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Introduction
This document explains our policy on the recruitment and selection of paid staff.
 
It aims to attract, assess, and appoint the best candidates for jobs, to promote equality of opportunity and to build a quality workforce to achieve the objectives of the Parish Council.

It will be used by all those who are responsible for recruiting staff to ensure consistency. 

All selection decisions will be based on skills, qualifications, and experience.
Equality commitment
We believe that no employee or potential employee should be treated less favourably in employment because of their race, religion or belief, gender, disability, sexual orientation, age, gender reassignment, marriage and civil partnership, pregnancy and maternity, or offending background. 

No one will be disadvantaged by any conditions of employment or requirements that cannot be justified as necessary on operational grounds. 
 
We recognise that apart from job related qualifications and experience, other knowledge and experience may be equally valid in the appointment of a worker and are particularly relevant in the case of people from groups that experience discrimination.

Where the policy refers to a disabled person, we are using the definition under the Disability Discrimination Act, which states that someone is a disabled person if they have a physical or mental impairment, which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities.
Job description
When a vacancy arises, or a new position is created, a job appraisal will be carried out, and the job description created or reassessed according to operational need. 
 
Job descriptions will be flexible and allow for reasonable adjustments to be made should disabled people apply.

The job description will include the following information:
· Title and overall role and purpose of post.
· Summary of terms and conditions of the post.
· List of principal responsibilities and duties (around 8 to 12 very brief statements).
· General duties such as attending internal meetings, representing the Parish Council, preparing reports and statistics, undertaking training.
· General statement: ‘This is not a complete statement of duties and may be amended in the light of changing needs of the Council after consultation with the postholder’.
Person specification 
The person specification is a statement of the specific skills, knowledge, experience, and attributes required to undertake the tasks involved in the job. It will be used as a basis for selecting candidates to be shortlisted and for decision making during the interview itself by providing known, appropriate, justifiable, and agreed criteria.

The criteria will be testable against their CV, covering letter and interview process this may include a presentation or test.
  
No criteria will be used for shortlisting or selection that are not included in the person specification.  

Criteria will be divided into those that are essential (candidates must have these), and those that are desirable (can be acquired after appointment). 

Genuine Occupational Qualifications will be included, where appropriate, with justification. 

No artificial barriers will be included, and all posts will be open to applicants of legal employable age, except in exceptional circumstances or as determined by our insurers or legislation.

The criteria may be weighted. The recruitment panel will make this decision.

Formal qualifications will not be required unless necessary and related to the job when it will be stated in the person specification.  Equivalent overseas qualifications will be regarded as acceptable.  Any doubts over comparability will be checked.  

Full account will be given to all types and lengths of experience, including voluntary work experience.
Career development
Herne and Broomfield Parish Council is committed to supporting the development of its employees.
 
The Council has the authority to approve internal only advertising of vacant posts in certain circumstances, unless the post is for the Parish Clerk when the vacancy will be advertised externally.

In the following circumstances there would not normally be an external advertisement:
· Existing part-time posts, which are allocated additional hours, where the overall nature of the posts remains unchanged and the increase in hours, is less than 50%.
· Existing posts that are re-graded following additional responsibilities, where the overall nature of the posts remains unchanged.
· Temporary vacancies of a limited nature.
Selection panel
To minimise stereotyping and bias all selection decisions will be made by a selection panel which will be appointed to take through the whole recruitment and selection process including advertising, short listing, interviewing and selection. 
Where possible this will be made up of:
· at least two members of the Finance and Resources Committee,
· the Parish Council chair or Vice Chair 
· and the Parish Clerk. 
· When the vacancy relates to the Herne Centre, the Herne Centre Manager will also be included on the selection panel.
The panel may take appropriate advice to assist them. 

Advertising
Where posts are externally advertised, advertisements will be designed and placed to attract as wide a group of suitable applicants as possible within budgetary constraints. 

All advertisements will carry our statement of commitment to equality and indicate whether or not the post is subject to a DBS disclosure.  

We will make sure we provide job information in accessible formats as requested.
Short listing
Short listing will be conducted by the selection panel based on the essential and desirable criteria for the post and will be applied consistently to all applicants. 

The selection panel will individually score each applicant against the essential and desirable criteria including any agreed weighting.
Information to short-listed candidates
Letters or emails to candidates invited for interview will include:
· A request for an indication of any ‘reasonable adjustments’, which we should attend to.  Sufficient details will need to be given to enable the panel to take into consideration any adjustments that need to be made to the interview arrangements or the post.
· Details of where the interviews will be held, including the date and the time.
· Outline of the format of the selection process, e.g., formal interview, presentation, test, written exercise, group work.
· Details of any additional material the candidate will be required to bring e.g., proof of qualifications where these are a necessary criterion for the post.
Interviewing

Before the interview, the selection panel will prepare questions and agree who will ask each question. Other panel members may ask subsidiary questions for clarification.

The Parish Council chair or vice chair will chair each selection panel.

The chair will welcome each candidate, introduce the other panel members, and explain how the interview will work.

Each member of the panel will score each candidate on each question and may make notes to help with their decision making. These notes and scorings must be kept after the interviews.

Each candidate will be asked about the same main areas and will not be asked about their personal circumstances.  

The chair will ask each interviewee if they have any questions for the panel.

The chair will tell all candidates when a decision is likely to be made and confirm their contact details and preferred method of communication.

At the end of the interviews the panel will agree a short statement for each unsuccessful candidate on why they did not get the job to assist the Parish Clerk to give feedback if required.
Selection and rejection
Decisions about selection will be made in accordance with the person specification.

Once the person has been selected and confirmed their acceptance, all unsuccessful applicants will be informed. 

The Parish Clerk will speak to the successful candidate on the telephone as soon as the decision is made and confirm the offer in writing. 

Unsuccessful short-listed candidates will be offered the chance to discuss the reasons why they were not appointed with the Parish Clerk who will use the agreed statements as the basis for any feedback. 
References
All references will only be contacted if the candidate is offered and accepts the position. Any job offer will be subject to references.
 
References will be used to verify factual information and to support or deny the appointment of a candidate, not to choose between candidates.
Retention of information
All CV’s, covering letters, shortlisting records, interview notes, and scoring relating to unsuccessful applicants will be kept securely in the Parish Office and destroyed by the Parish Clerk. This information will only be used if required in connection with any complaints or employment tribunal claims.

The Parish Clerk will ensure that notes are kept recording the reasons for selection or rejection of candidates and the scores of candidates (if any are used).  These notes will be kept as in the above paragraph.  Any rough notes made by interviewers to act as memory aids when making the decision will be destroyed immediately and by secure means after the interview by the interviewers.

If an identical or similar vacancy arises during these 12 months, candidates who were acceptable but unsuccessful at interview may be invited back for interview without the post being externally advertised.
Starting work
The Parish Clerk will meet with the new employee on their first day and ensure they are welcomed, shown around the building, introduced and an induction programme is agreed.

The Parish Clerk will ensure they have all the details necessary to pay the new employee. 

A contract of employment will be issued on the first date of employment.

All candidates will be asked to provide evidence that they are eligible to work in the UK (Asylum and Immigration Act 1996). This will be an original document showing name and NI number from a previous employer, Inland Revenue, Benefits Agency, Contributions Agency, or Employment Service and could be a P45, payslip, P60, NI card or letter. Copies will not be accepted.
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