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PROCEDURE FOR THE RECRUITMENT, SELECTION AND APPOINTMENT OF CANDIDATES TO VACANT POSTS

1.
INTRODUCTION, PURPOSE AND SCOPE
.1
The Articles of Government place the responsibility for appointment of staff (other than 

those reserved for the Board of Governors) on the Vice-Chancellor.  The purpose of this 
document is to set down the procedures that will be adopted in recruiting and selecting and 
subsequently appointing employees.

.2
It applies to all full-time and part-time appointments except:-


(i)
the appointment of the Vice-Chancellor, Pro-Vice-Chancellors and Clerk to the 


Board of Governors (for whom the appointing authority is the Board of Governors);


(ii) 
short term appointments not exceeding 6 months in duration (see 3.1 of the 


procedure for further guidance); 


(iii)
part-time (hourly paid) teaching appointments, for which a separate 



procedure exists.

(iv)
Senior appointments handled on behalf of the VC’s Office by the search/consultancy arm of the appointed advertising agency.
.3
Appointments to the posts of Reader and Professor will be subject to the provisions of this document and/or the separate arrangements which apply to the appointment to such posts depending upon the circumstances of each post.

.4
The procedures are designed to ensure that:

(i)
the University operates in a professional manner, complies with legislation, good practice and other agreed complementary policies (such as the University’s Equal Opportunities Policy) and enhances its reputation as a large employer in the community;

(ii)
the University makes the best possible individual staff selection decisions to enhance its overall operational performance and its ability to achieve corporate objectives;

(iii)
selection decisions are made consistently and fairly against the criteria set out in the person specification;


(iv) 
Applicants receive fair and equitable treatment in the selection process and are 


given every reasonable opportunity to present their candidatures;

(vi)
processes are as flexible, efficient and cost-effective as possible;
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.5
The responsibility for applying this procedure rests with managers, supervisors, Human Resources staff and all involved in the selection process.  The Director of Human Resources is the most senior officer responsible to the Vice-Chancellor for the overall implementation of the procedure.  The Director of Human Resources and his/her staff, notably the Recruitment Adviser and/or the Business Partner, will provide advice on the application of the procedure to managers and will provide appropriate training as required to ensure the procedures are followed.  
.6
To ensure that the practices contained herein are understood and implemented the University will provide members of appointment panels with appropriate training in the selection procedure (to ensure consistency of approach and the development and application of good practice), and in interviewing skills and equal opportunities.  Members of staff are not allowed to chair an interview panel, sit on appointment panels unless they have received the appropriate mandatory training.  In line with best practice, it is recommended that all other members of the appointment panel also receive this training. 
.7
The provisions of other relevant University policies e.g. Equal Opportunities Policy, Policy on Employment of People with Disabilities, DBS Policy, will also be adhered to in so far as they apply to the recruitment, selection and appointment processes.

.8
The Director of Human Resources, or his/her nominee, may in exceptional circumstances approve a variation to these procedures in the case of vacancies which are being filled by use of the search/consultancy arm of the appointed advertising agency or other specialist agencies. 

2.
THE ROLE OF HUMAN RESOURCES

The role of the Human Resources Department in the recruitment, selection and appointment of staff encompasses the following:


(i)
to undertake the administrative procedures related to each part of the process;


(ii)
to advise on procedural matters;


(iii)
to provide advice on matters such as media selection, interview arrangements, 


shortlisting;


(iv)
to participate on interview panels as appropriate;

(v)
to ensure the consistent application of the procedure and maintain standards across the University;

(vi)
to provide training in the procedures and good practice relating to the selection of 
staff.


THE PROCEDURE IN OPERATION
3.
INITIAL PROCEDURES
.1
No post will be advertised or made available for appointment unless the following considerations have been made:
(i) The need to fill any post must be considered and clearly established before the recruitment process can commence.  

(ii) If the post is a new post, a job description should be drawn up and sent to the Business Partner for evaluation prior to approval.   All new posts must be evaluated by Human Resources to ensure they are graded appropriately.  

(iii) A vacancy request (AP form) must be completed and approved for ALL vacancies, including posts not exceeding 6 months in duration.  The form should be completed by the relevant line manager responsible for the post and the document must be approved by the appropriate Dean/Director and by the Finance Manager/Director responsible for that area.  Final approval for all recruitment is through the VC.
(iv) The AP form must be accompanied by a standard job description and person specification. 
(v) Where a post is to be advertised on a fixed term basis, the AP form should indicate the objective reason for the post being offered on a fixed term basis.
.2
The procedure for gaining approval to fill a vacancy is as follows:

(1)
The line manager responsible for the vacancy should complete an AP form, the line manager will need to send this electronically to the Dean/Director for approval.  

(2) If the post is approved by the Dean, the Dean will send the form electronically to the Faculty Accountant for budget approval.  If the post is approved by the Director, the Director will send the form electronically to the Finance Department for budget approval.  If the post is not agreed the AP form will be returned to the originator with an explanation of why it is not approved.  
(3) If the post is approved by the Faculty Accountant, the Faculty Accountant will send the AP form electronically to the Vice Chancellor for approval.  If the post is approved by the Finance Department, the Finance Department will send the AP form electronically to the Pro-Vice Chancellor for approval.   If the post is not approved the AP form will be returned to the originator with an explanation of why it is not approved.
(4) If the post is approved by the Vice Chancellor, the Vice Chancellor will send the AP form electronically to the Human Resources Department.  If the post is approved by the Pro-Vice Chancellor, the Pro-Vice Chancellor will send the AP form electronically to the Human Resources Department.  The originator will be notified by the Recruitment Team that their vacancy has been approved.  If the post is not approved the AP form will be returned to the originator with an explanation of why it is not approved.  
4. ADVERTISING

All vacancies must be considered for redeployees and at risk staff before any advertising can proceed. HR Business Partners will liaise accordingly with relevant recruiting managers with details of these staff who fit the profile of the vacancy. 

As a minimum all vacancies should be advertised on both the staff portal and the corporate website simultaneously (unless an internal only opportunity).  
In addition, consideration should be given to the selection of appropriate external advertising media in conjunction with the Recruitment Adviser/Business Partner.  Media may include newspapers/periodicals; professional journals; the Internet; information placed with community groups/agencies; use of specialist search and selection/recruitment agencies; open days within the University.  Account will be taken of media costs, previous response rates and any limitations on media in operation at the time. The following exceptions apply:
(i) Posts identified for redeployees - where the need to change the profile of staff within the University results in the need to redeploy staff, suitable vacancies will be made available first to redeployees.

(ii) Sound Business reasons, if the Faculty/Department can identify a substantial reason why advertising internally would not identify a candidate with the appropriate skills, experience and attributes.

(iii)
Principal Lecturers - in cases where a Faculty has a PL grade available but does not have the facility to increase staff numbers the opportunity will be advertised internally only within the Faculty.  

(iv)
Internal Secondments - all internal secondment opportunities exceeding six months duration will normally be advertised internally within the University.  Any internal secondment opportunities up to 6 months in duration may either be advertised internally within the University or within the Faculty/Department where the opportunity exists or be offered to a nominated person, where this can be objectively justified, without recourse to formal advertisement.  

In the latter case line managers need to be mindful of the potential interest and suitability of other staff and to demonstrate fairness in the nomination of the selected person. They should seek advice from their HR Business Partner/Recruitment Adviser. 
.3
If the post is advertised internally in the first instance, but it was unsuccessful; the advert should then be placed externally.  Again selection of appropriate external advertising media will be undertaken by discussion between the appropriate line manager and the HR Recruitment Manager/Business Partner. Media may include newspapers/periodicals; professional journals; the Internet; information placed with community groups/agencies; use of specialist search and selection/recruitment agencies; open days within the University.  Account will be taken of media costs, previous response rates and any limitations on media in operation at the time.

.4
Advertisements will normally conform to the University’s authorised house style, or agreed variations thereof, and will be placed by the Human Resources Department via the appointed advertising agents.  As far as possible, the scheduled interview date will be specified in the job advertisement.
.5
All vacancies advertised on or after 14 December 2009, where they are likely to attract candidates from outside the EEA, must be advertised to settled workers for 28 calendar days.  The University is required by law to complete a resident labour market test and to demonstrate that no suitably qualified settled workers can fill the job, in order to meet that requirement, it is recommended that;

· All Academic and Research vacancies are advertised through the university website and a sector specific media, such as www.jobs.ac.uk, with a minimum closing date of 28 calendar days from the date the advertisement first appeared and in line with the Resident Labour Market Test. Further reference to this can be found in the Prevention of illegal Working Policy.
.6
In all other cases, in line with best practice, closing dates will normally be 5 working days for an internal advertisement and 10 working days for an external advertisement from the date of last appearance of the advertisement in the selected media.  In areas of recruitment difficulty agreement may be given to vary this timescale.

.7
In other circumstances and with the approval of the HR Recruitment Team/Business Partner, the appointed advertising agents may take a special brief for the post in order to advise on either an individually tailored advertisement or use of the search/consultancy arm of the appointed agency or other agency as appropriate.

.8
General advertisements - For certain types of post (e.g. basic entry level clerical posts, cleaning and catering posts) consideration may be given to the periodic use of general advertisements i.e. advertisements seeking applicants for a certain type of work rather than for a specific post
.9
Where a post has proved particularly difficult to recruit to or is thought to be difficult to recruit to, it may be necessary to consider using a recruitment agency or search consultant.   Advice should be sought from HR Business Partner/HR Recruitment Team
.10
Where the job requirements include working directly with vulnerable adults or children, there is a legal requirement to ensure that successful candidates are checked via the Disclosure and Barring Service (DBS).  This requirement should be stated clearly on the person specification and included in the recruitment advertisements.  The DBS policy should be forwarded to all applicants for these roles. For further guidance on Criminal Records checks please refer to the DBS Policy on the staff portal.
.11
Shortlisting dates and interview dates should be agreed and notified to Human Resources before the process starts where possible to facilitate an efficient recruitment process.
.12
Once the advert is published the Recruitment Team will ensure that the Line Manager is set up on CHRIS as both the Recruiting Manager and the Reporting Manager on the Requisition, enabling them to gain access to both their application forms and their interview schedules for all their vacancies.   
5.
METHOD OF APPLICATION


.1
Applications for all Coventry University posts should be made through our online recruitment system only. If candidates are interested in applying for our vacancies they will be directed to our new online application form, via the University website, where they will be able to complete and submit applications online.  Candidates will be asked to register, using a personal email address, to which we will forward any correspondence.  Acknowledgement of receipt of their online application will be sent out automatically to them by email once the system registers their application.  
.2 
Candidates are asked to provide feedback on the on-line application process, as part of this process and that feedback is periodically fed back to the Head of HR Operations.  

.3
The application form can be made available, upon request, in an alternative format in order to meet the needs of an applicant with a disability.
6.
INFORMATION FOR APPLICANTS
.1
Each job advertisement will be supported by appropriate information which will be uploaded to the corporate website and the staff portal, as appropriate.  Links will be available to the job description, person specification and any other relevant job specific information.   

.2
Where the post is subject to DBS clearance, this will be made explicit in the advertisement.  A copy of the policy has been uploaded to the staff portal and a copy will be emailed to shortlisted candidates.  
.3
Links have been provided at the bottom of the online application form, to enable candidates to access the 'Coventry University's commitment to Equality and Diversity' statement, the Disclosure and Barring Service (DBS) website and the UK Visas and Immigration website.
7.
CLOSING DATES
.1
All applications received by or on the closing date will be considered.  Applications arriving after the closing date will only be considered at the discretion of the Chair of the Appointment Panel, acting on the advice of the HR Recruitment Team or Business Partner.
.2
Acknowledgement of receipt of online applications will be generated by CHRIS and sent out automatically to the applicant by email.    
8.
SHORTLISTING AND INTERVIEW PANELS
.1
Recruitment Managers will be given access to their applications for the duration of the advertised period.  Once the closing date has been reached an email will be sent to the manager informing them that the file has now closed.  The shortlisting process can then be completed electronically by the line manager.  
.2
In any shortlisting process, decisions as to which applications are retained and which are rejected must relate to the criteria set out in the previously agreed person specification.  The responsibility for determining the shortlist rests with the Chair of the Appointment Panel who may involve other members of the Panel, the HR Recruitment Team or Business Partner and any internal/external assessors as appropriate.

.3
The advantageous criteria should be used to reduce large numbers of applicants who meet all the essential criteria.  

.4
Shortlists will be subject to a review by the Recruitment Team in order to ensure that they are completed fully and appropriately and that shortlisted candidates meet the person specification for the post.  If necessary a member of the Recruitment Team will seek clarification from the Chair of the reasons for inclusion/exclusion of candidates before releasing the shortlist for action.  Any significant divergences of view should be referred to the Head of HR Operations/Deputy Director of HR for a decision on the way forward.

.5
The shortlisting process must be completed in sufficient time in advance of the proposed interview date to allow candidates to be given reasonable notice of their inclusion on the shortlist.  (See section 10).

.6
In line with the Equality and Diversity Policy the chair of the panel is responsible for ensuring that any disabled candidates who meet the essential criteria are included as part of the shortlist.  Human Resources can provide advice in this regard and will ensure that managers adhere to this policy by reviewing all shortlists to ensure compliance with our commitment to the two ticks scheme.
.7
Reasons for non-shortlisting of candidates must be noted by shortlisting staff, and recorded on the appropriate forms which must be returned with the shortlist to the Human Resources Department.  These documents will be used for monitoring purposes and for further reference in the case of query or challenge by applicants.

.8
Internal candidates not shortlisted will be offered feedback and advice (when requested) on the reasons for this decision. This will be the responsibility of the Chair of the Panel.

.9
Disabled applicants who are not shortlisted will, in line with best practice, be given feedback when requested, on the reasons for non-selection by the chair of the panel.  
.10
Only candidates who have been shortlisted for interview will be communicated with after the closing date for the vacancy. Feedback for those applicants not shortlisted will be given where applicable if requested by the applicant.
9.
COMPOSITION OF INTERVIEW PANELS
.1
Posts at level of Director of Department/Dean of Faculty.


The composition of the interview panel is determined by the Vice-Chancellor and will normally include the following:-


Vice-Chancellor (Chair)


1 Pro-Vice-Chancellor


1 or 2 External Assessors appointed by the Vice-Chancellor


Director of Human Resources or his/her nominee


and such other panel members as may be considered appropriate.

.2
Posts below Director/Dean

.1
The interview panel must have a minimum of 2 members although in most circumstances it is expected that there will be at least 3 members, including external assessors which may be involved as appropriate.

.2
The Chair of Panel for academic and other senior appointments is normally the Dean of Faculty or Director of Department.  

.3
A member of the Human Resources Department may participate in the interview panel either at the request of the Chair or as determined periodically by the Director of Human Resources or his/her nominee.  

.4
Special arrangements apply for appointments to the posts of Reader and Professor.  For guidance on this, please contact the Human Resources Department. 
.5
Interview Panel members are chosen for their expertise. 
.6
In line with best practice, panels should be of mixed gender composition.
10.
INTERVIEW ARRANGEMENTS


.1
The selection process for each vacancy will be determined prior to the interview date by the Chair of Panel in consultation with the HR Recruitment Manager or Business Partner and should include one or more of the following:-


- formal panel interview


- meetings with members of the Faculty/Department


- tour of the Faculty/Department in which the post is based


- giving a presentation/short lecture

- undertaking practical/written exercises

- technical interviews

Candidates will be informed of the programme of events in the letter of invitation to interview.

.2
Interview dates must normally be scheduled to allow candidates a minimum of one week’s notice, and preferably two week’s notice, of the invitation to attend for interview.  To meet this requirement every effort will be made to publish interview dates in the information provided for applicants during the advertising stage.
.3
Care must be taken in the choice of selection techniques to ensure that they are valid methods of testing relevant abilities/skills as detailed in the person specification.  The outcomes should also be integral to the selection decision.

.4
The choice and administration of selection techniques must be undertaken carefully to ensure that each candidate has a fair and equal opportunity to demonstrate his/her ability.

.5
Particular care will be taken to meet the needs of disabled candidates who have indicated the need for particular facilities in order to participate in the selection process.

.6
The Chair of Panel is responsible for ensuring that staff and students involved in meetings/presentations with candidates are briefed on the importance of fair and equitable treatment of candidates and in avoiding bias in providing feedback to the appointing panel.
11.
CONDUCT OF INTERVIEW
.1
All panel members are required to be fully briefed on the particulars of the post, the relevant procedures set out in this document, and the documentation submitted by the candidates interviewed in order to participate fully and fairly in the selection process.
.2
The proceedings, references, applications etc. of candidates must be kept confidential to panel members at all times - before, during and after the interview process.
.3
The Chair of the Panel has particular responsibility to allocate roles to panel members for the interview, convening any pre-meetings and organising interview questions.  Questions to 
candidates must be relevant to the role and seek information relating to the candidate's 
suitability for a post, as defined in the job description and person specification.

.4
Irrelevant or improper questions (e.g. relating to personal/family circumstances) are not allowed and if asked will invalidate the appointment process and also put the University at risk of legal action.
.5
Each panel member is responsible for recording answers to  the questions asked on the pre-prepared question and answer sheet, the template of which is available on the Staff Portal. All such notes will be retained in the Human Resources Department on the relevant job file.

.6
All external candidates invited to attend an interview are required to provide documentary evidence of their right to take up employment in the UK, regardless of their nationality.  The University is legally obliged to check and copy specific original documentation to verify an employee’s right to work in the UK.  New employees are not permitted to start work until the required documentation is provided. It is the responsibility of the Human Resources Department to ensure this happens in line with the Prevention of Illegal Working Policy. 
.7
Candidates are required to provide evidence of their eligibility to work in the UK, to HR, prior to their interview.
12.
REFERENCES AND OTHER INFORMATION

 .1
The Human Resources Department will seek, up to two confidential written references for all candidates still under consideration after interview.

.2
The Human Resources Department will send a letter and a proforma to referees and it will seek two forms of information:-

(i)
Factual information from the current (or last employer) seeking confirmation of post held; dates of employment and current (or previous) earnings.

(ii)
Information on the assessment of the candidate’s ability to undertake the post applied for, including a reference from the current (or last) employer.
13.
CRIMINAL CONVICTIONS

.1
The suitability for employment of a person with a criminal record will vary, depending on the nature of the job and the details and circumstances of any convictions.  The University aims to encourage honesty and openness from applicants, therefore details of a criminal record will be used only to assess an applicants’ suitability for employment insofar as it is relevant.  Applicants will be considered on merit and ability and not discriminated against unfairly.

.2
Criminal records that are considered to be ‘spent’ under the Rehabilitation of Offenders Act 1974 do not normally need to be disclosed in an application for employment with the University.  In the event that the University is recruiting to a job that is exempted from the Act, the requirement to disclose all convictions will be clearly stated in the recruitment documentation and a formal Disclosure and Barring Service (DBS) check will be made.  In such cases the University is legally entitled to ask applicants for details of convictions, irrespective of whether they are spent or unspent under the Act. 
.3
The length of rehabilitation period depends on the sentence given – not the offence committed.  After the rehabilitation period an applicant will not normally be required to declare a conviction as it is considered to be ‘spent’.  For a custodial sentence, the rehabilitation period is decided by the original sentence, not the time served.  Custodial sentences of more than two-and-a-half years can never become spent.  Advice about rehabilitation periods can be sought from Human Resources.

.4
Candidates who have unspent convictions are required to disclose the fact they have a conviction on the application form in the space provided.  If a candidate is subsequently shortlisted for interview, they will be contacted and asked to provide details of convictions.  Prior to attending interview they will be expected to provide full details of the conviction, clearly stating their full name, the reference number and the post title of the post for which they are applying.  The information should be sent in an envelope marked ‘Private and Confidential’ to The Recruitment Team, Human Resources Department or emailed to futures.hr@coventry.ac.uk
.5

The chair of the panel will be notified of any candidates unspent criminal convictions prior to an interview taking place.  Where a selection panel is considering interview or offering a post to a candidate who has disclosed an ‘unspent’ conviction, a “Disclosure Panel” will be convened to consider the detail and assess the individual’s suitability for employment, as proposed by the recruitment of ex offender’s policy.
.6
If a selection panel is considering offering a post to a candidate who has disclosed a conviction and the conviction is considered to be, or appears to be incompatible with working in the University, the candidate will be invited to attend a meeting with the line manager and a representative from Human Resources.  The candidate will be entitled to be accompanied by a trade union representative or friend.  The purpose of the meeting will be to discuss the nature of the conviction and its relevance to the post.  The University will take the following factors into account in making a decision about the suitability of the candidate;  

(iii) The seriousness of the offence and its relevance to the role and safety of other employees, customers, clients or property.

(iv) The length of time since the offence occurred.

(v) Any relevant information offered by the applicant about the circumstances which led to the offence being committed, for example, the influence of domestic or financial difficulties.

(vi) Whether the offence was a one-off, or part of a history of offending.

(vii) Whether the applicant’s circumstances have changed since the offence was committed, making re-offending less likely.

(viii) Whether the offence has been decriminalised by Parliament.

(ix) The country in which the offence was committed.  Some activities are offences in Scotland and not England and Wales, and vice versa.  
(x) The degree of remorse, or otherwise, expressed by the applicant and his/her motivation to change. 

.7
Any candidate who is not offered a position for reasons relating to his/her criminal record will receive written reasons for refusal of employment, within 7 working days of the meeting taking place.


14.
OFFERS OF APPOINTMENT AND STARTING SALARIES

.1
Offers of appointment may only be made by the Vice-Chancellor or his/her nominee as 
below.

.2
In general, the Chair of Appointment Panel is automatically nominated to offer the appointment in question, subject to the general concurrence of the panel involved. Where there is significant disagreement amongst members of the panel or any disagreement by any External Assessor involved, or where the member of the Human Resources Department present has reservations of a professional nature, an offer of appointment shall not be made.  The matter will be reported in full and as soon as practical to the Head of HR Operations/Deputy Director of Human Resources, who will decide:-


(i)
whether appointment should be made (and to whom); or

(ii)
whether the panel (or a new panel) should be reconvened; or

(iii)
whether the selection process should be repeated.

.3
Offers of employment can be made subject to pre-engagement checks, alternatively managers can wait for one or both references to be obtained and then make an offer of employment.  All offers of appointment are subject to the necessary checks required as part of the selection process to verify and validate evidence already gathered (this may include references, medical clearance, eligibility to work in the UK, Disclosure and Barring service checks and qualification checks).  It is the responsibility of the member of the Panel Chair in conjunction with the HR department to ensure that all the procedures relating to medical clearance and all other checks are fully complied with.

.4
Decisions on the salary, benefits or similar matters to be offered to successful candidates will be taken by the Chair of the Panel with the agreement of the Director of Human Resources or his/her representative.  This will be subject to the limits of the salary range for the post and any other criteria which may apply, excluding all appointments to the senior spine (in which case the salary is decided by the Vice-Chancellor in consultation with the Dean/Director/Pro Vice-Chancellor concerned.)

.5
The starting salary for the post is usually the first point of the scale for the appropriate grade.  Exceptions to this are where an individual is able to provide evidence to demonstrate they are currently earning a higher salary.  In such circumstances they will normally be offered a salary on the closest pay point to their current salary.  

.6
The Chair of the Panel does not have the authority to vary the conditions of service or to offer allowances not in the further particulars/post details to persuade a candidate to accept a post.

.7
The verbal offer should be followed up in writing by the HR Client Services Team in Human Resources after the selection decision has been made.
.8 
No formal offer/terms and conditions of employment can be issued if the individuals proof of eligibility to work in the UK has not been verified by HR and a copy retained. Appendix A at the end of this document confirms what document(s) would be needed to ensure the University is compliant with relevant employment legislation. For further clarity, please contact the HR Recruitment Manager or refer to the Prevention of Illegal Working Policy.
14.
UNSUCCESSFUL CANDIDATES AT FINAL STAGE OF PROCEDURE
.1
The Recruitment Team are responsible for formally writing to the unsuccessful candidates to confirm the outcome of the selection process.
.2
Reasons for the non-appointment of interviewed candidates or candidates who reach the final 
stage of the procedure will be recorded by the Chair of the Appointment Panel as part of the interview notes.  Unsuccessful candidates will be offered advice and feedback on the reasons for their decision upon request.
.3
Any requests for feedback will be dealt with by the Chair of the Panel within 5 working days.  The feedback will be given either in writing or verbally.  Any questions regarding how to give candidates feedback should be directed to the Recruitment Adviser.  
15.
RECORD OF APPLICANTS
.1
In addition to recording information on the reasons for the non-shortlisting and non-appointment of candidates, other information will be recorded for monitoring and statistical purposes for each post that is processed through the procedure.  Information recorded will include the names of all applicants, their gender, ethnic origin, disability and which media attracted their application.

.2
Applications will be treated with strict confidentiality and will only be seen by those staff responsible for recruitment activities in the Human Resources Department, and by members of the Appointment Panel.  Any summary information documents produced for wider circulation will be limited to basic factual information of present post, qualifications, other career history, publications and other academic (or similar) achievements.  
.3
Applicants will be treated with courtesy, the recruitment process will not be unnecessarily delayed or lengthy, and decisions at each stage will be conveyed as quickly as possible.

16. SIGNING ON AND INDUCTION
.1
The Recruitment Team are responsible for collating all the necessary paperwork for the successful candidate.  This includes ensuring that we have copies of the approval form, the job description and person specification, the advert, a copy of the application form, any interview notes, references received, copies of their eligibility to work in the UK documentation, copies of any qualifications and a completed e-notification appointment form. 

.2
The Recruitment Team will then hand over the personal file to the  HR Client Services Team who prepare the contract of employment. 
For further information or guidance on any matter relating to the recruitment and selection of staff, please contact the Recruitment Team on extension 7686, 7699, 7707 or 8201.
APPENDIX A - ACCEPTABLE DOCUMENTS FOR PROVING RIGHT TO WORK 
Validity of passports and travel documents

We should, where possible, check current passports or travel documents which have not expired. However, if a person does not have one then we can accept evidence of their right to remain and work in the UK in an expired document. It is crucial that we check that the stamp or endorsement continues to allow the person to work by virtue of their status (i.e. their stay is indefinite) or the date of the end of their permitted stay has not expired.

If we have to rely solely on an expired passport or travel document to show us that a person has the right to remain and work in the UK, then we must take particular care when examining photographs and comparing these with the current appearance of the person presenting them. Also, we should note that the date of birth on the expired document and satisfy ourselves that this is consistent with the current appearance of the holder.

There are two instances when this does not apply. A Certificate of Entitlement to the Right of Abode must be endorsed in a valid passport and a Biometric Residence Permit must not have expired to be considered acceptable evidence of right to work.

LIST A – DOCUMENTS WHICH SHOW AN ONGOING RIGHT TO WORK

Any of the documents, or combination of documents, described in List A below show that the holder has an ongoing right to work in the UK. They will provide us with an excuse for the duration of that person’s employment with us if we have correctly followed the 3 step checking process.

1. A passport showing that 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 to abode in the UK.

A person with the right of abode in the UK has the right to live and work here without restriction. We should note that a passport describing the holder as a British Dependent Territories Citizen which states that the holder has a connection with Gibraltar is not acceptable as evidence of a person’s right to work as they do not confirm that the holder is a British citizen. A passport stating that the holder is a ‘citizen of the United Kingdom and Colonies’ will only be acceptable if it includes the words: holder has the right to abode in the United Kingdom.

The Certificate of Entitlement to the Right of Abode must be in a valid passport. The Immigration Regulations 2006 were introduced to prevent fraudulent use of Right to Abode certificates, section 8 of the regulations provides that “a certificate of entitlement shall cease to have effect on the expiry of the passport or travel document to which it is affixed”.

2. A passport of 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 EEA country or Switzerland.

The majority of nationals from the EEA countries and Switzerland are free to live and work in the UK. However, special controls on access to the UK labour market apply to those from Croatia (effective from 1 July 2013). Restrictions on Bulgarians and Romanians ended on 31 December 2013.

3. A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office to a national of an EEA country or Switzerland.

For nationals from EEA countries, this document consists of a blue permit carrying a photograph and personal details of the holder. Nationals from EEA countries can obtain a residence permit. Swiss nationals receive a similar document in the form of a pink residence permit.

4. A permanent residence card or document issued by the Home Office to the family member of a national of an EEA country or Switzerland.

When nationals from EEA countries and Switzerland reside in the UK, their immediate family members from outside the EEA or Switzerland may gain the same rights to enter or remain, and work here freely. However, the EEA national in question must be lawfully residing in the UK for their family member to have and maintain these rights.

5. A Biometric Residence Permit issued by the Home Office to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK.

We cannot accept an expired Biometric Residence Permit as evidence of right to work. These documents have a maximum validity of 10 years for over 16 year olds, and 5 years for under 16’s. 

6. A passport or other travel document 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. An Immigration Status Document issued by the Home Office, to the holder endorsed to indicate that the person named in it is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number.

A valid Immigration Status Document contains a UK Residence Permit endorsement. It also has a section providing further details of the holder’s status and personal details. Since 2012, these have been replaced by Biometric Residence Permits which are issued within the UK to anyone from outside the EEA granted leave for more than six months. There will however still be Immigration Status Documents in circulation.

8. A full birth certificate or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number.

We can only accept the original of a full UK birth certificate or adoption certificate, which must include the names of the holder and at least one of their parents. In some cases, a full birth certificate will only provide details of one of the holders parents, and this will also be acceptable as part of our excuse. Short birth certificates which do not have details of either of the holder’s parents will not give us this part of the excuse.

9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number.

Nationals from the Channel Islands, the Isle of Man and Ireland (also known as the common travel area) have no immigration restrictions placed on the type of employment they can take in the UK.

10. A certificate of registration or naturalisation as a British citizen together with an official document issued by a previous employer or Government Agency with the person’s name and National Insurance number.

We should check that the A4 certificates describe the holder as a British citizen.

11. A letter issued by the Home Office to the holder which indicates that the person named in it is allowed to stay indefinitely in the UK together with an official document issued by a previous employer or Government agency with the person’s name and National Insurance number.

Until March 2004, individuals granted indefinite leave to enter or remain in the UK were usually issued with a Home Office Status letter.
LIST B – DOCUMENTS WHICH SHOW A RIGHT TO WORK FOR UP TO 12 MONTHS

Any of the documents or combination of documents in List B below show that a person is allowed to work in the UK for a limited period of time. They provide us with an excuse for up to 12 months from the date on which we carry out the checks, if we have correctly followed the 3 step process.

1. A passport or travel document endorsed to show that the holder is allowed to stay in the UK and is allowed to do the type of work we are offering.

Nationals from outside the European Economic Area (EEA) who are subject to immigration control and who have been given current leave to remain here will be able to prove this by producing a UK Government stamp or endorsement in their national passport or travel document. When a person is granted limited leave to enter or remain they may have restrictions on the type of work a person can do here, and, or the hours they can work for, depending on their immigration status.

2. A Biometric Residence Permit issued by the Home Office to the holder which states that the person named in it can stay in the UK and is allowed to do the type of work we are offering.

BRPs issued to those with Limited Leave to Remain clearly show whether there are any work conditions or restrictions. 

3. A residence card or document issued by the Home Office to a family member of a National of an EEA country or Switzerland.

4. A work permit or other approval to take employment issued by the Home Office together with either a passport or other travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work we are offering or a letter issued by the Home Office to the holder or to us confirming the same.

If we made an application for a work permit before our employee arrived in the UK, the Home Office will have issued a work permit directly to us. If we made the application whilst our employee was in the UK, the Home Office will have notified us with a letter of permissions. As we are a licensed sponsor under the Points Based System (PBS), we will have a record for the migrant worker on the sponsorship management system which shows the certificate of sponsorship number. Most work permit or PBS applicants will have been granted permission to remain in their passports stating that they are able to ‘work as authorised by the Secretary of State’. A small number of work permit holders or PBS applicants may not have a national travel document and instead will be issued with an Immigration Status document endorsed with a United Kingdom Residence Permit.

5. A Certificate of Application which is less than 6 months old issued by the Home Office to or for a family member of a national of an EEA country or Switzerland stating that the holder is allowed to take employment together with a positive verification letter from the Home Office’s Employer Checking Service.

Family member of nationals from EEA countries and Switzerland may apply for residence documents, such as a residence card, which show right to work in the UK. Under European Law, many are also allowed to work whilst these applications are under consideration and before residence documents have been issued by the Home Office. Such applicants will be provided with an initial letter of acknowledgement. A Certificate of Application will only give us an excuse if we carry out a check with the Employer Checking Service and receive back positive confirmation of the person’s right to work in response.

6. An Application Registration Card (ARC) issued by the Home Office stating that the holder is ‘Allowed to Work’ or ‘Employment permitted’ together with a positive verification letter from the Home Office’s Employer Checking Service.

Some asylum seekers or failed asylum seekers may have restrictions on the type of work they can carry out, or the amount of hours they can work. If we are presented with an ARC stating that work is restricted then we need to make sure that we do not employ them in breach of these restrictions as we may be liable for a civil penalty.

7. An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named on it can stay in the UK and is allowed to do the type of work we are offering together with an official document issued by a previous employer or Government Agency with the person’s name and national Insurance number.

The document contains a UK Residence Permit endorsement which clearly stated what permission to remain in the UK the holder has, whether the individual is free to work in the UK and whether their right to work in the UK is subject to any conditions. Immigration Status Documents are no longer issued and have been replaced by BRP’s since December 2012. There will however still be Immigration Status Documents in circulation.

8. A letter issued by the Home Office to the holder or to us as the employer or prospective employer, which indicates that the person named in it can stay in the UK and is allowed to do the type of work we are offering together with an official document issued by a previous employer or Government agency with the person’s name and National insurance number.

Immigration restrictions may however have been placed on the type of work they can do which we need to check carefully. If a person has restrictions, then we should make sure we do not employ them in breach of these restrictions as we may be liable for a civil penalty.

Official documents issued by a previous employer or Government agency.

A P45, P60, National Insurance number card or a letter from a Government agency are acceptable to demonstrate a person’s National Insurance number. A Government agency can include for example HM revenue and Customs, the Department for Work and Pensions, Jobcentre plus, the Training and Employment agency (Northern Ireland) or the northern Ireland Social Security Agency.

From July 2011, HM Revenue & Customs stopped issuing National Insurance number cards to adults (mainly foreign nationals), this has been replaced with a letter that will be issued by the Department for Work and Pensions. From October 2011, HM Revenue & Customs stopped issuing National Insurance number cards to Juveniles and now issue a letter. However, there will still be National Insurance cards in circulation for those individuals who received cards prior to July/October 2011.

The requirement for a properly documented national insurance number will only provide an excuse when presented in combination with one of the acceptable documents, as specified in list A or B.

A national insurance number card on its own does not provide acceptable evidence of right to work in the UK.

DOCUMENTS THAT ARE NOT ACCEPTABLE FOR PROVING RIGHT TO WORK 

The following documents are not acceptable for proving a person has the right to work in the UK and will not provide us with a statutory excuse against payment of a civil penalty: 

· Home Office Standard Acknowledgement Letter or Immigration Service Letter (IS96W) which states that an asylum seeker can work in the UK. If you are presented with these documents then you should advise the applicant to call 0151 237 6375 for information about how they can apply for an Application Registration Card; 

· National Insurance number on its own in any format; 

· Driving licence issued by the Driver and Vehicle Licensing Agency; 

· Bill issued by a financial institution or a utility company; 

· Passport describing the holder as a British Dependent Territories Citizen which states that the holder has a connection with Gibraltar; 

· A short (abbreviated) birth certificate issued in the UK which does not have details of at least one of the holder’s parents; 

· Licence provided by the Security Industry Authority; 

· Document check by the Criminal Records Bureau / Disclosure and Barring Service; 

· Card or certificate issued by the Inland Revenue under the Construction Industry Scheme.
Appendix B – Countries in the European Economic Area

Austria, Belgium, Bulgaria, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, Irish Republic, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Romania , Slovakia, Slovenia, Spain, Sweden, United Kingdom. 

Iceland, Liechtenstein and Norway are not members of the European Union (EU) but citizens of these countries have the same rights to enter, live in and work in the United Kingdom as EU citizens.

The European Economic Area (EEA) came into being on 1st January 1994 following an agreement between member states of European Free Trade Association (EFTA), the European Community (EC) and all member states of the European Union (EU). It allows these EFTA countries to participate in the European Single Market without joining the EU. The contracting parties to the EEA agreement are three of the four EFTA states – Iceland, Liechtenstein and Norway – and the 27 EU Member States along with the European Community.
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