DOWN DISTRICT COUNCIL

RECRUITMENT AND SELECTION – POLICY AND PROCEDURE

	Introduction

	1.1
	The aim of this policy is to ensure fair and equal treatment for all those seeking appointment to positions within, Down District Council regardless of religious or political affiliation, race, disability, marital status, gender, age, sexual orientation or dependants as reflected in the Councils Equal Opportunities Policy.


	1.2
	It is also to ensure that people with the required skills, knowledge, qualifications and experience, in relation to the criteria agreed for a particular position, are appointed to posts within the Council.


	1.3
	This policy and procedure should be read in conjunction with the Code of Procedures on Recruitment and Selection by the Local Government Staff Commission for Northern Ireland.



	General Principles

	2.1
	Down District Council recognises that legislation on equality of opportunity impacts on the recruitment and selection process, and is committed to ensuring that the provisions of such legislation are met within the terms of this policy.



	2.2
	Reasonable adjustments, as defined in the Disability Discrimination Act 1995, will be considered by the Council with regard to applicants with a disability.


	2.3
	A conviction disclosed under the Rehabilitation of Offenders (NI) Order 1978 and Exceptions Order 1979 will not necessarily debar an applicant from appointment.



	2.4
	Successful candidates who will work with children or adults with a learning disability will be required to undergo a Protection of Children and Vulnerable Adults (POCVA) and Police Service of Northern Ireland (PSNI) checks.


	2.5
	The Council will take all necessary steps to avoid allegations of nepotism.  Therefore, anyone directly involved in the recruitment and selection process who has any relationship with or to whom an applicant is known, must disclose the fact.  The Human Resources Manager will decide whether or not the individual is required to withdraw from the process.


	2.6
	Canvassing by applicants, directly or indirectly, will result in automatic disqualification.


	2.7
	Where the Council believes that affirmative action to promote fair participation is necessary and lawful, appropriate programmes will be devised and implemented in accordance with relevant legislation.


	Vacant Positions

	3.1
	Where a line manager is satisfied that a vacancy exists within their area of work a Recruitment Requisition should be completed and approved by the relevant Director/Chief Officer and forwarded to Human Resources accompanied by a Job Description.

	3.2
	When documentation has been agreed and the method of recruitment identified by Human Resources, the Recruitment Requisition will be forwarded to the Management Team for consideration.



	Notification of Vacancies

	4.1
	All vacancies will be normally advertised by Human Resources externally in publications appropriate to the level and nature of the position, taking into account the requirement to promote equality of opportunity.  Notification of vacancies will also be circulated internally.


	4.2
	Advertisements will specify the essential requirements for the position.



	Applications

	5.1
	Applications will only be accepted by Human Resources in connection with specific recruitment exercises initiated by Down District Council.



	5.2
	The Council will only accept applications on the completion of the Council’s standard application form.  Curriculum Vitaes will not be accepted or considered.  The Council will accept electronic versions of the application forms.


	5.3
	Applicants are also required to complete the Council’s equal opportunities monitoring form which may be submitted electronically.


	5.4
	The onus for ensuring that an application form is received by the Council by the closing date and time rests with the applicant.  Application forms which arrive after the closing date and time will not be accepted, save in circumstances deemed to be exceptional by the Council.


	Appointment Panels

	6.1
	Appointment Panels will be convened by Human Resources for all recruitment exercises who will be responsible for the shortlisting, interviewing and the selection of candidates.


	6.2
	All panel members must receive training in Selection and Recruitment techniques and be familiar with appropriate employment legislation.  Panel members will also undertake refresher training as directed by the Council.


	6.3
	It is the responsibility of each panel member to declare any potential conflict of interest e.g. where a family or partner relationship may exist, as soon as such potential becomes apparent. The Human Resources Manager will decide whether or not the individual is required to withdraw from the appointments panel.


	Shortlisting

	7.1
	The Appointment Panel will shortlist applicants on the basis of the person specification.



	7.2
	Applicants will be shortlisted based solely on the information contained in the application form.



	7.3
	Candidates selected for interview will normally be given seven clear working days notice of the date, time and place and whether any other selection tests are to be included.

	7.4
	Candidates will be asked to indicate if they have any special requirements regarding the interview/tests or its arrangements.

	Interviews

	8.1
	The Appointment Panel will prepare a number of questions and agree the marks for each question based on the Job Description and Person Specification for the position.


	8.2
	A structured interview will be held where each candidate is asked similar, but not necessarily identical, pre-planned questions.


	8.3
	Each response is measured against expected answers and these, together with the results of any other selection aids, are used by the panel in making a selection.



	Selection Testing

	9.1
	The Council may include selection testing in the recruitment process including keyboard skills testing, psychometric tests, presentations, assessment centres, etc.



	9.2
	Selection testing may be used for shortlisting or as an addition to the interview.


	Records

	10.1
	All stages of the selection and recruitment process will be recorded on standard council forms and signed by the panel and chairperson.



	10.2
	Recruitment records will be retained in Human Resources for a requisite period of time from the closing date of the advert.


	Offer of Employment

	11.1
	All offers of employment will be made by Human Resources and are subject to a satisfactory pre-employment medical; satisfactory references; evidence of being legally permitted to work in the United Kingdom; verification of qualifications/registration, driving licence and vetting clearance where appropriate.



	11.2
	The Council will make further enquiries about suitable candidates as deemed appropriate and reserves the right to contact any previous employer listed on the application form or current/previous manager.



	Probationary Period

	12.1
	All new appointments to positions within the Council will be subject to a six month probationary period.



	Reserve Lists

	13.1
	A Reserve List of candidates who have reached a satisfactory standard at interview may be maintained for a maximum of twelve months as appropriate.



	13.2
	Candidates who decline two offers of appointment will normally be removed from the Reserve List.  Where a candidate can demonstrate that there are exceptional circumstances preventing the taking up of appointment, a third offer may be made.



	Starting Salary

	14.1
	Successful candidates will normally be appointed to the position on the first spinal column point of the scale or assimilated to the appropriate point if already on the scale.



	14.2
	A maximum of two increments above the minimum point may be awarded by the Management Team where 

· an Appointment Panel has difficulty in filling a vacancy due to market conditions or

· appointees who hold additional relevant qualifications, skills or experience over and above that contained in the job description/personnel specification and clearly identified and agreed by the appointment Panel as being relevant to the position.



	Confidentiality

	15.1
	Confidentiality will be maintained throughout the selection and recruitment process.  All records will remain confidential to the Council unless required by any of the statutory agencies.



	Complaints

	16.1
	If an applicant considers they have been unfairly treated in relation to a recruitment exercise, they should write, setting out the grounds for their complaint, to the Human Resources Manager.
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