant.  The applicant with the highest score will be offered the vacancy subject to the provisions on job-sharing below.
Dealing with Marginal Decisions
Where two or more candidates achieve the same score the following process will apply.  The panel will use the following criteria to decide between competing candidates:
· Highest overall score on personal qualities
· Highest overall score on motivation & outlook
· Highest overall score on skills and experience
· Highest overall score on qualifications and other attainments.
Job Sharing Policy
It is the policy of the _____________________ that all vacancies are available on a job share basis subject to the following conditions:
· The Equal Opportunities Monitoring Form will ask whether applicants would prefer job share, and if it is not their preference, whether they would be willing to accept job share.
· Where two individuals apply as a pre-agreed job-share, their applications will be split and treated separately.
· The job share policy will only apply to posts requiring at least 30 hours of work.
· The successful applicants must be willing to accept a 50% share of the available work.
· If the highest scoring candidate requests a job share, the remaining post will be offered to the highest scoring candidate who is willing to job share.
· If there is no candidate who is both willing to job share, and acceptable to the panel, then the remaining post will be re-advertised as a job share.
· If the highest scoring, and successful job share candidate is weak in one relevant part of the Person Specification, the Trust reserves the right to select a second job sharer to compliment the skills of the first appointee.  This choice will be made with reference to the applicants who score highly in the areas where the first choice candidate is relatively weak.
Informing the Candidates
The successful candidate will be contacted at the earliest opportunity.  Unsuccessful candidates will only be contacted once the successful candidate has given a verbal acceptance of the conditional offer from the _____________________.
Feedback for Unsuccessful Candidates
The methodical approach adopted for assessment will enable the panel to offer comprehensive feedback to all candidates.  Feedback should stress where the panel recorded clear evidence of the applicant’s strengths and also to highlight those areas where the evidence offered was weak.
CRB Checks
Because of the nature of the work within _____________________, if you are applying for a post which has direct contact with children or vulnerable adults this post will be exempt from the provisions of the Rehabilitation of Offenders Act 1974. You will, therefore, be required to disclose on a separate form all information about any police cautions or convictions in a Court of Law no matter when they occurred, so that a police check can be carried out if you are offered an appointment. Applicants disclosing criminal records of a sexual or violent nature will not be considered for any of these posts.
If you are subsequently employed by the _____________________ and it found after an enhanced CRB check that you failed to disclose any previous convictions, this could result in dismissal, or disciplinary action by the _____________________. All information will be treated in confidence and will only be considered in relation to an application for posts to which the exemption order applies.
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