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RECRUITMENT AND SELECTION POLICY AND PROCEDURE 


1. 	Scope	

1.1	This policy covers the College’s rules and procedures on the recruitment and selection of all staff and volunteers.  It applies to all permanent and temporary employees and people working at the College including agency staff, contractors, consultants and those working under self employed arrangements.  It also applies to people applying for paid or unpaid permanent or temporary work at the College.  


2.	Policy Statement

2.1	The College complies fully with the CRB Code of Practice and ISA regulations regarding the correct handling, use, storage retention and disposal of disclosure information.  It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation covering the safe handling, use, storage, retention and disposal of disclosure information.

2.2	All applicants are treated equally during the recruitment process and that only those factors related to the vacancy to be filled will be used to make selection decisions.  The College will take no account of gender, marital status, carer commitment, sexual orientation, disability, ethnic or national origin, religious or political belief, age, colour, race or socio-economic background.  It undertakes not to discriminate unfairly against any subject of a disclosure on the basis of a conviction or other information revealed.

2.3	Application forms will contain a statement that an Enhanced CRB Disclosure will be requested if the applicant is offered a post at the College.  A disclosure is a document provided by the Home Office containing information held by the Police and Government departments, which is used by organisations to make safer recruitment decisions.  Disclosures provide details of a person’s criminal record, including convictions, cautions, reprimands and warnings.

2.4	Disclosure information will be used only for the specific purpose for which it was requested and for which the applicant’s full consent has been obtained.  Because of the nature of the work at the College, applicants will be asked to disclose details of convictions that would be regarded as ‘spent’ under the Rehabilitation of Offenders Act 1974.  Having an ‘unspent’ conviction will not necessarily bar candidates from employment.  This will depend on the nature of the position and the circumstances and background of the candidate’s offence(s).

2.5	When assessing disclosures the College will:

a. Ensure that requesting and handling of criminal records will always be dealt with in appropriate confidence and with discretion;
b. Comply with Data Protection and Human Rights legislation;
c. Ensure that access to criminal record information is only released to others on a need-to-know basis.

2.6	When considering the relevance of a disclosure, a decision on employment will be based on:

a. The risk to students and other members of the College community;
b. The seriousness of the offence(s);
c. An examination of circumstances leading up to the offence;
d. Repeat offences;
e. The length of time since an offence(s) was committed;
f. An individual’s attempt to rehabilitate themselves;
g. The capacity to manage risks and provide safeguards;
h. Level of supervision required and available;
i. The country and circumstances in which an offence was committed.

2.7	If a candidate will not give authorisation for a disclosure to be carried out, then any provisional offer of employment will normally be withdrawn.  Failure to reveal information that is directly relevant to the position sought will normally lead to withdrawal of an offer of employment.  The final decision on whether or not a conviction is a barrier to employment will be made by the Executive Director of Human Resources and Organisational Development or a HR Manager in conjunction with a senior manager.  The College will not accept disclosures obtained from other organisations.


3.  	Purpose

3.1	To ensure the College complies with all required safeguarding legislation and provides a safe environment for learners the College expects that everyone who is made a provisional offer of employment, where the post is defined as being a ‘controlled activity’ at the College will:

a. Complete an appropriate Criminal Records Bureau (CRB) check;
b. Provide a minimum of two referees for previous employment (or appropriate) whom the College can ask about suitability to work with young people and vulnerable adults.  Further references may be sought if the College considers it necessary to obtain more information about an applicants’ prior employment;
c. Undergo induction training, including safeguarding and equality and diversity training, within the first month of employment;
d. Registration with the Independent Safeguarding Authority (ISA), if this is necessary (the scheme is currently on hold, pending a review of the scheme by the government).`

3.2	This policy and procedure provides guidance on the employment of ex-offenders.  It focuses on the requirements of legislation, in particular the Rehabilitation of Offenders Act 1974 (ROA); the Police Act 1997 (which introduces new arrangements for obtaining criminal record information); the Protection of Children Act 1999; the Data Protection Act 1998, the Human Rights Act and various anti-discrimination laws.

3.3	This policy arises from requirements of the Criminal Records Bureau (CRB) Code of Practice, the Safeguarding Vulnerable Groups Act 2006, the Independent Safeguarding Authority (ISA) and the Vetting and Barring Scheme.

3.4	The CRB and ISA Codes of Practice will be available to applicants and employees.  Human Resources will provide copies to all job applicants and its terms will be covered during induction training for new staff.  Job applicants will also be provided with the College’s Code of Conduct for Employees and the Safeguarding and Child Protection Policy.


4.	Procedure

4.1	Criminal Records Bureau Process – Newly Appointed Posts

4.1.1	People newly appointed to a post in the College and those who move into a new post within the College that is significantly different to their previous post are required to undergo an Enhanced CRB check, along with pre-employment checks.  They will be issued with a CRB application and guidance notes.  A member of the HR team will ensure that the form has been completed correctly and validate the identification documents.  An authorised counter-signatory from the HR team will ensure that the form has been completed correctly and complete the final section of the form and will send it to the CRB agency for processing.

4.1.2	Whilst the disclosure application is being processed, a risk assessment MUST be completed if the employee has started employment in the new post.  The appropriate manager should implement arrangements to ensure that no risk to children or vulnerable adults could arise while the College is waiting for Disclosure clearance. This would include ensuring that the employee does not have any individual contact with students.

4.1.3	If the line manager has any concerns, he or she should contact a nominated person under the Safeguarding Policy or the Human Resources Department for advice.

4.2	Criminal Records Bureau Process - Existing Staff

4.2.1	Current employees must notify Human Resources if they receive a conviction, caution, reprimand or warning.  Any decisions regarding their employment status will be made on the principles set out in this policy.  If the College has reasonable grounds for concern about an existing employee, the individual’s consent will be sought to carry out a disclosure check.  If an employee leaves the College and is re-employed with a break in service of more than three months they will be required to complete a new CRB disclosure.


5.	Handling, Use, Storage, Retention and Disposal of Information Used in Recruitment 

5.1	Once the disclosure has been received from the Criminal Records Bureau by the HR Department it will be checked to ensure that there are no matters revealed that may impact on the employee’s employment.  Access will be strictly controlled and limited to those who are entitled to see it.  The College recognises that it is a criminal offence to pass this information to anyone who is not entitled to it.

5.2	The HR Department will keep a record of all disclosures received on the Central Staff Record database for six months.  This is to allow for the consideration and resolution of any disputes or complaints.  Disclosure information will only be used for the specific purpose for which it was requested and for which the applicant’s full consent was given.

5.3	Once the retention period of six months has elapsed, the disclosure will be shredded immediately.  No photocopy or other image of the disclosure, or any representation of the contents of a disclosure, will be kept.  However, the HR Department will keep a record of the date of issue of a disclosure and the disclosure number.  If, in very exceptional circumstances, it is considered necessary to keep disclosure information for longer than six months, the College will consult the CRB agency and will give full consideration to the data protection and human rights of the individual.  Throughout this period, the usual conditions regarding the safe storage and strictly controlled access will prevail.


6.	Disclosures Revealing Convictions / Additional Information

6.1	If matters of concern are revealed, the disclosure will be immediately passed to either the Executive Director of Human Resources or a HR Manager who will ensure that disclosure information is not passed to persons not authorised to receive it.  They will assess the form to identify whether or not the matters revealed are relevant to the position applied for or appointed to and will discuss it with the appropriate senior manager.  The manager or a HR representative will discuss any matters revealed in disclosure information with the individual before deciding whether to make an offer of employment or withdraw an offer of employment.  The individual will be entitled to be accompanied to this meeting by a work colleague or trade union representative, not acting in a legal capacity.

6.2	If an offer of employment has already been made, the employee will be advised of the outcome of this meeting in writing within five working days.  Where the decision is to withdraw the offer of employment, full reasons will be detailed.  

6.3	If the individual has already begun their employment at the College, their employment may be terminated at a dismissal hearing.  They will be suspended from work, in accordance with the provisions of the Disciplinary Policy and will be given five working days’ notice of the hearing at which they will be entitled to be accompanied by a work colleague or trade union representative.  If they are dismissed, they will be given the appropriate notice of termination of their employment.


7.	The Independent Safeguarding Authority (ISA) and the new Vetting and Barring Scheme

7.1	A new Vetting and Barring Scheme (VBS) has been introduced by the Safeguarding Vulnerable Groups Act 2006 and a new authority was formed, the Independent Safeguarding Authority (ISA).  The ISA consists of expert, highly skilled and trained staff that will be responsible for making barring decisions.  This will be done by working in partnership with the Criminal Records Bureau (CRB).  The ISA has been created to help prevent unsuitable people from working with children and vulnerable adults.  The new Vetting and Barring Scheme (VBS) took effect on 12 October 2009.

7.2	Changes From 12 October 2009

7.2.1	Increased safeguards were introduced, further enhancing protection of children and vulnerable adults.  The three previous barring lists (POCA, POVA and List 99) were replaced by the creation of two new barred lists administered by the ISA.  Checks of these new lists will be made as part of an Enhanced CRB check.  The eligibility criteria for Enhanced CRB checks will be extended to include anyone working in a regulated position.  

7.3	At the time of writing, further development of the ISA scheme has been put on hold, pending a review by the government.  As and when changes are introduced to current arrangements, these will be automatically incorporated into this Policy and staff and union representatives advised appropriately.  

7.4	Individuals Who Pose a Risk to Vulnerable Groups

7.5.1	With effect from 12 October 2009 the College has a duty to refer to the ISA any information about individuals who may pose a risk, ensuring that potential threats to vulnerable groups can be identified and dealt with by the appropriate authorities.  

7.5	Additional Information

7.5.1	Additional information about the ISA and its new service can be obtained from the ISA’s website at www.isa-gov.org.

7.6	Safeguarding Young People and Vulnerable Adults Training

7.6.1	All employees are required to undertake appropriate Safeguarding Young People and Vulnerable Adults Training within the first month of employment.  Where possible, this will be delivered before employment commences.  


8.	The Recruitment Process

8.1	The main steps to be followed in the recruitment process are:

a. Identification of the vacancy and review of the post including cost and funding implications and consideration with Human Resources of how or if the post should be filled;
b. Resource form completed and submitted to the HR Department with a revised/reviewed Job Description and Person Specification, which must include the College’s position statement on safeguarding as well as a clear statement on the postholder’s responsibilities for safeguarding;
c. Approval to advertise given, after approval by the Director of Finance and the Executive Director of Human Resources and Organisational Development;
d. Agreement with the recruiting manager on advert and interview dates, selection methods to be used and other recruitment arrangements;
e. Timely management of the application procedure;
f. Shortlisting and selection arrangements;
g. Safeguarding, eligibility to work in the UK and qualification checks undertaken;
h. New starter and induction processes completed;
i. Probationary period completed.


9.	Recruitment Agencies

9.1	Recruitment agencies will only be used where absolutely necessary due to the high cost of placement fees.  The HR Department holds a list of preferred suppliers which must be used when engaging agency staff.  If a manager wishes to engage an employee from an agency that is not on the preferred supplier list, they must take advice beforehand from the HR Department.  The HR Department will make the arrangements to take on agency workers and will ensure that appropriate pre-employment checks have been undertaken by the agency concerned.  


10.	Induction and Probation Procedures

10.1	The following induction procedure is compulsory for all new employees:

	Before the new employee joins their team
	Pre-employment checks (CRB, ISA registration, eligibility to work in the UK, qualifications, two acceptable references, medical clearance)

	During first four weeks
	Central induction programme and appropriate Faculty/ Department induction training




10.2	The following probationary procedure applies to newly appointed staff.  Full details are available in the Probation and Induction Policy, available from the HR Department.		
							
	Newly appointed tutoring and support staff
	Six month probationary period*

	Newly appointed management staff
	Ten month probationary period**

	Internally appointed support staff
	Six month performance review period*

	Internally appointed lecturing and management staff
	Ten month performance review period**



*    may be extended for a maximum of three months
**  may be extended for a maximum of one month

10.3	The College’s Disciplinary and Capability Policies do not apply to employees on a probationary period.


11.	Job Descriptions and Person Specification

11.1 The recruiting manager must write a Job Description and Person Specification or review existing ones for each post advertised.  Advice on writing these documents is available from the HR Department and standard formats should be used.  The Job Description and Person Specification are available to all job applicants together with the application form. They must be a clear representation of the job and the skills, experience and other attributes required to perform the role competently.  They should be reviewed on a regular basis to ensure their currency.  The Job Description must contain a statement about the expectations of the postholder in terms of safeguarding.

11.2 The Person Specification must set out the criteria against which applicants will be shortlisted for interview.  These criteria MUST be used to select applicants for the selection process and should inform applicants how their application will be measured against them.


12.	Recruitment Request and Approval

12.1	The recruiting manager completes a Resource form electronically and sends it, with the revised/new Job Description and Person Specification to the HR Department (this can be done electronically) who will pass it on to the Director of Finance and the Executive Director of Human Resources and Organisational Development for review.  If approval is given, the HR representative will work with the recruiting manager to plan the recruitment process for the post.



13.	Advertising the Vacancy

13.1	The aim of advertising is to attract a suitable pool of candidates from all backgrounds in line with the College’s equality and diversity policies.  All approved vacancies will be advertised internally and some will also be advertised externally.  All posts are advertised on fejobs.com, on the College’s web page and where appropriate in other specialist and local/community publications.


14.	Potential Applicants

14.1	All potential applicants will be sent, or will be able to access via the website, the following information by the HR team:

a. The relevant Job Description and Person Specification with the terms and conditions that apply to the post;
b. Job Application form;
c. Information on the date and format of the selection process where available;
d. The Safeguarding and Child Protection Policy;
e. For senior posts, other information about the College as appropriate, such as the prospectus.  

14.2	Information will be made available to applicants in alternative formats, where this is requested.  

14.3	Applicants invited to interview will be asked if any adjustments need to be made to allow them to attend interviews or participate in other selection activities.


15.	Selection Procedure
15.1	Short listing

15.1.1	After the closing date for the post passes, the recruitment panel will shortlist the applications against the essential and desirable criteria in the job description and person specification.  They will not have access to the information contained on the monitoring part of the application form.  Selection for the shortlist should not be decided by one person alone and should be based only on the information contained in the application form using the criteria in the job specification and job description.  The criteria for initial selection must be consistently applied to all applicants.  A quantitative scoring system will be used in all shortlisting.  The criteria upon which the short listing has been based must based on the criteria in the Personal Specification and must be noted on the shortlisting form and this will be retained for at least six months: short listing decisions may need to be explained to applicants and need to be supported by documentary evidence in the event of a formal complaint that could lead to a claim of discrimination at Employment Tribunal.

15.1.2	Wherever possible the shortlisting panel must be the same as the interview panel and this panel will meet to decide questions prior to the interviews.  Once shortlisting is completed the application forms together with the shortlist and details of the selection process required must be returned to the HR team who will organise the selection process.  

15.1.3	The College holds the ‘Positive About Disabled People’ award and is committed to interviewing all candidates with a disability who meet the minimum ‘essential’ criteria for a job vacancy in line with the Positive about Disabled accreditation.  The College will consider all candidates’ abilities and will explore reasonable adjustments, to accommodate employees with disabilities.


16.	Selection Methods

16.1	Selection methods can include as many of the following as is appropriate:

a. Panel interview (including a Student Ambassador for all lecturing and management posts);
b. Mini-teach session (this is compulsory for all teaching vacancies);
c. Written exercise;
d. Presentation to an audience;
e. Meeting students session;
f. Meeting staff session;
g. Meeting senior managers session;
h. Psychometric testing;
i. Testing for specific skills (for example, MS Office packages);
j. In-tray exercise;
k. Assessment centre exercises;
l. Group discussion on a set topic.

In addition, the recruiting manager may wish to organise a tour of Colleges sites and/or the Faculty/Department as an aid to the candidates.


17.	Recruitment Process Paperwork

17.1	All recruitment information must be returned to the HR Department after the recruitment process is completed.  The information will be kept in a secure location for six months and information relating to the successful candidate will be kept on their file for the period of their employment and for six years afterwards, in accordance with legal requirements.


18.	Salary

18.1	Each job is advertised with the relevant salary range.  Support staff roles are appointed on an appropriate salary scale and management posts are appointed on a fixed salary point.  There are separate rules for appointing to the lecturer pay scale which must be adhered to and the recruiting manager will be advised of the salary assessment for all candidates in a lecturer appointment.  Exceptions can only be made after discussion with a senior member of the HR team.  


19.	Preparation

19.1	Those involved in the recruitment process must meet beforehand to agree the questions to be asked.  Recommended questions for lecturer, support staff and management posts are given to the recruiting manager by the HR Department when the post is advertised and the manager should indicate which questions they will be asking and return the form to HR.  The questions can then be prepared for the panel.  Questions on the following topics are mandatory for all posts:

a. Equality and diversity;
b. Safeguarding;
c. Exploration of any gaps in the candidates’ employment history.

19.2	All interviews will be conducted on an objective basis, concentrating on the knowledge, skills and abilities of the applicant and their ability to fulfil the job requirements.  Questions asked of the applicant will relate to the requirements of the job only and their abilities to undertake them.  The recruiting manager is responsible for ensuring that comparable questions are asked of each candidate during the interview. 

19.3	The recruiting manager should make the candidate feel at ease and carry out introductions.  They should also explain the format of the interview and selection process, making it clear that there will be an opportunity for the candidate to ask questions at the end.  If a job involves working unusual hours or shift work, these hours should be clearly set out in the job description and if necessary, discussed at the interview.  Practical issues may be discussed during the interview, but comments about childcare, other domestic arrangements, disability, gender (including marital status), age, religion, ethnic origin, socio-economic group or sexual orientation must be avoided, as they may well be perceived as being intrusive or unlawfully discriminatory.  Where a candidate has a disability for which adjustments may need to be considered, the candidate’s requirements should be discussed with him/her once the planned questioning is complete.  Candidates should be told by the Chair when they could expect to hear the outcome of the interview.  Candidates must be given an opportunity to ask any questions of the panel.  The HR Department will ensure any special arrangements or reasonable adjustments that an interviewee may require are planned for and in place ahead of the interview. 


20.	After the Interview

20.1 It is normal practice for the HR representative to contact the successful candidate and make a verbal offer of employment and agree an appropriate start date and a date for pre-employment checks to be completed.  The HR representative will make it clear to them that the offer will be subject to the terms of a contract of employment and pre-employment checks.  However, managers may wish to make the contact directly.  If this is the case, they must inform the candidate that the HR Department will be in contact about an offer letter and can discuss the terms and conditions of the post with the appointed employee.

20.2 Unsuccessful candidates will also be contacted by the HR Department to inform them that they will not be offered the post.  Where a candidate request feedback on their performance during selection, this may be given by the recruiting manager or, at their request, by the HR Department.


21.	Offers of Employment

21.1	All offers of employment will be made subject to the following conditions:

a. Two satisfactory references, at least one of which must relate to their most recent employment or study (where practicable);
b. Enhanced clearance with the Criminal Records Bureau;
c. Confirmation of qualifications attained;
d. Satisfactory medical clearance;
e. Proof of eligibility to work in the UK;
f. Completion of a satisfactory probation period (or performance review period for internal applicants);
g. Any other conditions which may apply to the post.


22.	References 

22.1	A minimum of two written references are taken up by the HR Department, one of which will be the applicant's current employer.  Oral references shall not normally be sought or accepted, unless confirmation is required of a written reference.  References will ask about the applicant’s suitability to work with young and vulnerable adults.  Pre-prepared references will NOT be accepted.


23.	Eligibility to Remain and Work in the UK

23.1	As part of the College’s recruitment procedure, and to ensure that it follows employment and immigration legislation as detailed in the Asylum and Immigration Act 1996, all potential employees are asked to provide specific original documentation during the selection process.  If candidates are short listed to attend an interview/selection day, they will be required to provide suitable document(s) which confirms their eligibility to remain and work in the UK.  Suitable documents may include, but are not limited to a passport, full birth certificate, work or residency permit or suitable correspondence from the UK Home Office.  The exact details of the documentation that may be accepted will be given to candidates.  Copies of these documents will be taken and retained for the appointed candidate before they start employment with the College.


24.	Work Permits and Visas

24.1	Candidates requiring a work permit or visa to work in the UK will be required to secure this themselves before applying to work at the College.  Only in exceptional circumstances will the College apply for a work permit or visa for a potential employee under the appropriate guidance from the UK Border Agency.  A work permit or visa is required for all foreign nationals except those from the European Economic Area (EEA).   The College is not licensed to sponsor Tier 2 workers and will need to abide by this restriction in recruiting to posts.


25.	Relocation Expenses

25.1	In some cases, re-imbursement of relocation expenses may be offered.  The HR Department will inform new employees if they are eligible to claim such expenses.  The relocation allowance is subject to the following conditions:

a. It will not be eligible for employees who live within 50 miles of their main work base;
b. The sum will normally be limited to a maximum of £1000, although a lower amount may be substituted at the discretion of the College;
c. No refund will be made without the production of appropriate receipts;
d. The HR Department will advise new employees if they are required to be resident at a College site as a condition of their employment;
e. Re-imbursement will only be made for the following expenses incurred as a result of the employee moving house:

· Legal or estate agents’ fees in connection with selling a home or buying a new home
· Costs of moving personal belongings to a new home
· *Buying ‘white’ goods for a new home (including washing machines, dishwashers, cookers, dryers, fridges, fridge/freezers, microwave ovens)

* This reimbursement will only be available where an employee is moving into College accommodation as a condition of their employment.  Such goods will remain the property of the College and may be reclaimed when the employee leaves the employment of the College.  
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