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RECRUITMENT AND SELECTION POLICY FOR EMPLOYMENT
 including arrangements for disabled applicants – these are identified using this symbol
The recruitment and selection policy aims to ensure that:
· people of the appropriate calibre are attracted, recruited and selected to meet the requirements  

· all applicants whether appointed or not, receive accurate and timely information concerning the University and the relevant vacancy

· all applicants are treated fairly during the recruitment process, and that only those factors related to the job to be filled will be used to make selection decisions; the University will take no account of gender, marital status, carer commitment, sexual orientation, disability, ethnic or national origins, colour, race, religious or political belief, nationality, age, or socio-economic background.

· staff making selection decisions receive up to date information and training in recruitment principles, and are aware of the current legal framework for ensuring  diversity and equality 

· the recruitment and selection decisions are monitored, reviewed and reported annually 

Guidance for members of staff who are involved in the recruitment and selection of staff including recruitment and selection of disabled




INTRODUCTION
This document has been drawn up as a reference aid to assist members of staff who are involved in the recruitment and selection of staff.  It also addresses specific issues relevant to disabled applicants.
It will be made available to anyone who has the responsibility of recruiting to, or involvement in selecting for, a post in the University.  It will be available on the University website.   These Guidelines are complemented by a training course offered by the Personnel Department and all members of selection panels should have attended this course. In addition, there are two on-line training programmes to be undertaken prior to any recruitment involvement; one addresses the legal context and includes issues relating to disability, and the other addresses recruitment and selection issues. If recruiters are unable to attend or undertake any of these training activities, they must as a minimum seek one to one support from a Personnel Adviser. 
Copies of all the forms mentioned are available from the Personnel Department website.
THE LEGAL FRAMEWORK

The following section is a summary of the main areas to be considered when recruiting and selecting staff.        

1. It is illegal to discriminate against an individual in the recruitment process on any

of the following grounds;

· gender and marriage (including gender re-assignment)

· race, 
· religion and belief

· disability 

· sexual orientation

· age
2. There are two main forms of discrimination that need to be considered;


Direct Discrimination consists of treating a person less favourably, on one or more of the grounds listed above, than others would be treated in the same circumstances. 


Indirect discrimination occurs where, although a criterion, provision or practice is applied equally to all applicants, it may disadvantage people of a particular race, gender, age group or other protected characteristics covered by the law. If the criterion, provision or practice cannot be objectively justified in relation to the job being appointed to, then indirect discrimination may be occurring.  

3. The Disability Discrimination Act (1995) makes it unlawful for an employer to discriminate against disabled persons in employment or the arrangements for employment recruitment unless there is a material and substantial reason for doing so.


4. Disability is defined as any physical or mental impairment which has a substantial and long term (over 12 months) adverse effect on a person’s ability to carry out normal day to day activities.

Two Ticks Accreditation

5. This accreditation and symbol indicate that we are committed to;

· Inviting to the selection event all disabled applicants who meet the minimum/essential criteria for a job vacancy and to consider them on their abilities.  Meeting the minimum criteria means that they, like all applicants, must provide reasonable evidence for each of the essential elements of the person specification.  Simply stating that they meet the person specification will not be sufficient. 

· Discussing with disabled employees, at least once a year, their continuing development to ensure they can develop and use their abilities

· making every effort when an employee becomes disabled to ensure they stay in employment

· taking action to ensure all employees develop appropriate level of disability awareness to support the above commitments

· reviewing each year all the commitments, assess what’s been achieved, plan ways to improve and keep the Jobcentre informed

Disability Disclosure; rights and responsibilities

6. A disabled applicant:

· is strongly encouraged to declare any disability to ensure that the appropriate level of help and support can be provided;

· needs to have disclosed a disability at the application stage in order to be considered under the Two Ticks accreditation;

· has a right to disclose a disability at any point in the application process;

· who does not declare a disability is advised that the current health and safety legislation states that if the disability has implications for the health and safety of either herself/himself or the people that they may be working with, the prospective employer must be informed of the disability.

7. The Two Ticks disability symbol applies to overseas applicants, so long as they are eligible to work in the UK under current immigration legislation.

8. The law also places on employers a duty of “reasonable adjustment” in order to overcome any substantial disadvantage to a disabled job applicant or employee caused by the employers premises or employment arrangements.  Failure to make reasonable adjustments will constitute illegal discrimination.  In assessing whether it is reasonable to make a certain adjustment, an employment tribunal will take into account the resources available to the institution as a whole.  

Help and advice is always available at all stages of the recruitment process from one of the Personnel Advisers. Email personnel@worc.ac.uk  or one of the personnel advisers direct.  
THE RECRUITMENT PROCESS

Analysing and defining the job
9. The first and most crucial step in the recruitment process is to analyse the requirement for the job. Posts that become vacant can be carefully reviewed in the light of the future needs it may be appropriate to re-allocate, redefine or dispense with tasks. New posts also require careful analysis.  

10. The following framework can assist in this process;

 the context of the post




department/location




equipment and materials to be used




health and safety




line manager




working conditions; shared office, team membership




mobility requirements; access and transport required

the responsibilities of the post



objectives




quality standards required




supervisory relationships




job purpose




associations with other functions




resources managed





staff





financial





other





main tasks


The terminology used to describe the tasks should be as clear as possible so as to convey a precise idea of what is required.  Words such as  “responsibility”, “liaison”, “co-ordination”  are too vague, and require qualification

the terms and conditions under which the post operates



salary range




hours of work and pattern of working




length of fixed term and reasons for fixed term




career and staff development opportunities




health and safety considerations
Job Descriptions and Person Specifications 

11. These must accurately reflect the job and so care must be taken when drawing up these documents to ensure that they do not discriminate, however unintentionally, against certain groups of people and this includes disabled people.  You need to be able to justify and clarify items on the job description and person specification.  If you are unsure as to whether a requirement might be discriminatory please contact a Personnel Adviser for advice.

 Job Description

	Job Requirement
	Things to consider

	Proposed

Current driving licence, with the ability to travel throughout the region, using own transport

Alternative

The post holder will be required to attend weekly meetings in the Worcestershire area, and therefore the ability to travel is essential
	Question - Is this going to discriminate unintentionally against certain groups of people?  

Answer – Yes, probably.

· When a disability is visibly obvious, for example a wheelchair user or blind applicant it can be easy to imagine that this requirement may, unintentionally, be something that discriminates against them. 

· However, when the disability isn’t so visible, for example somebody who has epilepsy or chronic fatigue it is harder to initially make this link, but the reality is that this too could, again unintentionally, discriminate, against them.  They may not have a current driving licence and consequently their own transport, but may well be able to travel throughout the region using public transport and/or taxis.  

· So you need to carefully consider – If there is a genuine requirement for the post holder to travel, is using their own transport the only way they can reach the destinations; or could public transport or taxis be used?  This might include looking at other factors such as availability, proximity to destination and financial implications of funding alternative forms of travel.

	
	


.

There is a standard job description, which includes the person specification that must be used when recruiting.  This is available by clicking on the following link:  http://www.worc.ac.uk/personnel/documents/Jobdescriptionproforma.doc
Person Specification

12. The person specification is a description of the characteristics required of the person who is appointed to carry out a job.  The person specification should be developed from the job description itself, rather than from any pre-conceived, subjective notion of the sort of person who is to be appointed - such as the previous incumbent - and it is for this reason that the job description should be sufficiently clear in the range and type of activities to be carried out.

13. The person specification requires you to indicate how each criterion will be measured and at what stage of the recruitment process. For example, a qualification can be assessed from the application form and by the production of an original certificate at offer stage; a skill, such as written and oral presentation skills would be assessed from evidence provided on the application form and from a work related task at interview. 

Worked Example – Person Specification

	Person Specification
	Evidenced from

	1
	Relevant first degree
	Application form, and by production of original certificate as part of pre employment checks if appointed

	2
	Ability to deliver lectures to a diverse range of students using student centred approach
	Application form and assessed teaching session as part of interview process


14. The most common characteristics described in person specifications fall under the main headings of education, work experience, skills and abilities but there may well be other depending on the nature of the job.  The characteristics looked for will be either essential or desirable.  Essential characteristics are the key selection criteria for the job i.e. central to the performance of the job, such that no one without the particular characteristic could be appointed, regardless what other attributes they might possess.  Somebody could do the job without the desirable characteristics but performance would be significantly enhanced if the person appointed had them.  It is helpful to indicate a degree of desirability for each desirable characteristic.  Only characteristics identified as either essential or desirable at this stage should be taken into consideration in the selection process.

15. It is also important to distinguish between the characteristics which are essential for job performance but which can be acquired through training after appointment; and those that are considered essential to have before appointment.  In the former case, part of the selection process would be to determine the likelihood of the person appointed acquiring the characteristic.

16. In drawing up a person specification, try to be specific about any qualifications required and avoid asking for a level of qualification that is higher than necessary to perform the job.  For example, “a good honours degree” or “good general education” is too vague to have any real meaning.  It is important to get at the reason behind the need for the qualification:  what is the qualification providing proof of and can this capability be acquired and shown to exist in any other way?  

17. Similarly, the sort of previous experience required should be carefully defined so as to fit, rather than overstate, the requirements of the job.  Skills may be developed in a variety of ways that may be outside professional work experience.  Often it is quality of experience, rather than quantity, which is more important in subsequent, successful job performance.

18. At all stages in the development of the person specification, it is essential to refer back to the job description to ensure that the characteristics being sought directly link into and support the requirements of the job to be done.


Planning the Selection Methods
19. The selection criteria identified in the person specification must be measurable in some way and the next stage in the process is to determine how applicants for the job are to be assessed in relation to those criteria.

20. The first stage of selection will be sifting of the application forms received to identify those candidates who meet the essential criteria, in so far as this can be determined from the application forms.  The success of this stage will depend on the careful definition of the criteria in the first place and on their having been made clear in the information given to enquirers.  In a sense the advertisement and job description may be seen as “self selection” with applicants assessing for themselves whether they will meet the basic criteria, and therefore whether to apply or not.  Loosely defined or poorly communicated criteria will make this process less successful.

21. After the initial sifting, the methods of selection should reflect the selection criteria identified as essential, but which could not be measured from the application forms.  The traditional method, and by far the most widely used in the University, is the interview.  

22. There is a great deal of evidence to show that interview performance on its own is not a good predictor of successful job performance.  This does not mean that the interview is not a valuable selection method, providing it is used to supplement a variety of other techniques appropriate to the job in question. 

23. It is University policy that selection processes should include methods in addition to the interview.


For example:

	
	Teaching post:
	Candidates could be asked to prepare and deliver a lecture or seminar to a group that may include members of the selection panel, teaching staff, research staff, postgraduate and undergraduate students as appropriate.

	
	
	

	
	Research post:
	Candidates could be asked to design an aspect relating to the project to be carried out, or to present a section of their current research work;

	
	
	

	
	Technical or operational post:
	Candidates could be asked to perform a task relevant to the job such as operate a piece of equipment or to demonstrate a technique;


	
	Management post:
	Candidates might be given a problem to solve, either on their own or in a team, and be asked to present their conclusions.  Psychometric tests may also be used to determine specific aptitudes.

	
	
	

	
	Administrative

 post:
	Candidates might be required to give a practical demonstration of their IT skills, to draft a letter, to show the ability to set priorities





Work Related Tasks

24. We need to ensure that disabled candidates are not unintentionally discriminated against by the work related tasks.  

For example: 

- Candidates with dyslexia may need more time to complete a task

- A disabled candidate unable to use a keyboard could, with current technology available, be offered voice recognition software to complete a pc based task

Help and advice is always available from one of the personnel advisers if a manager has any queries or concerns regarding appropriate work related tasks.

25. It may take a little time to devise and administer selection exercises but the experience of selectors across the University suggests that they provide useful, concrete evidence that helps in decision making. 
Bear in mind the total cost of employing the person when you are thinking about selection methods; would you want to spend all that money on the basis of a half hour interview only to find out subsequently that the person you have appointed is incapable of carrying out the specific task you want them for?

Draft Advertisement 
26. The wording of advertisements will be derived from the job description and the person specification and will mention the purpose of the job and the key selection criteria.  The advertisement is not only an opportunity to attract candidates but it is also a method of selection and should deter unsuitable candidates from pursuing an application.  Care should be taken in writing advertising copy to avoid words with a gender or age bias; advice on appropriate language may be obtained from the Personnel Department.  The need to convey essential information about the post in order to attract appropriately qualified applicants has to be set against the very high cost of placing advertisements in the press:  judgements will have to be made about the amount of detail it is necessary to put into the advertisements and what can be left to the job description. The use of websites is increasing and the nature of the advertising copy is changing as a result. A copy of the advertisement agreed with the appropriate line manager. The advertisement should include the date of the selection process. 


Advertising
27. It is the University’s policy that vacancies should be advertised and that appointments are made following open competition.  This will ensure

· that the best available candidate for the job is appointed; and

· that candidates from minority groups within society will have the opportunity of applying for posts in the University.

28. All vacancies are displayed on the University website.  Most vacancies are advertised externally at the same time using appropriate media, whether local or national press, academic publications, websites, job centres etc. 


29. All job adverts will carry the Two Ticks logo, so candidates will be aware that the University of Worcester is positive about disabled applicants, and will guarantee them an interview if they provide reasonable evidence that they meet the minimum/essential criteria for the role. 

30. It is University policy that 7 working days elapse between the publication of the advertisement and the closing date for the receipt of applications

31. Current employees often ask if their friends or relations can be considered for vacancies:  all approaches of this nature should be directed to the Personnel Department.  As a way of stimulating interest in employment opportunities in the University, such informal approaches are welcome, provided they are channelled into a formal recruitment procedure.  Otherwise, groups and individuals who do not have any informal contact with existing employees would be at a disadvantage.

32. There are instances when an appointment is needed urgently, to meet an immediate need.  Where several requests of this nature are received, the Personnel Department will take steps to advertise and to gather a pool of applicants who may be contacted when suitable work arises.

33. The University has a responsibility towards members of staff whose contracts are due to end and where re-deployment would provide the individual concerned with a suitable alternative employment.  In such cases, it may be inappropriate to advertise externally.

34. In order to meet the requirements of the UK Border Agency when appointing overseas nationals all posts above a specified salary level must be advertised through Job Centre Plus. 

35. All applicants are required to complete either an online or paper copy application form. The paper copy application form can be provided in larger type face, or emailed to candidates for them to alter type size, colour to suit their own personal requirements.  Applicants requiring the application in any other specific format, for example Braille or recorded spoken word, should contact the Personnel Department on 01905 855173 or by email at personnel@worc.ac.uk   The word version of the application form is available by clicking on the following link: 

http://www.worc.ac.uk/personnel/documents/wordversionapplicationform.doc
36. The application form, includes a mechanism for monitoring information about the age, religion, gender, sexual orientation, ethnic origin, marital status and disability of applicants, essential to the measurement of the University’s progress in implementing its equal opportunities policy.  The equal opportunities monitoring form is removed in the Personnel Department before the applications are seen by the selectors.



Applicants who have disclosed a disability and who meet the essential criteria will be guaranteed an interview.

37. Applicants sometimes send CVs by way of application, these can only be accepted if accompanied by a completed application form which should be cross- referenced to the CV, signed and dated to indicate accuracy.  Applicants invited to interview for academic posts are invited to submit a list of their public output, as part of their supporting statement or as a separate document.

Pre-Selection
38. The selection of a successful candidate from a number of applicants is dependent upon the earlier stages of the recruitment process having been carefully carried out:  if the duties have been correctly identified in the job description it will make the process of selection much easier.  Information available to selectors to help them in their task of choosing a candidate for appointment includes the job description and person specification.
39. The key selection criteria, upon which the whole of the selection process depends, are contained in the person specification.  Some of the basic criteria may be assessed from the application form whilst others will be measured through a variety of other means, including practical exercises and interviews.


Shortlisting

40. After the closing date the file of applications for the post will be passed to the Head of Department, or other person responsible for the recruitment process.


Information contained in job applications is confidential and forms should therefore be kept in a safe place and the data protection policy will apply.

41. Shortlisting from the information contained on application forms will be based on the person specification for the job.  Not all key selection criteria from the person specification will be measurable from information contained in forms but some may be.  For example, if the person specification requires that the person who is to do the job must have a particular qualification, then all those applicants without that qualification can be excluded.  However, selectors must be careful that they do not exclude applicants who may not have the qualification itself but who have practical experience which might given them the knowledge, skills or aptitudes the qualification would provide.  Such judgements are not always easy to make, so the initial sifting should be carried out by at least two selectors. Where an applicant fails to match the criteria, a note must be made of the reason for rejection. Applicants often ask for feedback and it is University policy to provide this. All information related to shortlisting will be retained by the Personnel Department for 4 months.

42. Short-listing for posts follows a standard procedure in that:

a. Each application is assessed against the essential criteria on the person specification using a form of scoring grid.  

b. At least two people must assess each application form.  This will normally be the manager responsible for the post and another person taking part in the selection process.

c. Disabled applicants who provide reasonable evidence that they meet the minimum/essential criteria for the role will be guaranteed an interview under the Two Ticks scheme.  This means that if a disabled applicant demonstrates on their application form that they meet the essential criteria as measured from the application form, then they must be invited for interview. 

d. If the field of applicants meeting the essential criteria is too large to interview, this can be reduced by using the desirable criteria.  Please note that under our commitment to Two Ticks a disabled applicant cannot be rejected for not meeting the desirable criteria, as they have been guaranteed an interview by meeting the essential criteria. 

Help and advice is always available from one of the Personnel Advisers if a manager has any queries or concerns regarding any aspect of short-listing.
43. Applicants may only be rejected for reasons which are job related.  Assumptions are sometimes made which are based on irrelevant criteria.  Examples of these are:

· using current salary as a selection criterion.  Applicants will have read the advertisement which state salary levels:  even though they may be earning a salary above that on offer they may have good reasons for wanting a move. .

· using location of residence as a criterion.  Applicants will assess for themselves the logistics of getting to and from work.

· some applicants may volunteer information about domestic circumstances, which cannot be allowed to influence shortlisting.

· it is important to keep an open mind towards applicants with a disability, if this is revealed on an application form, and not to assume that the disability will affect job performance; or that suitable adjustments might not relatively easily be made.

References
44. The basic purpose of a reference is to have confirmation from the present or former employer, an expert in the field or a senior colleague that the person is, in broad terms, who they say they are (i.e. that they really do have the qualifications they say they have and their record of previous employment is genuine); that they could do the job they were employed to do; and that there were no major areas of concern arising from their work performance.

45. Applicants must be free to choose for themselves who to cite as their referees.  However, they must also have the right to ask that one or more referees (particularly their present employer) is not approached unless their express permission has been given.  For its part, the University should reserve the right to contact the present employer (if not already named as a referee), with the candidate’s agreement.

46. The options in using references within the selection process are as follows:

· to help shortlisting: taken up on long-listed candidates.

· to aid selection from the shortlist:  taken up on short-listed candidates and circulated to panel members before the interviews or other selection exercises take place.

· to confirm selection:  taken up on shortlisted candidates but only made available to the panel after it has made its provisional selection.

· to confirm the appointment:  taken up after the decision to appoint has been made, and where the offer letter is sent “subject to receipt of references satisfactory to the University”.

47. References sometimes make oblique remarks which are supposed to give clues as to the author’s real opinion of the candidate:  objectively, it is impossible to draw any safe conclusions from such remarks.  A glowing reference could mask the author’s desire to see the back of a difficult person; and a poor reference might conceal an attempt to retain a valuable colleague.  On the other hand, references may be perfectly honest and straight forward, giving a fair assessment of the candidate. 

48. In any case, it must be clear that references are likely to be highly subjective and may seek to conceal the whole truth.  Authors should be aware that a “confidential” reference may become a public document:  an aggrieved applicant may insist on disclosure through a legal process, particularly if he/she believes the reference is misleading or inaccurate.  Authors themselves may be liable to legal action in such cases, instigated either by the subject of the reference or its recipient.

49. Having decided at what stage references are to be taken up, the principal recruiter should then seek references through the Personnel Department.  Letters (enclosing the job description for the post) will be sent by email.  The letter can be modified to ensure that referees are asked to address certain issues which may be of importance to the selectors. Referees will be asked to reply within a specific time period.

50. Selectors who know the referees concerned may offer to obtain the references themselves on a more informal basis but this may lead to the inequality of treatment through patronage.

51. Telephone references are normally only sought at the final stage of selection as a security check on the successful candidate:  such references should be confirmed in writing or, at least, detailed notes taken to be kept on file.

Setting Up a Selection Panel

52.  The Personnel Adviser who is handling the appointment will be able to advise on this and will contact panel members and make arrangements for the panel to meet. There should always be more than one person involved and should include the immediate manager of the post to be filled and a representative from the Personnel Department. Appointment panels for academic posts have specified composition and the Personnel Department will advise on this. 

53. It is hoped that selectors will be drawn from all sections of the University community and will include men and women, people from ethnic minorities and people with disabilities, particularly if there are candidates from these under-represented groups.  This helps to put candidates from such groups at their ease and to give them confidence that the process is fair; and portrays the University as an organisation which does more than simply pay lip service to its equal opportunities policy.  It may also help to persuade candidates to accept an offer of appointment if they know they will not feel isolated in the University.

54. Panel members will be sent a copy of each shortlisted candidate’s application, together with the job description of the post, the person specification and a note of the date, venue and order in which candidates are to be seen.


Inviting Candidates/Selection Event Procedures
55. The Personnel Department will write to the shortlisted candidates (or telephone if the timescale is tight) inviting them to attend.  It is, however, University policy that shortlisted candidates are given at least 5 working days’ notice of the selection process date. Candidates will be informed in writing of the schedule of the selection events; this will include times, dates, venues, names of escorts and selectors, description of the events - interviews, tours, tests. 


56. The invite/call to interview letter includes a paragraph asking candidates to contact the Personnel Department in advance if they have a health condition or disability which requires special arrangements or equipment to be available to them during their visit.

· Care must be taken to ensure that any additional requirements requested by a disabled candidate are considered.

· If a candidate has declared a disability and has not indicated that they require special arrangements or equipment to be made available to them, then the Personnel Department will usually check to ensure that this has not been omitted in error.

· If specialist advice to support a candidate’s specific requirements is required then a personnel adviser will be able to offer help and advice in this area.

Candidates will also receive information about the University in the form of maps, links to key documents such as the strategic plan and prospectus.  


Sometimes, where appropriate, candidates may be asked to submit work in advance and it is clearly important that they are all given the same instructions.


Informal Visits

57. Sometimes shortlisted candidates are invited to visit the department prior to formal interview.  Sometimes, even though candidates have not been invited to visit the department, some might ask to do so.  Such requests should be granted but it must be borne in mind that this may give an advantage over other candidates:  consideration should be given to inviting all the shortlisted candidates in these circumstances to ensure that they are all equally aware of the opportunity to visit.  Even though this may appear to be “informal” it is in fact a part of the selection process.  Care must therefore be taken to treat all candidates in the same way, to concentrate on issues relating to the job which has been advertised and to avoid questions which are purely personal.  
58. All those who come into contact with applicants are representing the University in relation to the filling of the post, including the reception staff who receive candidates.  The manner in which an applicant is received and the way the visit is conducted may influence the candidate in deciding whether to accept the job, if it is subsequently offered.  Those who are not appointed should feel that their visit/application has been worthwhile and that they have been well-treated, as this will encourage them to apply for other jobs and will help to enhance the image of the University.  The same considerations apply also to selection exercises and interviews.


Selection Exercises

59. Examples of different selection exercises include delivering a mini-lecture or presentation, designing an experiment, demonstrating a technique, demonstrating writing and analytical skills or IT skills as appropriate to the nature of the job on offer:  these may be done in conjunction with either visits to the department prior to the interview or on the same occasion as the interview itself.  In the former case, the test might be a means of reducing a long list of possible candidates to a smaller, more manageable number for formal interviews.  In the latter case, the results of the test must be weighed together with interview performance and any other relevant criteria in reaching a final decision.


All candidates who are doing the selection exercises need to be treated in the same way and given the same information to be able to carry out the test under the same conditions as their competitors.  The exercise must reflect some of the skills required in the post.  It should be appreciated that candidates are likely to be nervous and this may affect their test performance.



Interviews

60. Interviews are the most common method of selection, indeed, traditionally, the sole method, but there is substantial evidence to show that interviews on their own are a poor predictor of subsequent job performance.

61. The subject of employment interviewing is too large to cover in sufficient detail here:  the Personnel Department offers a course on interview techniques, and the different styles and methods which may be adopted.  The following points are intended to give some brief and basic guidance to interviewers:

a) Do not keep candidates waiting:  allocate sufficient time for each interview and keep to the timetable.

b) The structure of the interview and the areas of the job asked about should be broadly the same for each candidate.  If the panel is a large one (3 or more selectors), decide in advance who will cover which aspect of the post and on the roles of each panel member.

c) Begin by welcoming the candidate and introducing each member of the panel:  explain the structure of the interview; try to put the candidate at ease.

d) Allow the candidate to express him/herself by asking open questions, possibly on subjects which will be familiar to begin with, to help him/her to relax before addressing more difficult issues.

e) All questions should be related to the job, based on the selection criteria identified in the person specification and job description.

f) Questions relating to marriage, childcare, spouses, etc. must be avoided as they are not job-related.  If a candidate volunteers information on these matters, the subject should not be pursued by the interviewer and the candidate’s comments must not be taken into account of in reaching any decision.  If a job involves unsocial hours or extensive travel, this should be discussed objectively without assumptions about domestic obligations or disability; the interviewer may clearly bring this to the applicant’s attention as a statement, inviting any aspects the candidate might want to discuss or have further details on, e.g.  ‘The role involves regular travel within the UK and some unsociable hours and it is important that all candidates are aware of and commit to undertaking these requirements of the post’. 
g) Similarly, questions about nationality, place of birth, place of residence and ethnic origin must be avoided, as must any assumptions relating to the behaviour of different ethnic groups.  (Questions about nationality may be appropriate only in relation to whether the candidate may need a work permit to take up the employment if offered:  such questions should be asked only on the advice of a personnel representative).

h) Capacity to carry out the duties of the job should be discussed objectively with all candidates:  current legal advice to the University is that questions should not be asked in the interview about disability or related issues.

i) After the selectors have finished their questions, allow the candidate an opportunity to ask questions.

j) At the end of the interview, be clear in informing each candidate about the timescale for decision making and the method by which they will be informed of the outcome.  It is preferable to ask candidates not to wait in the University to be informed on the day of the interview but rather to inform them later of the decision, either by telephone or in writing (or both).

Decision Making

62. Candidates must be considered on the strength of the evidence they provide at the selection event in demonstrating that they could successfully undertake the role. Disability must not be a deciding factor in whether to employ them or not.

63. The first step is to identify those candidates, if any, who fail to match up to the key selection criteria and in what respect.  These candidates can be excluded.  The remaining candidates will have different strengths and weaknesses and a judgement will have to be made to distinguish between them in an way which is fair and consistent with the job description.  The selection panel must be clear about the job-related reasons for its decision in relation to each candidate:  any decision not to offer an appointment is, in effect, a decision to reject; and candidates have a right to ask for and challenge reasons for rejection.


If there is a possibility of an offer being declined, a second and even a third choice may need to be made by the same process.

64. Decisions should be taken as soon as possible as delays may result in candidates becoming committed elsewhere.  If the successful candidate needs time to think about whether to accept an offer, the thinking time should be strictly limited, not more than a week and more generally a couple of days.
65. If a preferred candidate needs a visa to be able to take up the post, the University will need to make an application to the UK Border Agency and provide evidence of suitable advertising process. The application will also include the reasons for not appointing candidates from within the EU.    


Informing Candidates

66. Once a successful candidate has been identified and the conditions of the offer have been determined (e.g. salary, start date, probationary period, mentor, references, etc.), an informal offer may be made by the Personnel Adviser concerned who will follow it up, if accepted, with a formal, written contract of employment.  The salary offered should be within the advertised scale:  it may be unlawful discrimination to offer a salary above the advertised level.

67. Those unsuccessful candidates who were shortlisted will also be contacted by the Personnel Department, to inform them of the outcome of the process.  They may ask for and should be given feedback on their performance and why they did not get the job.  Any candidate seeking feedback on their unsuccessful job application should be referred to the Personnel Department. As with any unsuccessful candidate, a disabled candidate must be offered reasons as to why they were unsuccessful, and these must be related to the person specification.

68. If the preferred candidate for the job is disabled, the manager will need to consider what reasonable adjustments, if any, are required to ensure that the individual can carry out the job to the required standard.  The personnel adviser will be able to assist in this process, and may seek specialist support and advice from our occupational health provider or other relevant specialist.

69. If additional or alternative equipment or any other assistance is required for the candidate, then support may be available through the Government Scheme, ‘Access to Work’ which provides individuals and their employers with advice and financial support with extra costs which may arise as a result of a long term health condition or disability.  Further information on Access to Work is available at: http://www.direct.gov.uk/en/DisabledPeople/Employmentsupport/WorkSchemesAndProgrammes/DG_40003
70. Other sources of funding may be available from within the University or other external funding bodies. In the unlikely event that the necessary adjustments are too extensive and impractical, a review would be conducted by the Director of Personnel and the relevant Head of Department.  In exceptional circumstances the University may withdraw the offer of employment.
71.
Taking up an Appointment

Appointees are asked to confirm in writing that they formally accept the written offer of appointment in the University.  The offer (to external appointees) includes an information pack for new members of staff giving general information about the University.  

71.  Other Useful Guides available:

Please see the Recruitment and Selection section of the Personnel web pages http://www.worc.ac.uk/personnel/index.htm 
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