RECRUITMENT POLICY

CCWA aims to ensure that no job applicant or worker receives less favourable treatment on the grounds of race, colour, nationality, religion, ethnic or national origins, age, gender, marital status, sexual orientation or disability.  Selection criteria and procedures are regularly reviewed to ensure that individuals are treated on the basis of their relevant merits and abilities.  All workers will be given equal opportunity and access to training to enable them to progress both within and outside CCWA.  CCWA is committed to a programme of action to make this policy effective and will bring it to the attention of all workers.

Guidance on Recruitment

The purpose of recruitment and selection is to obtain, cost-effectively, the number and quality of staff required to meet the needs of the organisation.  The following guidance should be followed in recruitment.

Defining recruitment needs

· Decide whether there is definitely a need for an extra person

· Have the requirement approved by CCWA Management Committee

· Write a job description.  This will set out the position to be filled, the responsibilities involved, the location of the workplace and the salary and benefits.

· Write a person specification.  This will detail the abilities, qualifications and experience preferred or required.  Ensure all requirements are objectively justifiable.

· Decide whether the job could be job-share and on the type of contract required:  part-time, full-time, permanent, temporary or fixed-term.

· Secure a budget for the position.

· Have the job description, personnel specification and contract approved by the Management Committee and funding body.

· Produce an application form.

Attracting suitable candidates

Write an advertisement based on the job description and the person specification.  It should provide information about the job and the organisation in a positive manner to appropriate candidates and promote the organisation to anyone who reads it.

Unsuitable candidates waste their time and yours.  To avoid this, the advertisement should include specific information regarding the skills and qualities required.  It should clearly distinguish between those which are essential and those which are desirable.

Job adverts should also include a:

· Contact name and number from whom application forms may be requested

· Closing date for entries

· Dates of interviews

· Care should also be taken that the information contained in the advertisement is not discriminatory.  The advertisement should be conceived within the context of the Equal Opportunities Policy and should include a statement to that effect.

· Advertise the position in press appropriate to the post, for example, The Belfast Telegraph, The Irish News and The News Letter.  Additional options for advertising include advertisements in magazines, industry publications, job centres or through the Internet, for example on Charity JOB
Conducting interviews

Before the interview

1. Personnel specification detailing skills, abilities, knowledge, qualification and experience required or preferred should be used to vet the applications objectively and draw up a shortlist of candidates.

2. Invite candidates for an interview, specifying the place, time, date and expected duration

3. The timing of the interviews should be flexible to facilitate candidates with family commitments

4. The premises used for interview should be easily accessible for disabled candidates

5. Create a comfortable environment to put the candidate at east.

The interview panel

1. Appoint a panel of three or four people for the interview.  At least ensure that there is always more than one interviewer.

2. It should include an independent person such as a representative of the funder.  If possible, your panel should strike a religious, racial and gender balance.

3. To maintain objectivity, establish with your co-interviewers the questions and scoring of the interview.  Focus questions on the candidate’s ability to do the job.

Interviewing

1. Start the interview punctually and avoid interruptions such as telephone calls

2. Ask open questions:  for example those which cannot be answered with a simple ‘yes’ or ‘no’

3. Interviewers should treat each candidate equally and interview them on the basis of the person specification and prepared questions.

4. Scores should be allocated to each candidate by reference to their answers to the prepared questions, according to identified criteria.  General non-scoring questions could be asked at the end of the interview.

Selection

1. Selection should be conducted solely on the basis of a candidate’s relative abilities and experience.
2. Decide which candidate, if any (the job can always be re-advertised), is the most suitable for the job.  Write to offer the candidate the position, subject to satisfactory references.

3. Once the job offer has been accepted, write to inform the unsuccessful candidates.

4. It is also possible to make a job offer subject to a medical examination to ensure that the prospective employee is healthy enough to do the job effectively.  Ideally, a doctor specialising in occupational health should undertake this.  Care should be taken that this action is within the employer’s obligations under the disability discrimination and medical record legislation.

5. Where appropriate, you may want to conduct policy checks or screening.

References

1. References from previous employers must be followed up before the candidate starts in post.

2. The candidate’s present employer should not be contacted until the candidate has been made a formal, written offer of the post and has told their employer.

3. Someone named as a referee by a candidate is not under any legal obligation to provide a reference.  However, the person who does provide one is under a legal obligation to ensure that the information given is accurate and truthful.

4. If a reference does not provide straightforward information in response to the initial request, you might want to follow up with a telephone conversation.

January 2007

