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Policy Statement 
This policy aims to define the processes by which The Action Group recruits and selects its paid employees, casual workers and volunteers.
The Action Group considers that successful attainment of its mission and vision is partly dependent on the recruitment and selection of a competent and committed workforce. It is essential therefore that all recruitment processes are effective, efficient and fair.
Effective processes are those which attract a sufficient number of skilled applicants, reject unsuitable ones, and select individuals who are best-suited to the particular role.
Efficient processes are those in which all activities are conducted in the most timely and least expensive manner which is reasonable in the circumstances.
Fair processes are those which do not include any direct or indirect unlawful discrimination and which allow all applicants to be judged on their individual merits. These processes must be applied equally to all applicants, except in circumstances where adjustments are required in order to satisfy diverse needs.
In this policy the term ‘applicant’ is used to describe individuals who submit a completed application form (or where applicable, a CV) to The Action Group. ‘Recruiting managers’ are managers with responsibility for selection. ‘HR management’ are individuals with management responsibility within the HR department.
The Action Group will comply with safer recruitment standards laid out by appropriate bodies such as the Care Inspectorate, Scottish Government, SSSC, etc. 



Section 1 – Equal Opportunities and Diversity
1.1 	The Action Group is an equal opportunities employer. Therefore unless it can be shown to be relevant and necessary to the position applied for, no applicant should receive less favourable treatment on any of the following grounds: race, colour, nationality, ethnic origin, disability, age, language, religion, political or other option affiliation, gender, gender reassignment, sexual orientation, marital status, national or social origin, property, birth or other status, family connections, or membership or non membership of a trade union.
1.2	The Action Group is committed to encouraging diversity. The organisation welcomes and encourages applications from under-represented or socially disadvantaged sections of the population.
1.3	Reasonable adjustments will always be made to recruitment processes where necessary to ensure their accessibility to disabled applicants. Examples might include accepting an audio application from a visually-impaired applicant or holding an interview in a wheelchair-accessible room.
1.4	All applicants will be asked to complete an equal opportunities monitoring form which contains details about their age, gender, ethnic origin, nationality and any disability. The contents of this form will not be considered by recruiting managers during the selection process. Data collected will be used to monitor The Action Group’s ongoing performance on equal opportunities and diversity issues.


Section 2 – Identification of Vacancy
2.1 	Vacancies will be identified by relevant managers but must be authorised by the appropriate Senior Manager before the recruitment process can begin. For services such as HACSS and CAATS which are anticipated to have ongoing and regular recruitment needs, an alternative authorisation process may be agreed by the management involved.
2.2	If the vacancy is for a new position then a job description (including salary details) and person specification based must be produced and agreed by the HR department.

Section 3 – Advertising of Vacancy
3.1	All vacancies which provide potential promotional or redeployment opportunities for existing staff will be advertised internally for a period agreed by HR management either before or at the same time as external adverts are published. Where possible, talent management records from completed appraisals will be checked and relevant staff contacted directly. However, these policies may be waived on occasion if it has been explicitly identified that the organisation is seeking an external candidate due to required skills.
3.2	All vacancies open to external applicants will be advertised on The Action Group’s own website, in addition to other publications and websites as appropriate.
3.3	Adverts will be paid for via individual departmental budgets. Assistance with wording and media choice can be gained from the HR department. 
3.4	All adverts must be approved by a member of HR management prior to publication to ensure they comply with standards of best practice, are cost-effective, and reflect an appropriate image of the organisation.
3.5	Wherever possible, The Action Group will recruit without the use of agencies. On occasions where their involvement is necessary, fees will be paid from the relevant department’s budget. 

Section 4 – Receipt of Applications
4.1 	Applications for paid or voluntary positions will usually be made by application form unless an applicant’s disability means that an alternative format must be used. The Action Group will not short list CVs except in cases where an agency has been used, or for some office-based posts where an application form is not considered to add value. 
4.2	If an applicant wishes to apply for more than one separate position at The Action Group they are normally expected to submit separate application forms/CVs so to ensure smoothness within the recruitment processes, but this requirement may be waived on individual occasions if both recruiting managers and HR staff agree.
4.3	Applicants for roles which require a Protecting Vulnerable Groups (PVG) or standard disclosure check will be asked to complete a self-declaration form at application stage in order to list previous convictions which may appear on their certificate.

Section 5 – Short Listing
5.1	All applications for paid positions will be short listed by one or more trained managers according to how well their application demonstrates selected competencies/qualifications/experience, plus other requirements of the person specification as appropriate.
5.2	The short listing pass grade will be agreed by recruiting managers before applications for paid positions are considered. Where practical, all those who achieve this will be invited to interview. If the number of candidates means that this is not practical, then disabled applicants who have met all minimum criteria for the post will be automatically offered an interview. This meets with the requirements of the Government’s ‘positive about disability’ scheme.
5.3	Applicants who are unsuccessful at the short listing stage will be informed of this within a reasonable timescale. If the number of applicants for a position is anticipated to be so great as to make this impractical, this should wherever possible be mentioned on the job advert when published.
5.4	Verbal feedback should be offered to all internal candidates. External applicants can be given verbal feedback on the explicit request of a recruiting manager or applicant, but it shall not be offered routinely to all.
5.5	Applicants for available voluntary positions will normally be invited to interview without any short listing process. 

Section 6 – Interview Selection
6.1	No applicant will be offered a position (paid or voluntary) at The Action Group without attending an interview, plus other necessary selection tests or presentations beforehand.
6.2	Applicants invited to interview should be given reasonable notice in order to give them time for planning and preparation. Applicants will be asked to inform The Action Group of any adjustments needed at interview in order to accommodate disabilities.
6.3	From their arrival at the place of interview to the time of their departure, applicants should be treated in such a manner as to make them feel welcomed and to reinforce a positive impression of The Action Group.
6.4	Interview panels will be made up of at least two managers trained in recruitment. No panel will include less than two managers. One person will be allocated the position of lead panel member. The lead panel member has overall responsibility for the following:
· Ensuring the interview is completed fairly
· Ensuring that the recruitment policy is followed correctly
· Ensuring that all appropriate questions are asked of the applicant (including clarification on previous employment, etc if necessary)
· Ensuring that all interview paperwork is completed correctly and is handed over to the HR department afterwards

6.5	Applicants who arrive late for interview will be considered at the discretion of the lead panel member. Those that fail to attend interview without satisfactory notice or explanation will be considered to have withdrawn themselves from the recruitment process. This may be taken into account by recruiting managers should the same individuals reapply in the future.
6.6	Prior to the interview’s commencement all panel members will agree a minimum pass mark and identify any issues on the application form which require explanation or clarification from the applicant. 
6.7	All interview questions will be based on specific role requirements, including behavioural competencies where relevant. Responsibility for developing them lies jointly with HR management, Development/Senior Managers and any other nominated persons from the relevant service area.
6.8	Overall accountability for ensuring that relevant candidate documentation (eg. passports, certificates, etc) is checked and copied lies with HR management. However, day-to-day responsibility for this may be delegated to other trained individuals.
6.9	Wherever possible, applicants will be assessed by work sample, oral presentation, written test, service user meeting, or other valid selection method in addition to interview in order to ensure that the best candidates are selected. Responsibility for developing these assessments lies jointly with HR management, Development/Senior Managers and any other nominated persons from the relevant service area.
6.10	Applicants successful at this stage of the process will be issued a provisional offer of employment/work by HR which is conditional on the receipt of satisfactory post-offer checks. In some cases interview panels may request that the application of a ‘second choice’ individual is kept on hold for the following six months in case the initial offer is not accepted or proves unsatisfactory.
6.11	Applicants who are unsuccessful will be notified of this in writing and given the opportunity to seek feedback from the lead panel member. Feedback will usually be given verbally, but if the applicant requests it in writing, this must be approved by HR management before issue.
6.12	It is not the usual practice of The Action Group to reimburse applicants for costs incurred whilst attending interview. However, this may be approved by the Senior Manager HR in circumstances where the position requires specialist skills and the applicant has travelled a long distance in order to attend.

Section 7 – Post-offer Checks
7.1	Each applicant will be requested to supply no less than two referees for The Action Group to contact using a standard form. The first of these must be the applicant’s most recent employer. The second should be another previous employer, tutor or volunteer supervisor. If none of these are available then a reference from a friend or colleague may be accepted once approval has been granted by HR management, subject to appropriate risk assessment (see 7.15). Internal candidates may be able to use a previous reference provided to The Action Group as their second referee.
7.2	Pre-written references (i.e. references provided by the candidate which have not been addressed directly to The Action Group) will only be accepted in circumstances where it is not possible to obtain a reference from the relevant employer by any other form. (Subject to appropriate risk assessment – see 7.15)
7.3	Telephone references cannot be accepted unless followed up in written form.
7.4	References not written in English will be accepted at The Action Group’s discretion, dependent on the organisation’s ability to obtain a reliable translation.
7.5	If a reference is unsatisfactory or contains issues of concern a decision on the applicant’s offer of employment/work will be agreed by recruiting managers and HR management based on a completed risk assessment (see 7.15). This may include requesting further independent references about the applicant. If managers are unable to agree a final decision, this will be made by the HR Manager or Senior Manager HR.	
7.6	Applicants who receive provisional offers of employment/work will undergo disclosure or PVG checks as described by The Action Group’s Disclosure Standards policy. If previous convictions are listed on the certificate, a decision on how to proceed will be made by senior management. This may involve a further meeting with the applicant to discuss and risk assess concerns.
7.7	Applicants who receive provisional offers of employment/work will also be asked to undergo an occupational health (OH) check to identify health concerns which may affect their ability to carry out the duties of the position. The outcome of this will either be full clearance for the role, partial clearance with some adjustments to the role, or no clearance as the applicant is believed to be unsuitable for the position. In the latter case, a decision on the applicant’s offer of employment/work will be made by the Senior Manager HR.
7.8	If the OH clearance recommends adjustments to the role, HR management will assist recruiting managers to complete a Staff health or disability risk assessment form either before or at the start of the applicant’s employment. If there is any doubt about the suitability or practicality of adjustments proposed by OH, this must be referred to the HR Manager or Senior Manager HR.
7.9	All applicants for paid positions at The Action Group must present proof of their right to work in the UK prior to being offered employment. This will be done by bringing along to interview examples of documentation from lists A or B in the Border & Immigration Agency’s Code of Practice for employers regarding the prevention of illegal working. (A list of this documentation is provided in appendix A.) Copies will be retained by The Action Group and any visa conditions or expiry dates noted in order to demonstrate compliance with the Asylum, Immigration and Nationality Act 2006.
7.10	Applicants who provide documentation from list B of the above will have their legal right to work in the UK checked on a yearly basis by the HR department.
7.11	Applicants from overseas with student visas will be asked to provide written confirmation of their enrolment and dates of study at an educational institution. This is in order to verify their right to work in the UK, and to confirm vacation dates when they have the right to work an increased number of hours.
7.12	Where a successful applicant claims to hold qualifications which are relevant for the role, proof of these must be demonstrated before an employment or casual worker contract is issued. This will usually be done at interview and copies of all certificates will be kept by HR.
7.13	Where the position applied for requires registration with a professional body, or the successful applicant has declared membership of a relevant professional body, or the successful applicant’s previous employment indicates membership of a relevant professional body; then this will be checked by the HR department.
7.14 	Once all post-offer checks have been completed the Cascade record for the applicant will be signed off by a member of HR management. No unconditional offers of employment/work will be made until this clearance has been obtained.
7.15	If any aspect of the post-offer checks process is less than satisfactory (eg. poor reference, unable to contact previous employers, etc) then the person responsible for the above final review is responsible for completing a risk assessment of the applicant. This risk assessment will take into account the following:
· The reason for risk assessment
· The level of risk this poses to service users or services
· What efforts have been made to control or reduce this risk (eg. attempts to verify applicant’s legitimate reasons why a reference is negative or unavailable)
· Any appropriate methods by which this risk could be monitored and controlled in the future 
· Overall evaluation of whether the gaps/issues in post-offer checks would a legitimate and appropriate barrier to the applicant taking up the position applied for.
Once complete, the risk assessment must be signed off by both a Development Manager and HR Manager/Senior Manager HR.
7.16	In cases where the post-offer checks process results in a rejection of the applicant’s application, they will be informed of this in writing. However, guidance received from Disclosure Scotland states that reasons for this should not be given. This is because PVG certificates occasionally include information from ongoing police investigations which is unknown to the candidate, and the best way to ensure that candidates rejected for this reason do not learn of this, is to have a standard policy in all cases of no feedback given on post-offer checks. (See also the data protection implications of disclosing information in references in 9.3.)

Section 8 – Offer of Position
8.1	After the post-offer checks have been signed off, service area managers are responsible for arranging start dates, choosing suitable teams (if applicable), and passing appropriate new starter paperwork to HR for any successful applicants to their service areas. 
8.2	Successful applicants will usually be appointed on the lowest point of the position’s pay scale. Senior management may overrule this on occasion if they deem appropriate.
8.3	In rare cases it might be necessary to place applicants on hold following the satisfactory completion of all post-offer checks due to a lack of suitable vacancies. This should be avoided wherever possible.

Section 9 – Data Protection
9.1	All applicant information will be treated as confidential and kept within The Action Group’s management structure and HR. Duplicates of application forms will be destroyed once their use has passed.
9.2	Application forms and related documentation from withdrawn or rejected applications will be kept for six months before being disposed of securely. This is in accordance with The Action Group’s data protection policy.
9.3	Under data protection law, references written by an external party about an applicant may be considered as the personal data of the author, as well as the applicant themselves. Therefore applicants do not have the automatic right to read references written about them in full, and any request to do so must be carefully considered by HR management.
9.4	Once an applicant begins employment with The Action Group, all recruitment records (except those listing previous convictions) will be transferred to their individual HR file. 
9.5	All documents from the recruitment process which list previous convictions will be destroyed securely when the applicant starts, except for the following:
· The Action Group’s copy of their PVG certificate for this role
· Part E (the final page) of their completed self-declaration form
· Notes from any completed risk assessment or meeting with senior management

Section 10 – Review and Evaluation
10.1	Ongoing vacancies and the progress of applications will be monitored on a regular basis by HR management.
10.2	HR management will continually monitor both the standards and consistency of short listing and interview scores in order to identify opportunities for training or process improvement.
10.3	These Standards for recruitment will be reviewed by HR management on a two-yearly basis using the following criteria
· Does the organisation receive an adequate number of qualified applicants for vacant positions?
· Does the recruitment process operate in a time and cost efficient manner?
· Do successful applicants prove suitable for their new roles?
· Is the level of labour turnover amongst probationary staff within acceptable limits?
· Is the recruitment process transparent and fair?
· Does the management team believe that these Standards promote effective, efficient and fair recruitment?


Appendix A

List of Documents Providing Proof of Right to Work in the UK
You must provide original documents from either list A or list B.
List A
1. A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and colonies having the right of abode in the UK.
2. A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of an European Economic Area (EEA) country or Switzerland.
3. A registration certificate or document certifying  permanent residence issued by the Home Office to a national of an EEA country or Switzerland.
4. A permanent residence card issued by the Home Office to the family member of a national of an EEA country or Switzerland.
5. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or have no time limit on their stay in the UK.
6. A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.
7. A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK together with an official document giving the person’s permanent National Insurance number and their name issued by a  Government agency or a previous employer.
8. A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents or adoptive parents, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
10. A certificate of registration or naturalization as a British citizen together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
List B - Acceptable documents to establish a statutory excuse for a limited period of time
Group 1 - Documents where a time-limited statutory excuse lasts until the expiry date of leave
1. A current passport endorsed to show that the holder is allowed to stay in the UK  and is currently allowed to do the type of work in question.
2. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question
3. A current residence card (including an accession residence card or derivative residence card) issued by the Home Office to a non EEA national who is a family member of a national of a EEA country or Switzerland or who has a derivative right of residence.
4. A current immigration status document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
Group 2 - Documents where a time-limited statutory excuse lasts for 6 months
1. A certificate of application issued by the Home Office under regulation 17(3) or 18A92) of the Immigration (European Economic Area) Regulations 2006 to a family member of a national of a EEA country or Switzerland stating that the holder is permitted to take employment with is less than 6 months old together with a positive verification notice* from the Home Office employer checking service.
2. An application registration card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a positive verification notice from the Home Office employer checking service
3. A positive verification notice issued by the Home Office employer checking service to the employer or prospective employer which indicates that the named person may stay in the UK and is permitted to do the work in question.
*A positive verification notice is official correspondence from the Home Office employer checking service which confirms that a named person has permission to undertake the work in question.
List of European Economic Area (EEA) Countries
	Austria
	Germany
	Malta

	Belgium
	Greece
	Netherlands

	Bulgaria
	Hungary
	Norway

	Croatia *
	Iceland
	Poland

	Cyprus
	Ireland
	Portugal

	Czech Republic
	Italy
	Romania

	Denmark
	Latvia
	Slovakia

	Estonia
	Liechtenstein
	Slovenia

	Finland
	Lithuania
	Spain

	France
	Luxembourg
	Sweden


*There are special requirements applicable at present for Croatian nationals.
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