	MindOut LGB&T Mental Health Project

	

	Recruitment and Selection:  



	1.  Introduction and purpose of the policy

	

	The process of recruitment and selection must be fair, systematic, efficient and effective, ensuring equality of opportunity. MindOut’s approach will be to ensure that we employ people with the right skills and at the right time. We have a legal responsibility to ensure that no job applicant or employee will receive less favourable treatment because of their race, sex, religion or belief, disability, marital or civil partnership status, age, pregnancy or maternity, sexual orientation, gender reassignment, or caring responsibilities, or will be disadvantaged by conditions or requirements which cannot be justified.

This policy sets out how MindOut will ensure that recruitment is fair and effective and that open recruitment processes evaluate the skills and experience of those applying for posts.

This policy applies to all paid members of staff, volunteers and members of MindOut’s Board of Trustees

	

	2.  Preparation and review

	

	This Revised Policy has been prepared by the Director and was approved by

The Board of Trustees..

It will be reviewed every 3 years by the Director, or in light of legislative changes, whichever is sooner.  Should the amendments be substantive, the Director will ask the Board of Trustees to approve the revised policy.

	3.  Related MindOut Policies

	

	Recruitment of Ex-Offenders 

	Equality, Diversity and Anti-Discrimination 

	Induction 

	Data Protection 

	Rights to Work 

	Protection of Vulnerable Adults and Children

	Complaints Procedure

	

	4.  Legal background for this Policy

	

	The Equality Act 2010

Disability Discrimination Act 1995

	The Immigration Asylum and Nationality Act 2006

	Police Act 1997

	Data Protection Act 1998

	Safeguarding Vulnerable Groups Act 2006

	Employment Equality Regulations (2006)


	5.  Overview Flowchart of the Recruitment Process  



[image: image1]
Modified from CIPD: Recruitment: an Overview (October 2009)

	6.  Job Analysis and Decision to Recruit

	

	6.1 Job Analysis

	

	The Director will make a case for recruitment to the Board of Trustees.  This may be as simple as asking for recruitment to an existing post or a case for a new post to be created.

	

	6.2 Decision to Recruit

	

	MindOut will implement the following procedures for new or existing vacancies:

	

	1. Permanent Posts: The Director, in liaison with MindOut’s Board of Trustees will make decisions to recruit for posts that are permanent or for a term of more than six months.  These posts will be publicly advertised and subject to an equal opportunities interview.

	2. Sessional or Short-term Posts: The decision whether or not to advertise and how widely to advertise is discretional and will be made by the Director.

	

	All posts within MindOut will be subject to an enhanced Criminal Records Police Check.

	

	Should there be any employees who are at risk of Redundancy, the Director may decide to suspend recruitment until potential redeployment opportunities are explored.

	

	7. Equality and Diversity Analysis of Workforce

	

	The Director will look at an anonymised analysis of MindOut’s staff equal opportunities data. This will show whether there are any under-represented areas.  In light of this, the Director will consider the best ways to advertise the post.

	

	8.  Job Description and Person Specification

	

	The Director is responsible for drafting the Job Description and Person Specification.  This will be agreed with the Board of Trustees and will comply with the relevant employment legislation.

	

	All job descriptions and person specifications should be based on evaluation of the skills, knowledge and experience required by the post.  New or significant changes to job descriptions will be agreed by the Director and the Board of Trustees.  

	

	

	9.  Attracting and Managing Applications

	

	The Director is responsible for placing job advertisements and will finalise the job pack.

	

	Each job pack will contain:

	

	· A covering letter outlining the recruitment process and key dates. Applicants will be told that they must demonstrate how they meet each point of the person specification as MindOut will use this criteria to short-list applicants for interviews. 

· A job description, person specification and terms and conditions, including that the post is subject to an enhanced CRB check.  A copy of MindOut’s CRB policy statement, which includes a statement declaring that candidates with convictions under the Safeguarding Vulnerable Groups Act 2006 are barred from the post.

· An application form.

· Background about the organisation, MindOut’s commitment to Equality and Diversity and its recruitment policy regarding candidates with experience of mental health issues.  

· An equal opportunities monitoring form

· A copy of the Rights to Work (documents) policy

	

	When a post is advertised externally, the closing date will normally be approximately 3 weeks from the date of the advertisement.

	

	The candidate’s Equal Opportunities information will be logged anonymously and this section of their application will be detached and stored separately and in a secure place.  

	

	10.  Selecting Candidates

	

	10.1  Shortlisting

	

	The Director is responsible for organising and chairing shortlisting panels, including writing or agreeing suitable interview questions. There will usually be two other members of the panel, and where ever possible, one of these members will be a service user.

	

	The shortlisting panel will meet and score the extent to which each application meets the job description and person specification.

	

	10.2  Notification of shortlisting

	

	All applicants should be informed of the outcome of their initial applications (unless stated within the recruitment packs).  

	

	The Director will write to short-listed applicants notifying them of the date, place and time of interview.  Details of any test or presentation will also be given.  Shortlisted applicants will be asked to confirm their attendance at the interview and if they have any special requirements (e.g. disabled access).

	

	10.3  The Interview Process

	

	The Interview Panel will normally be the same members as the Shortlisting Panel and will be chaired by the Director.  

	

	Interviews will be conducted using the interview questions and supplementary prompting questions as appropriate to ensure each applicant is given maximum opportunity to demonstrate how they meet the criteria.  Answers will be scored in a system agreed by the Director and Board of Trustees: tests and presentations will also be scored.

	

	The Director will retain the scoring information for a period of twelve months. (After this period, the Director will be responsible for the destruction of paper based records: this will be done by shredding the material and confidential disposal).    The Interview Panel will agree feedback for unsuccessful candidates. 


	11.  Making the Appointment

	

	11.1 Decision to offer the post

	

	The Director will offer the post to the individual judged to score highest in the interviews as long as they meet the job specification and requirements.  The offer will be made subject to satisfactory references and completion of a six-month probationary period and a satisfactory CRB check. 

	

	The Director will then make the offer in writing subject to the conditions above and evidence of the Right to Work.

	

	11.2 Taking up references and CRB checks.

	

	References and a CRB check will be taken up for the successful applicant.  The start date will be delayed if necessary until satisfactory references have been received unless agreed by the Director.  

	

	If references or a CRB check reveals any information affecting a person’s suitability for a post this will be reviewed by the Director. In the case of the CRB check MindOut will follow the procedure set out in its CRB policy.

	

	11.3 Rights to Work Documentation

	

	An offer of employment will also be withdrawn if the successful candidate is unable to provide the relevant Rights to Work Documentation (Immigration, Asylum and Nationality Act 2006)

	

	

	

	The Induction Process is covered in the Induction Policy 

	

	12.  Complaints about the Recruitment Process

	

	If there are any complaints about the recruitment process and procedure, the complainant will be invited to put the complaint in writing to the Director.  A copy of MindOut’s Complaints Procedure will be made accessible to them.
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