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1.0 
Introduction

The Council is committed to recruiting a high-quality workforce with the appropriate expertise and experience. Equality of opportunity for applicants is a key element of this process, and the council’s recruitment and selection procedure has been designed to provide ways in which the Council can assess and appoint the most capable and effective employees on the basis of their relevant merits and abilities. This is measured against the requirements of the role, while also ensuring that all individuals are treated fairly and sensitively.

It is the Council’s policy to recruit the most appropriate person for each vacancy. Please refer to the Council’s Equal Opportunities Policy Statement and Equality Act 2010 guidance for further information.  
The Council operates within the nationally recognised Guaranteed Interview Scheme, {Disability Confident} for applicants and employees with a disability when applying for roles under the Council’s Recruitment and Selection Policy and Procedure. This means that any job applicant either internally or externally, with a disability who meets the minimum essential criteria for a role, will be guaranteed an interview. As appropriate, reasonable adjustments to the recruitment and selection process may be applied. Please refer to the Council’s Disability Equality Guidance for further information.   

The Council may, from time to time, adopt recruitment initiatives to encourage specific targeted groups into the council from those under-represented groups.

1.1 
Recruitment and Selection Policy aims

This policy aims to achieve the following objectives:

· Recruit staff with the appropriate knowledge, skills and abilities, in order to meet operational and strategic requirements

· Ensure that the recruitment methods can attract applicants from diverse sectors of the community 

· Work to a fair and equitable manner which is consistent with employment legislation

· Operate a robust pre-employment vetting process to protect vulnerable service users under both our legal and safeguarding obligations. This will protect the council and minimise the risk of recruiting unsuitable candidates. 
Recruiting Managers are responsible for ensuring that this Policy and Procedure is adhered to. All employees involved in the recruitment and selection process must observe these procedures and ensure that their actions are consistent with the principles of these procedures. Before hiring consider if there is enough work for another person and whether this work is sessional. 
The recruiting manager should prepare the following information before launching a recruitment process:

· An up to date role profile

· Advert text

· Proposed interview/assessment dates

· Request to advertise form using self-service here
It may be that the role has changed since the last job holder and/or the terms and conditions have changed. The recruiting manager must assess the documentation to ensure that it continues to be correct and to amend accordingly. For example, if the role is to be re-evaluated, this revised role profile needs to be submitted via a self-service {Hornbill} request for further Job Evaluation consideration, before issuing the documentation to HR Admin who will implement the recruitment process.   
2.0 
Role profiles
The role profile should outline the following: 

· A brief outline of the job’s purpose

· Details about the main responsibilities of the role. For example, processing invoices and dealing with customers is more informative than general office administration. 
· Explain briefly the importance of the role and how it fits into the business; including other duties and responsibilities. 

· The salary and pay grade of the role.

· It must not differentiate, whether the job could be undertaken on a full-time or on a job share basis. 

3.0 
Preparing to advertise
The recruiting manager should consider the following before creating a job advert:
· Who will be involved in the longlisting and shortlisting of candidates from application submission through to the interview stage
· Each recruitment panel must have a minimum of two panel members that ideally represent the diversity of the council’s workforce. This should help eliminate any unintentional or unconscious bias. 
· At least one Panel members must have completed the e-learning module on recruitment and selection training and where relevant, have undertaken training on safer recruitment,
· Decide the interview questions/assessments and scoring system to be used
· Where a practical or written assessment is used, managers will ensure these are non-discriminatory to disability groups and are a necessary part to the process.
4.0 
The Legislative Background

The Council must be compliant to the following legislation in relation to recruitment:
4.1 
The Equality Act 2010

Employers have a statutory obligation not to discriminate against, victimise or harass job applicants in the following ways:

· The arrangements made for deciding who should be offered a job role
· The terms and conditions of the contract
· Refusing an employment offer to an applicant because of their protected characteristics. Further information can be found on the council’s equal opportunity policy here. 
· Accommodating any reasonable adjustments for disabled people at every stage of the process. 
The London Borough of Waltham Forest is a Disability Confident employer. Further information can be found on this scheme in the Disability Guidance here. 
4.2 
The General Data Protection Regulations - GDPR (2018) and the Data Protection Act - DPA (1998)
The General Data Protection Regulation came into force on May 2018 bringing a significant change to the processes, of how organisations’ handle personal data. The GDPR gives people rights to access information held about them. In addition, there are obligations for better data management and a regime of fines if the council fails to follow the data protection principles. The DPA and GDPR contain rights concerning the processing of personal data which is held in either a computerised format as part of a database or manual records forming part of a relevant filing system. Job applicants can complain to the information commissioner’s office (ICO) if they are not happy with how their personal data has been processed. 

The interview panel must retain the recruitment documentation (for example scoring sheets, interview notes) for all applicants for up to 6 months after the recruitment campaign has closed. Candidates have the right to request to access their recruitment documentation during this time frame. 

Where the recruiting panel are taking copies of relevant documents (for example qualifications, professional registrations, right to work), the candidate should be advised to refer to the recruitment privacy notice for further information on how their data will be processed. This can be found on the council’s website here. 
5.0 
Disclosure and Barring Service (DBS) Checks 

The Rehabilitation of Offenders Act (ROA) allows criminal convictions to become ’spent’, after a period of rehabilitation. If a person does not re-offend during this time the conviction can be ignored and the individual is not legally obliged to mention it when applying for a job. 

However certain jobs are exempt from the ROA. Jobs which are exempt from the ROA will be subject to either an enhanced, standard or basic DBS check. The DBS requirement will be clearly outlined within the Role Profile and the advert.  Managers requiring assistance on the DBS requirement of newly created or revised roles can refer to the Council’s DBS policy found here for further information or contact Human Resources.  

For any roles which are exempt from the ROA, candidates must declare all convictions, both spent and unspent. This includes the declaration of any convictions, cautions, reprimands and final warnings that are not protected (i.e. eligible for filtering as defined in the ROA 1974 (Exceptions) Order 1975 as amended in 2013). Certain old and minor convictions and cautions are not subject to disclosure. The recruiting manager must not use the disclosure of a conviction as a shortlisting criterion. 

Therefore, where applicants are applying for a role that requires a satisfactory DBS, they must be advised that failure to declare a conviction for whatever reason may result in withdrawal of the job offer or termination of employment. It is the responsibility of the recruiting manager to determine if an applicant has declared a conviction. 

5.1
Declared Convictions

Where a relevant conviction is declared at any stage of the process, the recruiting manager must complete the risk assessment here, this can be submitted through Hornbill. The manager completes the risk assessment with the candidate and then considers this alongside other recruitment information. For example, interview notes or references. Having a criminal conviction should not preclude a candidate from being offered a job. The recruiting manager and Service Director must agree any recruitment decision after completing the risk assessment form with the candidate. 
5.2
Overseas applicants

Each application should be considered on its merits, taking into account the requirements of the legislation. Any recruitment decision around criminal convictions should be taken by the recruiting manager in discussion with Human Resources. 

Applicants who have lived overseas and want to work in health, education or social care sectors must provide a criminal record certificate. This must be from any country (except the UK) where they have lived for 12 months or more (whether continuously or in total) in the last 10 years, while aged 18 or over. Applicants who have lived overseas and their new post is subject to an enhanced/standard DBS check, must also be subject to an equivalent level police check from the country they lived in. Further information on how to apply for overseas police checks can be found here
5.3
DBS renewals

Where a job has a DBS requirement, individuals are written to every three years to complete a new DBS clearance. The manager is sent a report of their staff where a DBS is due for renewal by HR Admin. Managers can also view DBS renewal information for their staff on SAP. 
5.4 
Safer recruitment: working with vulnerable adults, young people or children 

There are a number of statutory requirements for compliance to ensure the safe recruitment into council posts, particularly positions where staff work with or are closely involved in services for children and vulnerable adults. These include but are not limited to

· Keeping Children Safe in Education: for schools and colleges. Department of Education September 2018 found here. 

· Working together to Safeguard Children - A guide to interagency working to safeguard and promote the welfare of children. Department of Education July 2018 found here:

Managers should also refer to the council’s 12-step how to guide on safer recruitment found here. 
6.0 
The Recruitment Process
The following recruitment process will be applied:

6.1
Advertising a role  

· There must be a vacant position on SAP for managers to recruit into. Managers can create a new position on SAP using self-service. Managers must ensure that the role profiles, job evaluations and approvals are attached to the submission. 
· Managers submit a request to advertise a role through Hornbill. This includes details such as the job title, contract type, pay, hours and terms along with a closing date and DBS requirement if needed. 

· The job is advertised through the HR Admin. A member of the HR Admin Team will process the request by creating the vacancy on the jobs go public website and any other selected media.
6.2
Redeployee consideration 

· The Council wishes to retain its staff, where their jobs are at risk of redundancy; and thereby their skills and experience where at all possible. Through organisational change and restructuring or natural wastage, new positions become available for recruitment. Where possible, redeployees are considered as a priority candidate as new positions become available. However, specialist posts will usually go out to external advert. Any exceptions to advertising vacancies on the redeployee list before going out to advert such as specialist roles; will require prior HR management approval. Further information on the council’s redeployment process can be found here. 
·  When the recruitment request is received by HR Admin, it will automatically be put on the redeployee list for up to 5 working days before going out to advert. 

The manager should ideally advertise the vacancy for at least two weeks duration.  

6.3 
Shortlisting candidates
After the closing date, the manager must shortlist the applications with another colleague involved in the recruitment process. The following shortlisting process should be considered:

· For those applicants applying under the Guaranteed Interview scheme and meeting the minimum criteria must be shortlisted 
· Use the criteria from the Role Profile to assess applications for short-listing. Do not introduce new criteria
· Do not reject an applicant’s qualifications merely because they were gained overseas, or the certificates are presented in a foreign language. Advice on equivalent qualifications can be obtained
· Assess the candidates against the stated criteria. Those who meet the criteria can progress to interview, those who do not meet the criteria cannot.
· Be consistent when making decisions

· Decide whether or not any stated desirable criteria are to be used. This may be useful if a large number of applications have been received.  Desirable criteria should be used in order of their priority  
6.4
Interviewing and testing
· The shortlisted candidates will be interviewed, and if appropriate a testing mechanism may be applied. 
· Testing must be relevant to the requirements of the role and consideration given to those applicants with a declared disability.  
· After the interview process has concluded the applicants must be marked against their application, interview and test / assessment to determine the most suitable applicant Recruitment staff should use the recruitment scoring template found in Appendix 1: Interview/Assessment Panel Scoring Sheet.
· For safeguarding positions, it is a requirement that at least one of the panel members has undertaken the council’s safer recruitment e-learning module found in the e-learning pool here 
6.5
Successful candidates

· Candidates who are offered a role with a DBS requirement will be required to visit HR Admin with the relevant DBS documents to apply for a DBS. A full list of acceptable DBS documents can be found here
· Where a role has a DBS job requirement, the DBS risk assessment should be completed after a successful candidate has been offered the role; or where an existing employee has transferred to a role which requires a DBS disclosure. Where required, the risk assessment needs to be completed before a candidate can commence employment. If further action is necessary, this should be agreed between HR and the line manager.
· Where a criminal conviction is made this will need to be considered and assessed using the DBS policy, {insert link} guidance about eligibility for standard and enhanced DBS checks and the level of risk involved. 
· The DBS process is completed online by HR Admin and an outcome is delivered through the DBS portal. 

6.6
Application assessment and Interview feedback

Recruiting managers may wish to offer feedback to those who have participated in the recruitment process. This is so that applicants can look at constructive ways in which to improve their future application submissions or interview skills.      

6.7
Retaining documentation 
Any job applicant can request to access the recruitment information held about them for a period of 6 months. Therefore, the recruiting panel must keep the recruitment documentation for up to 6 months after the process has been completed.

7.0 
Pre-employment checks
All council offers of employment are conditional, subject to the normal pre-employment vetting requirements. 
The HR Admin team are responsible for carrying out the pre-employment checks. 
However, during the interview stage recruiting managers must take copies of documents such as right to work. Recruiting managers are also required to verify the professional body status and qualifications of the successful candidate by contacting the appropriate board to ensure legitimacy. It is the responsibility of the recruiting manager to verify the validity of the documentation and advise HRA of their status as part of the on boarding process.    
Any documents received from the candidate must be certified; as original seen signed and dated by the interview panel member. 
HR admin will collate all pre-employment documentation HR admin will report any discrepancies to the service manager.
If successful at the interview/assessment stage the candidate will be made a provisional job offer, subject to certain conditions being met. The conditions of confirming an offer would include the following:
7.1 
Proof of residence and right to work. 

HR Admin will obtain one proof of address as residence in the UK. This must be dated within the last three months. 

The Council is required to consider all new employees’ eligibility to work in the UK before they commence employment with the Council. Therefore, offers of employment are subject to the production of suitable documentation, which indicates whether applicants are allowed to work in the UK. Please refer to the Right to work and sponsoring overseas workers guidance for further information found here. 
7.2 
Occupational Health 
All candidates must be able to undertake the duties of the job applied for. All applicants will need to complete a short questionnaire to determine whether a referral to occupational health needs to be made so that this can be fully explored. If a referral is required, candidates will be asked to complete an online medical questionnaire from which occupational health will decide whether a medical examination, other checks or reasonable adjustments are required. Health questionnaires should only be completed after a job offer has been made (i.e. after the offer has been made). The recruiting manager will be made aware of any matters raised within the questionnaire and decided if a referral to Occupational Health is required. This referral will assess the appropriateness of the role and where necessary assess possible reasonable adjustments that can be made. 

For some internal appointments where the new job represents fundamentally similar work, a medical assessment is not necessary. Where the duties are substantially different, a medical assessment can be requested by the recruiting manager. Some roles require a more comprehensive level of medical clearance due to their hazardous or specialist nature. If an individual is offered one of those roles, they will be asked to complete an occupational health assessment. 

If a reference received indicates a high level of sickness absence or some other medical-related concern, HR Admin will inform occupational health so that they can take this into account when determining whether the candidate is able to undertake the role. Any decision to withdraw an offer on medical grounds is taken by the recruiting manager in consultation with Human Resources, based of all the available information. 

7.3 
Professional body registration

Where a job requires that the post holder has a specific professional registration or qualification the original certificate/proof of registration must be presented to the interview panel for inspection. It is the responsibility of the recruiting manager to assess the validity of the documentation with the professional body. A copy of the certificate/proof of registration must be taken and signed and dated as seen by the recruiting manager and as confirmation of its validity. A copy of documents must be sent to HR Admin for retention on the employees file. 
The recruiting manager is responsible for checking professional registrations and qualifications (for example, health and care, educational roles). 

Only HCPC professional registrations and renewals are checked by HR Admin.  

7.4 
References 
A minimum of two references will be required and one should be from a current or most recent employer (or teacher/tutor if applicant has recently left school/college/university). For some posts, for example social workers, where there are safeguarding obligations, five years employment history will be required; this may involve additional reference checks. 
At least one reference should be obtained for any internal candidate. This would usually be from the employee’s current line manager. HR Admin will approve and verify the source of the reference. 
References should be true, accurate, and fair; and be based on documented fact.
With this in mind, some employers may be reluctant to comment on an individual’s character, including whether they would be re-employed as they may be concerned about claims about defamation of character or breach of contract. As a result, references may only provide factual information, such as dates of employment and the position held. 
Where the post has safeguarding responsibilities, a reference will not be acceptable unless the referee confirms that there are or have been no safeguarding concerns. Therefore, the Council has a recommended prescribed list of referee questions that must be completed for safeguarding roles. Any failure to answer questions around this must be challenged and clarified, as necessary. 

It is the manager’s responsibility to ensure that any character referees given by the applicant appear independent of the applicant and of each other. Check for surnames, or same addresses or other similarities. Character references should have known the applicant for two years and be in positions of responsibility. 

Verbal references on their own should not be accepted. However, if there is no alternative and a reference is taken verbally, it should be posted or emailed to the referee to confirm the discussion that took place as being on behalf of that employer. 
Verbal references will not be viewed as acceptable under any circumstances for safeguarding posts.
For periods of self-employment, evidence must be obtained (for example, from HMRC or accounting records, to establish an employment timeline during declared periods of self- employment. 
7.5 
Roles requiring a driving licence

Candidates for roles where it is essential that a driving licence is held should provide their full driving licence at interview, and a copy should be taken, signed, dated and retained by HR. file. 

Unless specified by the line manager, this does not need to be a clean driving licence. However, where a clean driving license is necessary, the candidate will need to provide details of the DVLA check service, as outlined here. This will be described to applicants at the application stage for posts where a driving licence is required. 

7.6 
Politically restricted posts

Under the provisions of the Local Government and Housing Act 1989 and as amended under the Local Democracy, Economic Development and Construction Act 2009 certain posts within local authorities are subject to restrictions on political activities, which, post holders are able to undertake. For further information, please email HR.
7.7 
DBS clearance 

All applicants will only be required to declare any unspent convictions for further consideration by management, as necessary. This is applicable for all successful applicants.

Where a declaration is made this will be addressed in line with the Council’s Disclosure and Barring Service {DBS} Guidance. Please refer to the section 5, Disclosure and Barring Service (DBS) Checks and full Disclosure and Barring Service {DBS} Guidance for further information.
Where required, advice will be sought from Legal Services to ensure that the matter is fairly and legally considered.  

8.0 
Corporate and Team Induction

All new employees should attend a local induction within their team. The first few days should be set aside to handle the essential matters of orientation, team and department induction. This will help provide the employee with an understanding of the council’s culture and values and how these translate into their role. Work shadowing with team colleagues, on-the-job training can also be included as part of this induction. 
New employees will receive an invite to the council’s corporate induction session which includes a welcome from the Chief Executive or another Management Board member, who will speak about the Council’s priorities, achievements and challenges and includes a bus tour of the borough.

Managers should refer their staff to the e-learning courses relevant to their work. Further information can be found here. 
9.0 
Secondments
A secondment is the temporary transfer of an employee to another post within the Council or to an external organisation (for example the NHS). A secondment will offer opportunities, to develop or consolidate an employee’s experience, skills, knowledge and abilities while meeting the Council’s needs to provide a service. Further details on the council’s secondment policy can be found here.
10.0 Chief Officer recruitment
Chief Officer Recruitment relates to those roles graded above P012 that report directly to a Strategic Director, appointments will be made through a staffing committee; with representatives from HR. For temporary appointments, the responsibility to recruit will be made by the Head of Paid Services rather than the staffing committee. In some instances, specialist search and selection agencies using targeted recruitment campaigns are used to headhunt to Chief Officer roles. Similar to the usual recruitment process outlined above, pre-employment checks are carried out as appropriate. The campaign turnaround is expedited to ensure any chief officer appointment can be confirmed as soon as possible to accommodate an earlier start date. This process will be administered by the HR Admin team. 
Appendix 1: Interview/Assessment Panel Scoring Sheet

Scoring key

Not met:    partially met:    met:
When scoring the response to each question, any gaps need to be identified, these gaps can then be used to identify the development needs of the successful candidate, if any, as part of their induction programme, please refer to example assessment sheet below for guidance on this.   
	Question No:
	Role profile  Reference & Competencies
	Question: 

	1
	
	Probe:

	Answer should include 




	2
	
	Question:

Probe:

	Answer should include:




	3
	
	Question:

Probe:

	Answer should include: 




	4
	
	Question:

Probe: 

	Answer should include: 




	5


	
	Question:

Probe: 

	Answer should include: 




	6
	
	Question:

Probe e.g’s: How have you done this in the past?

What was achieved?

	Answers should include:

  


	7
	
	Question

Probe:

Depending on the answer – 

Are there differences from other staff?

What difficulties, if any, do you envisage in doing this?

	Answer should include:




SUMMARY OF INTERVIEW 

This is an example on how to complete the summary including the RAG rating for ease of reference:

	Applicants name 
	Question 1
	Question 2
	Question 3 
	Summary

	 
	
	
	
	

	{insert name}
	Not met {insert reasoning for this}
	Not met {insert reasoning for this}
	Not met {insert reasoning for this}
	{INSERT FULL SUMMARY DETAILS}

	{insert name}
	Partly met {insert reasoning for this} 
	Met {insert reasoning for this
	Partly met {insert reasoning for this}
	{INSERT FULL SUMMARY DETAILS}

	{insert name}
	Partly met {insert reasoning for this}
	Partly met {insert reasoning for this}
	Met {insert reasoning for this
	{INSERT FULL SUMMARY DETAILS}

	{insert name}
	Met {insert reasoning for this
	Met {insert reasoning for this
	Met {insert reasoning for this
	{INSERT FULL SUMMARY DETAILS}

	{insert name}
	Met {insert reasoning for this}
	Met {insert reasoning for this
	Partly met {insert reasoning for this}
	{INSERT FULL SUMMARY DETAILS}


2

If you have any queries regarding the content of this policy and procedure, please contact HR on HR@walthamforest.gov.uk the HR team will be able to give advice and practical guidance on this process as required  




