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Recruitment and Selection Policy and Procedure 
1. Purpose
1.1. This document sets out the organisation’s policy on recruitment and selection. The organisation is committed to a policy of treating all its employees and job applicants equally and to recruit the best person for each vacancy. 
1.2. No employee or potential employee shall receive less favourable treatment or consideration during recruitment and selection on the ground of race, colour, religion or belief, nationality, ethnic origin, sexual orientation, gender, gender reassignment, pregnancy and maternity, age, disability, marital status or part-time status or will be disadvantaged by any conditions of employment that cannot be justified as necessary on operational grounds.
2. Related policies and procedures
2.1. The Diocese of Coventry ‘Safer Recruitment & People Management’ guidance ’ must be adhered to when recruiting people to work with adults at risk and/or children.

2.2. This policy is to be read in conjunction with the organisation’s Equal Opportunities and Positive Working, and Data Protection policies. No decisions regarding recruitment or selection should be made by a person who has not read and understood this policy and the related policies or without the involvement of the Human Resources (HR) team.

3. Scope
3.1. This policy is applicable to the recruitment and selection of all employees engaged to provide services for the organisation, irrespective of whether such a contract is for a temporary or fixed term or is of a permanent duration. The policy will be made available to all employees and applies to both internal and external recruitment. 

4. Policy statement
4.1. This policy seeks to ensure that the best candidate is chosen for each job vacancy regardless of sex, race, disability or other protected characteristics. Existing employees will be invited to apply for transfer and promotion opportunities wherever possible.
5. Principles
5.1. The following principles will apply whenever recruitment or selection for positions takes place:
5.1.1. Individuals will be screened against the job requirements as laid out in the job description and person specification.

5.1.2. Selection tests should be specifically related to job requirements and should measure the person’s actual or inherent ability to do or train for work.

5.1.3. Selection tests should be reviewed regularly to ensure they remain relevant and free from bias, either in content or in scoring mechanism.

5.1.4. All recruiting managers and HR team members taking part in recruitment and selection will have been trained in the application of this policy and equal opportunities.

5.1.5. Written records of interviews, reasons for decisions made at each stage of the process and reasons for appointment or non‑appointment should be kept by HR for six months, unless a longer period can be justified and is in compliance with the Data Protection Act 1998. Records should then be disposed of confidentially.

5.1.6. Interviews will assess candidates against job-related criteria only.

5.1.7. All information held about a candidate must be used only for the purpose for which the information has been collected.

5.1.8. All candidates will be asked to provide documentary evidence of their right to live and work in the UK, to ensure compliance with the Immigration, Asylum and Nationality Act 2006. A photocopy of the accepted documentation will be taken. The HR department can provide a full listing of what documentation is acceptable.

5.1.9. Reasonable adjustments should be made to reduce any disadvantage faced by disabled people in making an application in response to an advertisement.

5.1.10. The recruitment and selection process for disabled candidates should take into account such adjustments to working arrangements or physical features of the work place/station/premises as are reasonable to accommodate their needs and be such that they are not placed at a substantial disadvantage compared with non-disabled candidates.
5.1.11. Whilst there is no preference for internal candidates for job roles, and all roles will be advertised internally and externally in the interests of diversity, in the situation where redundancies are occurring in the organisation, candidates selected for redundancy will have an automatic right to be considered for the role over external candidates. In the case of employees selected for redundancy, who are pregnant or on maternity leave, then they have priority over other internal candidates. This protection starts from the day they have told you that they are pregnant and ends when the employee returns from leave.
6. Recruitment Process
6.1. The recruitment process should be followed in accordance with the following steps:
Authorisation and Preparation
6.2. All recruitment processes will be overseen by the recruiting manager in cooperation with the HR team.

6.3. The recruiting manager should produce a job description with full details of the position, tasks, reporting line, responsibilities of the jobholder and number of subordinates, if applicable. The skills, experiences, qualifications and competencies of the jobholder should be laid out in the person specification.
6.4. The recruiting Manager must then get authorisation from Finance to ensure that the recruitment costs are budgeted for.

6.5. Safer recruitment: [The Parish Administrator
] will confirm with the Diocesan Safeguarding Adviser on whether a Disclosure and Barring Service (DBS) check and Confidential declaration form is required for the post.  If required this must be stated in the Job Description.
6.6. The recruiting manager will provide a job advertisement based on the job and person specifications. A variety of advertising mediums will be used. Positions may be simultaneously advertised internally and externally.
6.7. If there is a Genuine Occupational Requirement (under Schedule 9 part 1 of the Equality Act 2010) that the post-holder has a committed Christian faith, then this must be stated.  HR should be consulted to agree this requirement. 
6.8. If an external agency is used they must follow the organisation’s standards laid down in this and the Equal Opportunities Policy. The agency will be issued with copies of job descriptions and person specifications. Managers should not speak to agencies without the prior approval of HR.
6.9. In consultation with the recruiting manager, the HR department 
will issue a recruitment plan including all dates and required actions.
Shortlisting

6.10. All completed applications will be returned to the HR department 
by the candidate and following the deadline will be forwarded to the recruiting panel for shortlisting.
6.11. Completed Equal opportunities forms will be sent to HR by the candidate and stored privately for 6 months.

6.12. Candidates will be shortlisted against the Person Specification, being scored out of 5 for each area, in accordance with the shortlisting guide.  
6.13. The panel will decide as a group whether to offer an interview documenting their reason for non-selection.

6.14. All candidates who are not shortlisted will be sent an email confirming they have not been successful offering feedback from the recruiting manager upon request.

6.15. Safer recruitment: If the role involves working with or recruiting people to work with adults at risk and/or children, as part of the shortlisting process any gaps in employment history must be identified and must be addressed as part of the interview process.
6.16. When reviewing applicants from countries who are not nationals of the United Kingdom then the ‘UKVI Process for Managers’ must be followed.  Please speak to the Director of Operations or the Operations Supervisor for guidance.

Interview
6.17. Prior to the interview candidates will be provided with information about the organisation, role and responsibilities.

6.18. All interviews should consist of a minimum of two interviewers one of which should be the recruiting manager. Please note that it is not suitable for an interviewer to be on the panel when recruiting for their own Line Manager. It is however suitable for panel members to consist of;
6.18.1. staff whose role is senior to the role being recruited for. 

6.18.2. a peer from another department if the role being recruited for is a senior post, and the hierarchy above is limited in terms of staff availability.

6.18.3. Staff in the wider team, regardless of seniority, as long as they are not a direct report to the post being recruited for.
6.18.4. External people, who have specialisms that can assist with recruitment for particular roles or who have a vested interest, i.e. they will work closely with the role holder (e.g. Chair of a Committee)
6.19. An Interview question sheet will be designed by the recruiting manager and questions will be based on the person specification, with a space for Interviewers to score and comment, using the interview scoring guide.  All candidates will be asked the same questions, however supplementary questions can be asked if interviewers require further explanation or clarity in respect of the answer provided. When scoring answers interviewers should consider the extent to which the answer demonstrates meeting the criteria of the person specification relating to the question asked.
6.20. Recruiting managers should decide if a test or presentation will be required to assess the candidates against the Person Specification. If required they should prepare the relevant paperwork. Due consideration must be given to those with visible and hidden disabilities when designing the test/presentation.
6.21. Questions asking for personal information or personal views irrelevant to the job must be avoided in adherence with the provisions laid out by the Equality Act 2010.
6.22. All scores and comments are to be recorded.  Interviewers must remember that any comments they record may be seen by the candidate if requested.
6.23. Following all interviews the panel will convene to discuss and agree the best candidate for the job.

6.24. All interview documentation must be returned to the HR department 
for secure storage. Only those that require access for specific and authorised purposes will be able to access this information.  All documentation will be held for 6 months before being shredded.
Job Offer and Written Statement of Terms and Conditions of Employment
6.25. Upon selection of a suitable candidate the recruiting manager will liaise with the HR department 
to identify the appropriate starting salary and the start date. The HR department will handle all offers to successful candidates. Under no circumstances should recruiting managers offer or infer to a candidate the outcome of the selection process during the interview.

6.26. All offers are subject to a satisfactory employer’s reference and two satisfactory personal references, medical clearance (if necessary for the role), a check on relevant qualifications and eligibility to work in the UK. HR will apply for and verify all references, which will be requested once applicants have indicated acceptance (subject to the conditions highlighted above). References will ideally come from current and/or previous employers, if applicable. If the references or medical clearance are not satisfactory, the offer may be revoked.

6.27. Safer recruitment:  If a DBS check is required the offer will also be based on a satisfactory DBS check.  The Diocesan Safeguarding Adviser will confirm the result of the check to the Parish Administrator
. Applicants must complete a Confidential Declaration for any roles involving adults at risk or children. If a candidate refuses to complete the confidential declaration form then you must withdraw the offer of employment.
6.28. Once a candidate accepts a position, upon successful receipt of applications and any required checks, HR
 will send out a copy of the written statement of terms and conditions of employment and all related new starter forms that need to be completed.
Health Checks

6.29. If it is necessary to ask health-related questions before making a job offer, it can only be in the following circumstances:

6.29.1. to determine whether an applicant can carry out a function essential to the role

6.29.2. to take ‘positive action’ to assist disabled people

6.29.3. to monitor, without revealing the candidate’s identity, whether they are disabled

6.29.4. to check that a candidate has a disability where this is a genuine requirement of the job.

6.30. The four limited circumstances under the Equality Act 2010 apply to all stages of recruitment before a job offer. This includes application forms, health questionnaires, interviews and any other assessment and selection methods.

6.31. Decisions to interview, shortlist or offer employment will take no account of an applicant’s trade union membership or non-membership.

Induction
6.32. HR 
will perform the Health and Safety and HR Induction on, or as close to the employees start date (appendix 2).
6.33. It will then be the recruiting manager’s role to ensure a full induction plan is prepared and that the relevant meetings and forms are completed during the first 6 months of the employees probation period (appendix 3).
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