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RECRUITMENT    POLICY
1. Recruitment of staff is the responsibility of the management team with support from the committee.

2. Recruitment will be subject to JAMES's Equal Opportunities Policy.

3. A job description and personnel specification will be drawn up for all posts and these will be reviewed at regular intervals.

4. All vacant posts will be advertised.

5. Shortlisting and selection of the best person for the job will be made on the basis of the quality of the written application, references and performance in the interview process, as measured against the job description and personnel specification.

6. Advertising, shortlisting and interviewing will be undertaken by the management team or an employment sub-group.

7. Staff will be issued with a contract and JAMES's Terms and conditions of Service.  In the case of staff employed sessionally a letter outlining expectations of them will be issued.

8. As JAMES works with young people applicants are required to disclose all criminal convictions and a failure to do so may result in subsequent dismissal.(see policy CRB/DBS -Police Check)   
9. Details of applicants will be retained in order to monitor JAMES's adherence to its EQUAL OPPORTUNITIES POLICY.

Procedure
Stage 1. Defining the Vacancy

STAFF

· Get authorisation to employ / recruit.

· Get confirmation of job title wage rate, working hours. (Ensure that these comply with the Staff Recruitment Policy 

STAFF & VOLUNTEERS

· Define needs and who will take on all responsibilities:- direction, control, and training. (For volunteers ensure this complies with the Volunteering Policy )

 Stage 2. Preparation and Advertising .

NOTE All the following must comply with the following policies:- Human Rights, Confidentiality, Equal Opportunities, Police Checks, and Staff Recruitment

· Decide when the vacancy shall be advertised, with regard to; availability of interviewing officer or panel; holidays, and other considerations.

· Decide on the extent of job advertising & ensure cost is authorised.

· Be aware of timescale of Police checks and of obtaining other references. (Does this affect the type of employee targeted or breadth of advertising)

· Ensure that an up-to-date Job Description is available, and where appropriate a Personnel Specification. 

· Decide on the wording for the advertisement (preferably that which will narrow down the applicants as much as possible to those who could be reasonably considered and deter inappropriately qualified / experienced people from applying). 

· Get someone to check the wording and how it fits with the above named policies.

· Place the advertisement.

Stage 3. Recruiting

· Important;- Remove personal information from applications (gender/ ethnicity / age etc) and  utilise a number only for each applicant’s qualification & experience details, marking the personal details likewise for marrying–up later. Keep the personal information sheet within HR for later reference and equality monitoring. Pass the other application information to the relevant manager for consideration.

· Select a short list based only how each applicant’s details match with the set criteria.

· (Consider a Young Persons Panel in addition which will carry out the next two stages & whose results will be considered when making the appointment.)

· Prepare a set of questions in order to ask the same questions to each applicant.

· Interview.  
· Select person to whom job shall be offered. (respecting policies stated in Stage 2 and at the foot of this document) 
· Check if references are available & if possible make job offer by phone the same day, mentioning  this is subject to satisfactory police check , and if appropriate, reference(s) . Agree starting date. 

· Confirm appointment in writing

· Clarify whether any health or disability issues exist. If so can reasonable adjustments be made to the job?

· Where possible commence with police check at this stage.

· Prepare letters to send to unsuccessful candidates when satisfactory (usually written) confirmation is received that the selected candidate will start.

· Send ‘unsuccessful’  letters.

· Arrange for induction (who will do what & when, Induction pack..

Stage 4. Inducting

· Welcome starter and complete the starter form for wages & records purposes 

· Issue Induction Pack. Ensure that the starter reads, understands, accepts and signs off all the essential information contained in the Initial Starter Pack.

· If Police Check not to hand explain any restrictions which apply until that is obtained.

· Ensure that every starter knows:-

· Who their line manager is.

· What their job title is

· What their key tasks will be.

· When & how they will be paid (including  expenses).
· Safeguarding protocols 
· Introduce the starter to the job.

· Activate a Personnel File for that starter.

· Follow-up any outstanding queries or problems on an urgent basis.

· Initiate any specialised training should this be required.

Stage 5. Follow-up. ( Safe recruitment check)
· Obtain & review the police check & other references, where appropriate. (Always bearing in mind that it is not the checks/ references that are mandatory but that we take all reasonable steps to avoid employing someone who is inappropriate for the position concerned; having particular reference in most cases to being in one–to-one situations with vulnerable young people.).Ensure the starter & their manager are notified as soon as this is cleared, so that full involvement may be commenced [assuming the checks do not indicate otherwise].  

· Within the statuary period, ensure that the contract (Terms and conditions of employment document) has been issued, its receipt signed-for on the copy document, and the copy filed in the personnel file at Head Office. 

· At an appropriate time, usually within three months, the manager should review progress with the starter (a two-way process), deal with any issues coming from this, check that the relevant training and experience has been checked off on the individual’s Induction Pack and ensure that the recruit receives / has received their Terms and Conditions of Employment (Contract of Employment and Employee Handbook ) 
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