	

	


	

	RECRUITMENT AND SELECTION OF STAFF POLICY




Purpose of Policy/ Document

This document provides an overview of what the College’s aims are for the recruitment of its workforce, together with the roles and responsibilities of HR and managers.  The document also provides information relating to the area of safeguarding.  

Application of Policy (Range and Scope)

The policy applies to all staff and perspective employees.

Particular Legal Requirements/Issues Outside of Equality, Diversity and Disability (E.D.D)
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Equality Act 2010

The Safeguarding Vulnerable Groups Act 2006 and Protection of Freedoms Act 2012

Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 

The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

The Further Education (Providers of Education) (England) Regulations 2006
Links with Other Policies/Documents

Safeguarding Policy

Equality, Diversity and Disability (Disability, Equality, Duty Impact Assessment)

Has a Preliminary Equality Analysis been completed?

*Yes 
No
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Is a full Impact Assessment required?
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If ‘yes’, has a copy been sent to the Equality Manager?

*Yes
No
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 HEART OF WORCESTERSHIRE COLLEGE 

RECRUITMENT AND SELECTION OF STAFF POLICY

1.  Introduction

We want to attract and recruit high quality individuals and to invest in a professionalised workforce with a focus on Continuing Professional Development. Our approach will be to ensure the college effectively employs people with the right skills and experience. 

The college is committed to the fair treatment of candidates during the recruitment and selection process. We will not directly or indirectly discriminate against an applicant or candidate on grounds of race, sex, religion or belief, disability, marital or civil partnership status, age, pregnancy or maternity, sexual orientation, gender reassignment, caring responsibilities or offending background and will recruit and select in accordance with the Equality Act 2010. 

Heart of Worcestershire College is committed to the active promotion and achievement of equality of opportunity in employment and to this end may include the adoption of such positive initiatives in the recruitment and selection of staff which are permitted by law.

The process of recruitment and selection will be fair, systematic, efficient and effective. Employees will be appointed in accordance with relevant statutory obligations and also in line with the relevant college policies and procedures.  

This policy outlines the following:

· The Role of Human Resources (HR) and college managers in the staffing process
· Disclosure and Barring Service (DBS) procedure (Appendix A)
· Policy statement on the secure storage, handling, use, retention and disposal of Disclosures and Disclosure information  (Appendix B)
· Policy on the recruitment of ex offenders (Appendix C)    
· Various forms to support this policy (Appendices D-F)  
The College recognises that from time to time, there may be more than one appointable candidate interviewed for a vacancy.  Where this is the case, the HR Team will make appropriate notes to this effect on the vacancy website and should a similar vacancy become available within a 12 month period, prior to externally advertising the role, contact will be made with the candidate to ascertain if they are still interested in the role.  They will be interviewed again to ensure their suitableness for the post.
2.  The role of HR
The role of HR is to:

a)
Create the best chances of securing high calibre applicants, interviewees and successful candidates; and establish appointment procedures which are compliant with legislation and best practice and are cost effective.

b)
Organise appropriate training for all staff responsible for and involved with the appointment process.

c) Ensure that the college projects a professional image to all prospective employees.

d)
Support line managers and facilitate the recruitment and selection process for them.
e)
Monitor the effectiveness of recruitment procedures and practices and lead on subsequent improvements.
3.  Role of college Directors and Managers

The role of Directors and college managers is to:

a) Appoint high calibre staff.

b) Identify vacancies and staffing opportunities in line with the college resourcing strategy and faculty/departmental plans.
c) Ensure that they are competent to carry out their duties in the recruitment process.

d) Follow processes laid down in the Recruitment Procedures.

4. Disclosure and Barring Service (DBS)
The Safeguarding Vulnerable Groups Act 2006 and Protection of Freedoms Act 2012 provides the legislative framework for the DBS. 
The college’s recruitment process will operate within the legal requirements of DBS to prevent unsuitable people from working with children and vulnerable adults.
The college will ensure that all those newly appointed staff and volunteers in the relevant categories have their criminal records checked by adhering to the ‘Disclosure’ procedure as stated in Appendix A. The Policy statement on the secure storage, handling, use, retention and disposal of Disclosures & Disclosure information is also provided in Appendix B.


The college complies fully with the DBS Code of Practice and makes a copy of the Code available to applicants on request.  We undertake not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

5.  Training

All newly appointed staff will be required to undertake Safeguarding, Equality and Diversity, Prevent and Health and Safety training following their appointment, which is a mandatory requirement of their probationary period. They will also be required to complete the Corporate Induction course.
6.  Volunteers

In addition to the DBS checks, all volunteers will undergo the normal recruitment checks (e.g. interview, references, induction, risk assessment of the work area).
7.  Recruitment of Ex-Offenders
Applicants/employees are required to declare any pending criminal prosecutions they may have as well as any spent criminal convictions, cautions, reprimands and final warnings as defined under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  The only exception to this requirement is that applicants/employees do not need to disclose any ‘protected’ cautions or convictions as defined by The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

All applicants are informed that having a criminal record will not necessarily bar them from working at the college. This will depend on the nature of the position and the circumstances and background of any offences. See Appendix C for the policy statement on the recruitment of ex offenders.

8.  Recruitment monitoring

In order that the effectiveness of our recruitment policy can be monitored, job applicants are asked to provide information for monitoring purposes. The information will not be used as selection criteria, but aid the monitoring of our Equality and Diversity action plan.  This information will not be made available to those selecting candidates to attend for interview.
9.  Monitoring the policy

It is the responsibility of both managers and HR staff to ensure that the policy is fair and effective through noting feedback offered through the recruitment monitoring questionnaire sent out by HR. This is undertaken on a sampling basis, to both appointed and non appointed staff, as well as from comments received from new staff during induction.  An annual recruitment report is produced which provides further detailed information on the recruitment activities and other relevant information for the previous year.
APPENDIX A

CRIMINAL RECORD CHECKS UNDER THE DISCLOSURE PROCEDURE
1.  Policy

Heart of Worcestershire College recognises the relevant legislation that is in place to protect young people and vulnerable adults. To this end the college will ensure that all newly appointed staff and volunteers in the relevant categories have their criminal records checked by adhering to the ‘Disclosure’ procedure as detailed below. This policy and appendix is in line with the college’s Safeguarding Policy and Staff Disciplinary Procedure.

2.  Background

It is a criminal offence for individuals barred by the Disclosure and Barring Service (DBS) to work or apply to work with children or vulnerable adults within the education and childcare sector.

The Further Education (Providers of Education) (England) Regulations 2006 make enhanced DBS Disclosures mandatory for those of the FE workforce who ‘provide education and regularly care for, train, supervise, or have sole charge of persons aged under 18 and vulnerable adults’. 

To access the Disclosure and Barring Service organisations must register with the DBS and comply with its Code of Practice.

The College has registered as one Body. The lead signatory is the Director of HR, with the counter-signatories being the HR Managers. All are subject to an Enhanced Disclosure.

Not all employees in the college will require a DBS check because some may have very limited interaction with young people/adults as part of their role.

Enhanced Disclosures will be obtained for all candidates who are appointed to an academic or an academic related post due to the nature of their work involving access to children and vulnerable adults.  A Standard or Enhanced Disclosure may be obtained for all other relevant posts, e.g. volunteers and key business support posts, depending on the level of contact with the vulnerable groups.  All applicants appointed to these posts will be informed that their appointment will be subject to a DBS disclosure check as appropriate.

No new employee or volunteer can begin work until DBS clearance has been obtained.  If the individual is required to commence in their post urgently prior to the College receiving DBS clearance, (and they are not registered on the DBS update service) then the following process must be adhered to:
· A risk assessment form must be fully completed and submitted by the line manager to HR prior to the individual commencing in post

· The form is checked by HR and finally signed off by  the Vice Principal
· The signed form is then emailed back to the manager for their records 
3.  Disclosing criminal record information

Applicants/employees are required to declare any pending criminal prosecutions they may have as well as any spent criminal convictions, cautions, reprimands and final warning as defined under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  The only exception to this requirement is that applicants/employees do not need to disclose any ‘protected’ cautions or convictions as defined by The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

4.  Procedure

All applicants who apply for any posts and the college will be required to disclose any convictions or cautions as part of the application process. Application forms will also contain a statement to the effect that a criminal record will not necessarily be a bar to obtaining a position in order to reassure applicants that disclosure information will not be used unfairly.

During the interviews all candidates will be asked the mandatory questions to ascertain their suitability to work with young people and adults, as well as their reasoning for wanting to work with these groups – questions examples supplied by HR.
Once the selection decision has been made, the successful candidate is sent the link to complete the e-Safeguarding DBS form on line.  Only the employee receives a copy of the DBS disclosure form. The College will receive confirmation that a certificate has been sent to the employee.  The DBS number is recorded on the single central register.
If the new employee is already part of the DBS update service, their DBS number is populated on the single central register along with the date.
As a result, the employee has to bring in their DBS form as soon as possible to the HR department so that a copy can be taken. In the exceptional situation that a new employee is required to start work before their DBS check has been satisfactorily completed, they may only undertake their duties if a full risk assessment is in place completed by the manager and signed off by the appropriate senior managers.
Where there is perceived risk of future misconduct based on information in the Disclosure, the HR Manager will discuss this with the Line Manager/Director before discussion with the candidate.  This will take place before a final appointment is made.  If it decided not to appoint the candidate they will be given written reasons for the decision.  (Please note: if the candidate’s name appears on the DBS barred list, they will NOT be appointed under any circumstances).  

Where risk appears to be minimal or manageable, the approval of the counter-signatory and/or the lead signatory will be sought prior to any decision being taken.

In most cases conditional offers of appointment will be conditional on the outcome of a satisfactory criminal check.  In those cases where the results of the criminal check indicate that a conditional offer of employment should not be confirmed, the HR Manager will write to the individual concerned. 

In exceptional circumstances, an employee may commence employment with an initial barring list check in place while their DBS is being processed, provided a risk assessment (see Appendix D for form) is undertaken and/or the employee already has an enhanced disclosure from a previous or current organisation within the last 12 months.

Where the result of the criminal check requires the employee to be interviewed by the Line Manager and the HR Manager, the contents and results of the meeting will be attached to the individual’s HR file.

If the College decides to dismiss a member of staff as a result of an unsatisfactory criminal check, the relevant procedure will be adhered to which will include the right of appeal.

Following the receipt of a satisfactory criminal check, the normal recruitment procedures will be followed. 

APPENDIX B

POLICY STATEMENT ON THE SECURE STORAGE, HANDLING, USE, RETENTION & DISPOSAL OF DISCLOSURES & DISCLOSURE INFORMATION

General principles 

As an organisation using the Disclosure and Barring Service (DBS) checking service to help assess the suitability of applicants for positions of trust, Heart of Worcestershire College  complies fully with the Code of Practice regarding the correct handling, use, storage, retention and disposal of certificates and certificate information. It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of certificate information.

Central record

HR will maintain a central record detailing the posts and individuals for whom DBS checks have been secured, recording the date of the check, the DBS certificate number and its destruction date.

Storage and access 

Certificate information will be kept securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties. 

Handling 

In accordance with section 124 of the Police Act 1997, certificate information is only passed to those who are authorised to receive it in the course of their duties. We maintain a record of all those to whom disclosure or disclosure information has been revealed and we recognise that it is a criminal offence to pass this information to anyone who is not entitled to receive it. 

Usage 

Certificate information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given. 

Retention 

Once a recruitment (or other relevant) decision has been made, we do not keep certificate information for any longer than is necessary. This is generally for a period of up to six months to allow for the consideration and resolution of any disputes or complaints. If, in very exceptional circumstances, it is considered necessary to keep certificate information for longer than six months, we will consult the DBS about this and will give full consideration to the Data Protection and Human Rights of the individual before doing so. Throughout this time, the usual conditions regarding the safe storage and strictly controlled access will prevail. 

Disposal 

Once the retention period has elapsed, we will ensure that any DBS certificate information is immediately destroyed by secure means, i.e. by shredding, pulping or burning. While awaiting destruction, certificate information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). We will not keep any photocopy or other image of the certificate or any copy or representation of the contents of a certificate. However, not withstanding the above, we may keep a record of the date of issue of a certificate, the name of the subject, the type of certificate requested, the position for which the certificate was requested, the unique reference number of the certificates and the details of the recruitment decision taken. 

Acting as an Umbrella Body 

Before acting as an Umbrella Body (an Umbrella Body being a Registered Body which countersigns applications and receives certificate information on behalf of other employers or recruiting organisations), we will take all reasonable steps to satisfy ourselves that any other organisation for whom we conduct checks will handle, use, store, retain and dispose of certificate information in full compliance with the Code of Practice and in full accordance with this policy. We will also ensure that any body or individual, at whose request applications for DBS certificates are countersigned, has such a written policy and, if necessary, will provide a model policy for that body or individual to use or adapt for this purpose. 

APPENDIX C

POLICY STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS
Heart of Worcestershire College actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience. 

As an organisation using the Disclosure and Barring Service (DBS) checking service to assess applicants’ suitability for positions of trust, Heart of Worcestershire College complies fully with the Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a DBS check on the basis of a conviction or other information revealed. 

Heart of Worcestershire College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 

We have a written statement on the recruitment of ex-offenders which is made available to all DBS applicants at the outset of the recruitment process.     

All application forms, job adverts and recruitment briefs will contain a statement that a DBS check will be requested in the event of the individual being offered the position. 

All applicants called for interview are required to disclose details (as stated in the application form) of their criminal record at an early stage in the application process. 

Applicants/employees are required to declare any pending criminal prosecutions they may have as well as any spent criminal convictions, cautions, reprimands and final warning as defined under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. The only exception to this requirement is that applicants/employees do not need to disclose any ‘protected’ cautions or convictions as defined by The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

We ensure that all those in Heart of Worcestershire College who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

In a separate meeting, we will ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. 

We make every subject of a DBS check aware of the existence of the Code of Practice and make a copy available on request. 

We undertake to discuss any matter revealed in a DBS check with the person seeking the position before withdrawing a conditional offer of employment. 
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APPENDIX D

	HR Officer
	


RISK ASSESSMENT IN CONNECTION WITH SOMETHING LISTED ON A DBS CHECK

Private and Confidential

Employee Name ……………………………………………………………………………

Job Title……………………………………………………………………………………..

Directorate/Dept…………………………………………………………………………….

Start Date ……………………………………..


What date did the employee commence?
  
 
…………………………
Is employee still within his/her probationary period?    
Yes/No*
If yes, what is the length of their probationary period?
6months/9months*
Does the employee work with:

Adults


Yes/No*

Children 2-4 yrs
Yes/No*

Children 14-16
Yes/No*

Students 16-18
Yes/No*


In the case of a conviction/warning/caution on DBS Disclosure:

Was this disclosed on the monitoring form or DBS application form?          Yes/No*

In the case of notification of a new conviction/warning/caution:

Did the employee advise HR/Line Manager of this?



Yes/No*

What is the date of the conviction?    ………………………………………..

Is it a ‘spent’ or ‘protected’ conviction?

Yes/No*


Issues relating to completion of DBS Enhanced Disclosure application form:

(e.g. inability to provide required address/residence details, residence in country with no reciprocal information arrangements)

Please provide details:

Has this issue been discussed with the employee?

Yes/No*

If yes, please give details of his/her response:

Risk to the College - Specify the risk and likelihood of the risk

Likelihood of risk:

4 = Probable 

3 = Possible

2 = Unlikely

1 = Remote

Impact of risk:

1-6 = Low

7-11 = Medium

12-20 = High

Using the information about likelihood and impact, specify the level of risk? 

High/Medium/Low*


Director of HR/HR Manager recommendation from findings:


Actions Agreed (with names of those to take action, timescales, next steps)


Signed …………………………………………………………. Date ……………………


 CRQ Director or Head of Department

Approved ……………………………………………………… Date ……………………

                  Director or Vice Principal
Please send copy of completed risk assessment to the Manager
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APPENDIX E
	HR Officer
	


RISK ASSESSMENT TO BE COMPLETED WHEN EMPLOYEES/VOLUNTEERS COMMENCING WORK BEFORE RECEIPT OF DBS DISCLOSURE

Private and Confidential

Name of Individual: ………………………………………………………………………

Job Title: …………………………………………………………………………………..

Department: ……………………………………………………………………………….

Start date: …………………………………………………………………………………

	HR to complete

	If employed by Agency, specify:
· the name of the Agency
· name of a contact person   
· their email and telephone details

	

	Has Agency had sight of a recent DBS Disclosure held by the applicant with another organisation?  If so, please attach a copy.
	Yes/No*


	Have identity checks been completed?

	Yes/No*


	Has a List 99 check been completed?

	Yes/No*


	Has DBS Disclosure been applied for in respect of this employment?

	Yes/No*


	Have satisfactory references been received?

	Yes/No*



HR’s recommendation as to level of supervision required:

***Working with Students:

NAME should be accompanied at all times when with students until appropriate DBS clearance is received.

***Not working with students:

Low risk as not directly working with students. NAME should be supervised if there is contact with students until DBS clearance is received.

	Line Manager to complete

	What is the nature of the duties in relation to this post?

	

	Does the employee work with:
Adults



Children 2-4 yrs

Children 14-16

Students 16-18

	Yes/No*
Yes/No*
Yes/No*
Yes/No*

	What is the level of responsibility of this post?

	

	What are you going to do as the line manager to minimize the risk with having this person within the College without a DBS?

	

	What is the level of experience of the applicant?

	

	Risk to the College
Likelihood of the risk:
4 = Probable
3 = Possible
2 = Unlikely
1 = Remote
Impact of the risk:
1-6 = Low
7-11 = Medium
12-20 = High
Using the information about likelihood and impact, what is the level of risk? 
	Specify the risk:
Specify the likelihood of the risk:
Specify the impact of the risk:
High/Medium/Low*



Signed by Manager……………………………………………………….
Date:

Signed by HR Manager..………. ………………………………………
Date:


Signed by Director or Vice Principal: …………………………………..
Date:

**HR to send copy of completed risk assessment back to the Manager**

APPENDIX F
MANAGING A VOLUNTEER PLACEMENT

If a manager decides to offer a volunteer placement the following formalities will be required before the placement can begin:

· Manager to raise a staff requisition, filling in as much detail as possible about the volunteer.

· Manager to liaise with HR about the details of the volunteer placement, in order for the information to be added to the Single Central Register (SCR)
· Manager to complete a Risk Assessment (appendix E) form which must then be countersigned by the HR Manager and a Director before the Volunteer starts at the College
· HR Officer to make any recommendations on the risk assessment form about the placement volunteer 

· Consideration will be given to whether a DBS Enhanced check needs to be undertaken, i.e. if the placement is only for 2 weeks in a student-free department, such as MIS, it may not be relevant to obtain a DBS
· evidence of the volunteers right to work in the UK to be obtained by HR
· References sought
· Volunteer ID badge to be issued.
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