Practice Recruitment Policy
This policy sets out the process to be followed in the recruitment of staff at the practice. process. 
It applies to recruitment for new posts and replacement staff, for permanent, fixed term or temporary contracts and to both full-time and part-time posts.

Policy

· The Practice will select the successful candidate on the basis of the best person for the job.
· The Practice will invest time and care in the selection process to give all candidates the initial opportunity to progress equally through the recruitment process.
· The Practice will ensure that its recruitment process is free from discrimination and follow the principles and ethos of the Equality Act 2010.

Procedure

The following procedure will be adopted whenever Practice Staff Recruitment is required:

· Team leader to prepare a Job Description for the vacancy 
· Discuss the Job Description with the outgoing job holder if appropriate
· Agree the Job Description with the Practice Manager/Partners
· Prepare a Person Specification

· Agree the Person Specification with the Practice Manager.
· Brief staff on handling of enquiries, with basic background and procedural information.
· Prepare a Job Advertisement Template

· Place the advertisement in relevant media
· Compile and issue information packs / Job Application

· Screen initial applicants using the Person Specification
· Select successful applicants’ to create 1st interview shortlist
· Issue letters to unsuccessful applicants
· Collate and store all rejection letters and application forms in a dedicated file and retain for 12 months
· Issue written interview invitations and inform applicants of interview panel
· Prepare 1st Interview Checklist 
· Undertake interviews by selected panel (consider colleague inclusion)

· Select the successful applicant or consider the need for 2nd interviews.
· If 2nd Interview required:

· Agree 2nd Interview Checklist with Practice Manager/Partners
· Select the successful applicant.

· Issue 2 copies of Job Offer Letter to the successful applicant, ensuring it incorporates main terms and conditions of employment and the requirement to accept the offer by returning one signed copy within a specific timeframe.

Ensure it also incorporates the following clauses where relevant;
· “Subject to the receipt of satisfactory references” and explains that returning the signed copy gives the Practice the authority to approach referees

·  “Subject to the receipt of satisfactory references by us, proof of eligibility of employment within the United Kingdom and proof of identity including a recent photograph”.
· If clinical or a risk “Subject to the receipt of a suitable Criminal Records Bureau Disclosure Document”

· If clinical - “This offer of appointment is conditional on satisfactory registration, licence and qualification checks, and any information disclosed on the application form will be checked. Such registration, licence and qualification checks will only be carried out with your consent, as specified in the “Confirmation of acceptance” section of this letter”.
· “Should you cease to become qualified, unlicensed or “de-registered” at any time during your employment, then your employment will be deemed to have terminated.”

· “This offer of appointment may be withdrawn if you knowingly withhold information, or provide false or misleading information, and your employment may be terminated should any subsequent information come to light once you have been appointed”.
· When satisfactory references and a medical report have been received and registration / licence / qualification checks have been satisfactorily completed, confirm to the successful applicant in writing that the job offer is firm and unconditional and the agreed start date
· Issue letters to unsuccessful interviewees

· Collate and store all rejection letters and application forms in a dedicated file and retain for 12 months
· Create a new Employee file for the successful applicant and store all references, medical report, registration, and licence and qualification documentation
Prepare an induction programme 

Supporting Documentation / Information:

Advertising Employment Vacancies in a Non-Discriminatory Manner
The Equality Act 2010 prohibits employers from advertising UK job vacancies in a discriminatory manner; whether or not this was intended, e.g. job titles implying a gender preference such as ‘postman’.
Indirect discrimination can also lead to a contravention of the discrimination legislation. 
Examples of Discrimination include:

· Not accepting applications from a particular area or artificially excluding certain areas from the advertisement’s publication circulation 
· Setting an unnecessary or unreasonable level of qualification required for the type or standard of job
· Recruiting only the friends or relatives of your existing work force
· Requiring applicants to attend an interview involving accessing an area that would be inaccessible to a disabled person.

Individuals may bring Employment Tribunal claims if they make job applications which are refused because of discriminatory selection criteria or recruitment policies and cases relating to discriminatory advertising may be taken up by the Equality and Human Rights Commission.
Discrimination Codes of Practice

The Equality and Human Rights Commission has a statutory remit to promote and monitor human rights; and to protect, enforce and promote equality across the nine "protected" grounds:

a) Age, 
b) Disability,

c) Gender,

d) Race,

e) Religion and belief,
f) Pregnancy and maternity,
g) Marriage and civil partnership,
h) Sexual orientation and

i) Gender reassignment.
The Recruitment Advertisement

The Practice will ensure that the following considerations apply to the contents of all recruitment advertising:
· Any pictures used in advertisements will depict a multi-racial, non gender-specific workforce
· No mention will be made of the desirability or otherwise of trade union membership
· Age restrictions or implications of age requirements (e.g. must have at least 6 years' experience) should not be placed on recruitment advertisements or should be qualified with a statement that it is a guide only and candidates without this level of experience will be considered.
The Recruitment Advertisement will be based upon the details contained in a Job Advertisement Template, which includes elements of a Job Description and a Person Specification. 
When writing the job advertisement, the Practice will avoid use of language that might imply that it would prefer someone of a certain gender, ethnic background or age, as will descriptions such as ‘mature’, ‘young’ or ‘energetic’. 
When using existing Job Descriptions and Person Specifications or creating new ones, the Practice will ensure that any age related qualifications or skills do not put at a disadvantage persons from a different age group, where these are not strictly necessary to the job itself. 

Because educational and vocational qualifications have changed and developed significantly, particularly during the past few years, the Practice will make sure that the qualifications specified are not disadvantaging people of different ages or those with different (possibly overseas) but equally equivalent qualifications.

In situations where there is reliance on age related criteria or levels of qualification, the Practice will be able to justify these objectively and also make it clear that it will consider equivalent levels of experience / skills.
To attract a wide field of applicants, the Practice will select media that will be accessible and relevant to the target audience (for example, the Practice will avoid using a publication or employment agency that is focused on a niche market as this may limit the diversity of applicants and may constitute indirect discrimination).

Job Advertisement Checklist

· Where are the adverts placed? Will this effectively exclude a particular gender, ethnic or age group?

· Does the advertisement give the impression that applicants from a particular gender, ethnic or age group are sought?

· If the advertisement contains any qualification requirement, could this have a discriminatory effect? If so, can it be justified?

· Ensure phrases like 'only people with GCSEs need apply' are avoided. (This would rule out many older people who left school before GCSEs were introduced, even though they may have the necessary skills, or foreign workers with different but equivalent qualifications).

· Ensure specifying a minimum length of experience (such as 10 years) is avoided, as this disadvantages younger workers

· Ensure that those involved in the recruitment process do not have discriminatory prejudices.

Using Recruitment Agencies

When the Practice uses Recruitment Agencies and Vocational Organisations to source Employees, it will ensure that it does not indirectly fall foul of the Equality Act, by using Organisations that do not discriminate against Employees or prospective Employees.

The Practice will review the terms of business with Recruitment Agencies and other Vocational Providers to ensure that both parties are aware of and compliant with their obligations under the Equality Act.
In the event that the Practice uses a Recruitment Agency, the Practice’s will make sure they act appropriately and in accordance with the Practice’s equality and anti-discrimination policies.
Retaining Recruitment Records

The Practice will ensure that all personal data & records obtained during the recruitment process are securely stored for at least 12 months, thereby ensuring retention of the information should any applicant not selected for interview claim they have been discriminated against. 

Using Application for Employment Forms

The Practice will use Job Application Forms which do not ask for age / date of birth / health and other unnecessary personal information unrelated to the role, the applicant’s ability and / or suitability to perform the job (e.g. religion, child care commitments etc – these are now incorporated in the Equal Opportunities Monitoring Form).

If an application form / curriculum vitae is received from a recruitment agency, the Practice will request that the recruitment agency advise the candidate that the Practice has the candidate’s information.

To avoid potential Employment Tribunal claims or court actions brought against the Practice by unsuccessful job applicants on grounds of discrimination, the Practice will ensure that the “Office Only” section at the end of the form is always completed, as this section gives genuine non-discriminatory reasons for non-employment.
All Application for Employment Forms will be kept at least 12 months in order to protect the Practice’s position should it be necessary to justify a selection decision at an Employment Tribunal. 

The Practice will advise the applicants of its intent to retain their application details on file (specifying the period of time this will be retained i.e. 12 months) and offer them the opportunity to have their details removed if they wish, by advising the Practice accordingly.

Initial Screening and Shortlisting of Applicants

Team undertaking the initial screening process must base their decisions on the information contained in the Applicant’s Completed Job Application Form, using the previously prepared Person Specification to evaluate applicants.
The Practice will make sure assumptions are not being made about the capability or medical fitness of someone based purely on their age or other discriminatory factors. Where such a judgement is required, an occupational health or medical practitioner will be consulted.

The Practice will also ensure that staff responsible for selecting and interviewing candidates are trained in equal opportunities, thereby avoiding discrimination and minimising the risk of discrimination claims.
The decisions will be recorded. As a double check the Practice Manager who has previously not been involved in the shortlisting will verify that no bias (whether this is deliberate or unintentional) has influenced any decision.
Rejection of Applicants not offered an Initial Interview
After the initial screening of the applications received,  a rejection letter will be sent to all those applicants who have been unsuccessful and will not be interviewed.

All rejection letters and application forms will be collated and stored in a dedicated file.

A record of non-discriminatory reasons for rejecting each applicant will be recorded. 
Interviews

If it is envisaged that the applicant will be required to undertake any pre-interview tests (e.g. keyboard skills; ability with specific software program(s)), the Practice will ensure they are informed of this requirement prior to attending the interview and provide an outline of what the tests involve.

The Practice will also ensure any adjustments are made to such tests to enable any disabled applicants to undertake them.

When conducting interviews the interviewer will ensure that the following points are taken into consideration:

· The location and timing of the interview is suitable for all applicants.
· To ensure consistency in approach and also that nothing is overlooked, Interview Checklist will be prepared for each interview. This will also help verify that no unintentional discriminatory basis has formed part of the decision making process. 

· Questions will be prepared in advance and the same questions will be asked of each applicant, enabling the interview to follow a set structure and ensures all applicants are treated fairly and equally.
· No questions will be discriminatory, or could be interpreted as such - the focus of the questions will be on the relevant skills, qualities and experience of the applicant.

· No questions will be asked about the applicant’s protected characteristics – i.e.

· Age

· Disability

· Gender Reassignment

· Marriage and Civil Partnership status

· Race

· Religion or Belief

· Sex

· Sexual Orientation

· No questions will be asked about the applicant’s health or disability, unless this is necessary to determine whether the applicant can carry out an intrinsic or absolutely fundamental function of the job, with reasonable adjustments.
Interview Structure

· At the beginning of the interview, the applicant will be put at ease.

· Any others present will be introduced and an outline of their role in the interview provided.
· Relevant information of the Practice and the post in question will be given.

· The main terms and conditions of the employment, including whether or not their position is subject to a probationary period will be provided.
· Wherever possible, open-ended questions that cannot be answered with a simple “Yes” or “No” will be asked.

· The applicant will be encouraged to ask any questions, add anything to any previous answers, or make any points they may feel are relevant.

· The applicant will be advised when s/he can expect to hear the outcome of the interview.

Making and Keeping Interview Records

All Interviewing staff will record summary answers to the questions raised at the interview, as well as the results of any pre-interview testing that may have been undertaken.

All comments will be justifiable and in suitable language, as any applicant, interviewee or even successful candidate can request to see what was written about them prior to, during and after the interview. 
These records will be retained for at least 12 months.

After the 1st Interview

The interview report form will be completed; ensuring non-discriminatory reasons are given for the success or non-success of each applicant.

Should a disabled applicant be offered the job, legislation requires that the Practice must make reasonable adjustments so they can do the work (e.g. provision of special seating facilities; allowing for a level of absence due to sickness “higher than normal”) - failure to do so would be regarded as disability discrimination and any claim would succeed.
Interviewing staff will ensure that no female applicant can be refused a job solely because she is pregnant – she must be offered the job if she is considered to be the best applicant.

Interviewing staff will ensure there is no discrimination against applicants over their Age, Disability, Gender Reassignment, Marriage and Civil Partnership status, Race, Religion or Belief, Sex or Sexual orientation
2nd Interviews

If, after the 1st Interview, it is deemed necessary to hold a 2nd Interview to a final shortlist of applicants, the same procedure as undertaken for the 1st interview will to be followed.

The requirement for a different Interview Checklist will be considered and one produced if appropriate.

Applicants who are required to attend will be contacted by telephone by the appropriate team leader.
Offering the Job to the Successful Applicant
The successful applicant will be offered the job, & sent an offer letter, which will incorporate the main terms of the offer and the conditions attached to the job offer (e.g. subject to satisfactory references or passing a medical examination). 
2 copies of this letter will be sent to the successful applicant, requesting they return one signed copy as confirmation of acceptance of the offer.
Take-up of Satisfactory References

Should the take up and receipt of satisfactory references be required, this will be incorporated in the Job Offer Letter and the. These references will be considered carefully.

If no response to written request, telephone contact to be undertaken with referees made on application pack. 
Obtaining a Medical Report
After an offer of employment has been made, should a Medical Report be required (a non-discriminatory reason for insisting on a medical examination must be evident), the Practice will adopt the following procedure:

Produce a medical report consent form, which is sent to the successful applicant with the Job Offer letter, requesting this be completed and returned with their signed acceptance of the Job Offer.

The Practice will then send a letter to the successful applicant. 
Checking the Qualifications of Health Professionals Policy
The Practice will undertake checks of all newly recruited Health Professionals who require registration with an appropriate body in order to practise
Providing a Written Statement of the Employee’s Terms & Conditions of Employment

A Written Statement of the Employee’s Terms & Conditions of Employment will be provided, and will indicate whether or not their position is subject to a probationary period.
Confirmation of firm and unconditional Job Offer

Upon receipt of their acceptance in writing and receipt of satisfactory references, a medical report and registration / licence / qualification have been satisfactorily completed, the Practice will confirm to the successful applicant that the job offer is now firm and unconditional and the agreed start date, using a letter template. 
Issue outstanding Rejection Letters

Outstanding rejection letters will be issued. Copies will be retained with the appropriate application form & interview notes.
All unsuccessful applicants will be advised that there is an intention to keep their details on file for 12 months for future vacancies (if appropriate) and they should be given the opportunity to have their details removed if they wish, by advising you accordingly. 
All applications will be collated and inserted into a dedicated file and will be retained for at least 12 months in case of an Employment Tribunal or Court action.

A new Employee file will be opened for the successful candidate.
An induction programme will be prepared. 
	Recruitment Template


	NAME OF APPLICANT:

	POSITION APPLIED FOR:

	Rejection letter – Yes       :  No    
	If yes – date sent:

	Reasons for rejection / acceptance for 1st interview:

	

	

	

	

	

	1st  interview date:
	Rejection letter / 2nd Interview

	Notes on 1st interview:

	

	

	

	

	

	

	

	

	

	

	2nd interview date:
	Offer Letter / Rejection Letter

	Notes on 2nd interview:

	

	

	

	

	

	

	

	

	

	

	Acceptance Received
	YES  /  NO
	Date Received:


	Proof of Eligibility of UK Employment
	Document(s) Used as Proof:
	Satisfactory:

YES  /  NO
	Date Copied:

	Proof of Identity Received
	Date:
	Document(s)
Used as Proof:
	

	Photograph Received
	YES  /  NO
	Date:
	Satisfactory:
YES  /  NO

	References Required
	YES  /  NO
	References Received
	Date:
	Satisfactory:    

YES  /  NO

	Medical Report Required
	YES  /  NO
	If YES – Date Consent received:
	Satisfactory:    

YES  /  NO

	Proof of Registration Required
	YES  /  NO
	If YES – Date Consent received:

	
	Date Requested:
	Date Received:
	Satisfactory:

YES  /  NO

	Proof of Licence 

Required
	YES  /  NO
	If YES – Date Consent received:

	
	Date Requested:
	Date Received:
	Satisfactory:

YES  /  NO

	Proof of Qualifications Required
	YES  /  NO
	If YES – Date Consent received:

	
	Date Requested:
	Date Received:
	Satisfactory:

YES  /  NO

	DBS Clearance Required
	Yes
	No
	IF “YES”, confirm receipt of Suitable Disclosure Document
	Date Received:

	Start Date
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