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The policy in operation 

1.  Purpose

The Royal Blind Group is committed to ensuring that our recruitment policies and practices are robust and contain the necessary measures to enable us to employ a workforce that will fulfil its roles effectively. 

The Royal Blind Group has created this policy to ensure that we are effective in attracting, recruiting and retaining an appropriately skilled and talented workforce. The process for ensuring safe recruitment practices are maintained throughout the entire organisation is critical, and for this reason, a separate chart outlining the processes to be followed can be found in appendix 1.  

2.  Recruitment Authorisation
All vacancies must have a recruitment control form (see Appendix 3) completed and authorised by the recruiting Line Manager and then sent to HR Department. Line Managers must give reasons why new or additional headcount are required and this must also be authorised by the HR Manager. Any post must be within the agreed budget for the department.  
An up to date Job Description and Employee Specification must be provided with the form.
A member of the HR department will liaise as necessary with the Line Manager to agree the most effective recruitment measures to be used for the identified vacancy.

3. Special Policy on Redeployment: Royal Blind School Strategy

Following the adoption of the Strategy for the Royal Blind School, which anticipates a gradual reduction in the size of the School over a period of approximately seven years, the following policy has been adopted with effect from 1st January 2013 until further notice.

All vacant posts arising within the group will be advertised internally in the first instance. If there is an applicant from the school staff who meets the qualification and experience criteria for the job they will be redeployed into it without competition unless there is more than one applicant from the School. 

Redeployed staff will be appointed at the salary for the job they are moving to. In the event that this means a reduction in their current salary their present salary will be preserved for a period of six months.

4. Recruitment of Temporary Employees

Temporary colleagues may be required where peak workloads, long-term absences, seasonal variations or specific projects create a need for additional resource. Following authorisation of a temporary vacancy, HR with the Line Manager will determine the most appropriate choice between agency and temporary staff, and wherever possible provide cover by rearranging internal resources.

In some instances, where a temporary need is long term or for a defined period of time (for example to support completion of a specific project or for a specific seasonal requirement) it is likely to be more cost effective to recruit temporary colleagues onto the payroll. In these instances a specific temporary or fixed term contract will be issued.

It is important to note that all procedures should be followed as detailed in appendix 1 for both temporary and permanent positions. 

5.  Advertising and Notification of Vacancies

Internal Advertising

Authorised vacancies will normally be advertised internally on the staff intranet and on notice boards. The HR team will generate and distribute internal vacancy bulletins for posting on notice boards.

External Advertising

Job centres, Newspapers and Journals, and a wide variety of other recruitment media online sites may also be used and the best option for the particular role will be decided by HR in consultation with the Line Manager. Full vacancy details, along with application packs, will be co-ordinated by the HR Department.


External advertisements being placed in the media must be placed by the HR Department. All advertisements must comply with organisational styles and statutory obligations, including equal opportunities.


Organisation approved recruitment agencies/consultancies may be used for some vacancies. Where these are used, the Senior Manager in control of the budget must give prior authorisation for anticipated expenditure to the HR Department.

All agencies/consultancies will be briefed fully on the vacancy details by the HR Department in conjunction with the Line Manager, to ensure consistency of approach.

Other methods of recruitment that are required such as store adverts, poster campaigns or open evenings will be approved and managed by the HR Department in consultation with the Line Manager. 

6.  Application Procedure

It is important that the application experience is positive for all applicants. This will ensure that we leave a positive image of the Organisation with unsuccessful applicants who may be future supporters or colleagues.

HR will send all enquirers an application pack including; 

· Application form

· Job Description, Person Specification and Summary of Terms and Conditions
· Equal Opportunities Form 
HR will send all enquirers, by post or email, an application pack and also advise they can apply online or download an application pack from our website.  
HR will send a standard acknowledgement response for applications received by post or email, with online applications receiving an automated email. Applicants are advised they should expect to hear from us within four weeks of the closing date for the vacancy otherwise they should consider their application to be unsuccessful.
In the event of an unsuccessful application, before interview, the recruiting Line Manager notes the reasons for non-selection on the application documents and returns to the HR department where they will be retained on file for six months, in case of any future enquiries.
All interview comments are recorded and are factual, objective and non discriminatory as they may be open to external scrutiny.  Rejection decisions should be based on perceived lack of capability due to inexperience, inadequate qualifications etc. and not on criteria related to sex, race, TU membership, sexual orientation, disability or age.

All applications will be treated confidentially and circulated only to individuals involved in the recruitment process. All pre-selection screening will be conducted against established job related criteria.  

HR will remove the Equal Opportunities monitoring form from the application upon receipt and it will not be used or seen by anyone involved in the selection process.  The contents of the form will be recorded confidentially by HR and used to conduct regular Equal Opportunities monitoring.
Royal Blind actively encourage applications from people with disabilities and are a member of the Jobcentre Plus Two Ticks Scheme which guarantees an interview to any applicant with a disability who meets the Essential Criteria of the Person Specification.
Internal Applicants

Existing colleagues (unless covered under the special policy on redeployment) are dealt with in the same manner as external applicants and will be selected to attend an interview only if they meet the criteria established for the job and are short-listed for the position.

All internal candidates must complete an application form available on the staff intranet or from the HR Department.

One reference only is required for internal candidates.

7.  Selection Process

The HR Department, in consultation with the recruiting Manager, will advise on and support the agreed approach to selection, providing advice as appropriate.

In all instances the approach adopted must be relevant to the specific vacancy to ensure that selection decisions are based on fair and consistent criteria. Equally, any approach used in the selection process must be designed to ensure non-discriminatory practices in providing supportive evidence to selection decisions.

All those involved in selection decisions should be appropriately skilled and trained in selection interviewing, and be fully aware of their responsibilities under relevant Organisation policies and legislation. All processes used will be reviewed and validated regularly by the HR Department to ensure they are fair and reliable.

The decision to short list an applicant for an interview is to be completed after the closing date. 

For all appointments, an HR representative will be present at the interview stage to ensure consistency and fair treatment throughout. 
HR will notify all unsuccessful candidates as soon as possible in writing and should offer the candidates an opportunity for feedback. 
8.  Appointment

Where an internal candidate is appointed, their release date from their present role will be agreed by their Line Manager. This should be as soon, as is reasonably practical and no later than the usual contractual notice period. 

All appointment letters and Contracts of Employment will be generated from the HR Department using agreed standardised documentation. 

All offers of employment are subject to:
· Two satisfactory references (external only)
· The right to work in the UK (external only) 
· Proof of qualifications/registration (GTCS, NMC, SSSC – if applicable)
· Identity and Adverse Financial Check (Braille Press only) 

· PVG Scheme Record/Update or Police Act Disclosure 
· Signed Confidentiality Agreement (if applicable to post)
The procedures for obtaining references and PVG Scheme Record/Update or Police Act Disclosure checks should be referred to for more information and can be found in appendix 2.  All information must be treated as strictly private and confidential.  

All documentation for recruitment or appointment will be retained at Head Office.  These will be subject to review by the HR Department to ensure they comply with Organisation standards and data protection and other associated employment Induction.
9.  Additional Information

This document will be reviewed regularly and updated as necessary. However, it will only be re-issued to all Staff when there is a significant change to the Policy or Procedures. An up to date version of the document can be obtained from your Line Manager, HR Department or accessed on the Intranet.

APPENDIX 1

Recruitment and Selection Procedures 
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Recruitment and selection procedures (continued) 




APPENDIX 2

References and PVG Scheme/Police Act Disclosure Procedures 

Reference procedures 











PVG and Police Act Disclosure Procedures











APPENDIX 3 

Recruitment Control Form
	1
	JOB TITLE
	

	2
	DEPARTMENT
	

	3
	LOCATION/SITE
	

	4
	FIRST LINE MANAGER
	

	5
	POST 
(Please tick as appropriate) 
	New Post
	Replacement
	Temporary/Cover
	Supply

	
	
	
	
	
	

	6
	POST DETAILS


	Full/time/Part Time (Delete) 
	Hours per week:
	52 Week/Term Time (delete) 

	7
	REASON FOR RECRUITMENT/BENEFIT OF RECRUITMENT 

(If for replacement or cover, include the name of the existing member of staff & current hours worked) 

	
	

	8
	ALTERNATIVE ACTION CONSIDERED (List alternative solutions considered and explain the reasons for rejection) 

	
	ALTERNATIVE ACTION
	REASON FOR REJECTION

	
	
	

	9
	STAFF COMPLEMENT

	
	Current Staff level
	
	Agreed Complement 
	

	10
	RISK (Explain the consequences to the department/organisation if this recruitment is not authorised). 

	
	

	11
	RECRUITMENT COSTS 

	
	Permanent/Temporary 

(Delete) 
	Duration of contract : 

(if temporary) 

	
	Target Start Date
	      
	End/review Date

(if temporary) 
	

	
	Salary range 
	Scale Point;

Pt………  to Pt………

£                  to £ 
	Budgeted for?

(Please tick as appropriate)

	
	
	
	Yes
	
	No
	

	12
	REQUESTED BY 

(Print Name and Initials) 
	

	
	POSITION 


	
	DATE
	

	13
	AUTHORISATION 

(Sign and date the relevant box) 

	14
	
	LINE MANAGER
	SENIOR MANAGER
	HR MANAGER 

	
	Position 


	
	
	

	
	Print name


	
	
	

	
	Signature


	
	
	

	
	Date 


	
	
	

	This form should be completed and returned to your HR department.




APPENDIX 4
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Equal Opportunities Form
The Royal Blind Group as an employer is committed to providing equal opportunities to all members of staff and job applicants and will not discriminate either directly or indirectly on grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.
In order to assess the effectiveness of such a policy, it is necessary to monitor all job applicants in relation to these areas.  Your co-operation in completing this questionnaire would be greatly appreciated; however, you are under no obligation to provide such data.  All information is gathered in order to provide statistical information for monitoring purposes and will be treated in strictest confidence.
On receipt of your application, the questionnaire will be detached and will not be made available to any person involved in the selection process.
	Post applied for:
Name:
Date:


	Two Ticks Scheme 

The Royal Blind Group actively encourage applications from people with disabilities and are a member of the Jobcentre Plus Two Ticks Scheme which guarantees an interview to any applicant with a disability who meets the Essential Criteria of the Person Specification.
If you have a physical, sensory or learning disability, or a mental health problem which has a substantial or long term effect on your ability to carry out normal day to day activities, please indicate whether you are claiming an interview under this scheme.

☐  Yes     ☐  No 


1. Gender

What is your gender? (If you are undergoing gender reassignment, please tick the box that applies to the gender identity you intend to acquire).

☐  Male

☐ Female        
    ☐ Prefer not to say

2. Age
What age bracket do you belong to?
	☐ 16 – 24 

☐ 25 – 29

☐ 30 – 34

☐ 35 – 39
	☐ 40 – 44

☐ 45 – 49

☐ 50 – 54

☐ 55 – 59
	☐ 60 – 64

☐ 65+

☐ Prefer not to say


3. Marriage/Civil Partnership Status

☐ Civil Partnership

☐ Separated


☐ Prefer not to say

☐ Divorced


☐ Single





☐ Married


☐ Widowed


4. Ethnic Origin

What is your ethnicity?

	Asian and Asian British:

☐ Bangladeshi  
   

☐ Indian
    

☐ Pakistani     

☐ Any other Asian background


	Black and Black British 

☐ African      

☐ Caribbean     

☐ Any other Black background



	Chinese and Other Ethnic Group

☐ Chinese 
☐ Any other ethnic group


	Mixed Ethnic Background:

☐ White and Asian

☐ White and Black African      


☐ White and Black Caribbean

☐ Any other mixed background



	White:

☐ British

☐ English 

☐ Irish

☐ Scottish

☐ Welsh 

☐ Any other White background

	☐ Prefer not to say 




5. Nationality: ……………………………………………………………………………….
6. Disability

Do you consider yourself to be disabled?

☐ Yes
 ☐ No

 ☐ Prefer not to say

If yes, which category applies?

	☐ Facial disfigurement     
	☐ Mental ill health     
	☐ Visual impairment    

	☐ Hearing impairment
	☐ Mobility
	☐ Other

	☐ Learning difficulties  
	☐ Progressive conditions
	☐ Prefer not to say

	☐ Manual dexterity
	☐ Speech impairment
	


7. Sexual Orientation

What is your sexual orientation?

	☐ Bisexual
	☐ Gay woman/lesbian    
	☐ Other    

	☐ Gay man
	☐ Heterosexual/straight 
	☐ Prefer not to say


8. Religion or Belief

What is your religion or belief?

	☐ Buddhist 
	☐ Jewish
	☐ Any other religion    

	☐ Christian
	☐ Muslim
	☐ No religion

	☐ Hindu
	☐ Sikh
	☐ Prefer not to say


9. Caring Responsibilities

Do you have any caring responsibilities?  If yes tick all that apply.

	☐ Primary carer of child/children (under 18)
	☐ Secondary carer 

	☐ Primary carer of disabled child/children      
	☐ None 

	☐ Primary carer of older person (65+) 
	☐ Prefer not to say 


Under the terms of the Data Protection Act 1998, I understand that the information that I have provided will be used to monitor the effectiveness of the Royal Blind Group’s Equal Opportunities Policy and for statistical monitoring and reporting purposes.  I understand that the information I have provided will be entered into the organisation’s computerised Human Resource system and that it will be treated in the strictest confidence in accordance with the Royal Blind Group’s Data Protection Policy.

Thank you for completing this form. 

Application forms requested, completed by candidate and returned to HR








Members of selection panel meet to shortlist applications using the job description and person specification as a guide, and inform HR of who is to be invited to interview. 





Advertise on staff notice boards, intranet and via e-mail 





Identify need to recruit for position. Complete Recruitment Control Form & issue to HR





Internal Recruitment only 





External Recruitment





Draft Advert, Job description & Person Specification   





Draft Advert, Job description & Person Specification  





Agree most appropriate external advertising media 





Advertise via chosen external media, RB website and via e-mail 





Questions for the interview are agreed and interviews are held by members of the selection panel and with a member of HR present to ensure consistency. Each member completes a scoring sheet for each candidate during the interview. These scores are then discussed on the completion of all the interview(s) held and a decision is made based on the scores as to who is to be successful for the post(s). Any periods of unemployment should be discussed with the candidate and, if relevant, supporting evidence should be requested. All scoring sheets, and any short listing material is given to the HR representative.    





HR invite shortlisted candidates to the interview and request that candidates bring with them the 3 forms of ID, proof of right to work in the UK, certificates of qualifications and SSSC/GTCS/NMC registration certificates if applicable. 





Continued on page 2





All interview & application material is kept by HR for a period of six months at which point any unsuccessful applicant’s material is then destroyed in line with the Data Protection Policy





Successful candidate(s) informed by Line Manager, and provisional start date agreed. HR issue an offer letter subject to receipt of satisfactory PVG Scheme Record/Update or Police Act Disclosure, two references and Identity and Adverse Financial Check (Braille Press only). PVG/Disclosure application form is sent out with the offer letter.





On satisfactory receipt of PVG Scheme Record/Update or Police Act Disclosure, health questionnaire, two references and Identity and Adverse Financial Check (Braille Press only) HR issue confirm the offer and the start date to the successful candidate(s).





External Position 





Internal position 





Formal induction undertaken by Line Manager of department covering H&S, payroll matters, organisation plans and other relevant departmental matters as decided by the Line Manager. 





No formal induction required other than H&S requirements if in different building





Once received back from the successful candidate, HR send PVG Scheme Record/Update or Police Act Disclosure application and reference requests for successful candidate(s). HR completes online Identity and Adverse Financial Check (Braille Press only). HR check SSSC/GTCS/NMC register if applicable.





Standard reference forms, with copy of Job Description and Employee Specification attached, is sent to two referees as provided by candidate. Dates of sending and contact details are recorded by HR. 





HR record date of received reference and forward to the Line Manager to confirm factual information, such as absence, disciplinary issues, attendance and time-keeping. Telephone calls can be made to clarify points on the reference form or for more detailed information





Unsatisfactory Reference 





HR call Law at Work for advice.





Satisfactory Reference





 Providing satisfactory PVG Scheme Record/Update or Police Act Disclosure have been returned, then with the references and Identity and Adverse Financial Check  (Braille Press only) this will action the unconditional offer. 





The completed PVG Scheme Record/Update or Police Act Disclosure form is checked and signed off by the relevant signatory Member of staff. This is accompanied by proof of Identification. Dates of sending are recorded by HR. 





Unsatisfactory PVG Scheme Record/Update or Police Act Disclosure received 





Satisfactory PVG Scheme Record/Update or Police Act Disclosure received 





HR record date of received PVG Scheme Record/Update or Police Act Disclosure. Providing satisfactory health check and references have been returned, then with the PVG Scheme Record/Update or Police Act Disclosure this will action the unconditional offer letter. 








HR contact Law at Work for advice to clarify any queries. Dependant on outcome, it may be that the candidate is informed that their conditional offer will be withdrawn. 





PVG Scheme Record/Update or Police Act Disclosure is kept for 6 months with candidate application details by HR to allow for any appeals. 





HR record only necessary Police Act Disclosure information including;


name, Police Act Disclosure number, issue date, position & name of signatory member of staff. This form is kept in the candidate’s personnel file and the original disclosure form is destroyed in line with the Data Protection Act. PVG Scheme Record/Update will be kept in candidate’s personnel file and are not destroyed.


Police Act Disclosures will be reviewed every 5 years.
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