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	SELECTION & RECRUITMENT OF STAFF



A:
OBJECTIVES:

1.
This policy is designed to ensure the effective recruitment and selection of staff in accordance with the Home's stated staffing levels and Equal Opportunities Policy.

2.
This policy identifies the simple methods for the following:

2.1
Identification of future manning / resource needs in relation to the demands of the Home;

2.2
The method for sourcing suitable candidates for vacancies which arise

2.3
Short-listing and selecting individual job applicants

B:
PROCEDURE:

1.
Recruitment Planning:

Consultations between the Directors and the Manager on a regular basis will identify any anticipated recruitment need. This is discussed as a regular item on the agenda of monthly management meetings as part of the business plan. This will allow sufficient lead-time for recruitment.

2.
Advertising:

2.1
The Manager will arrange for the job(s) to be advertised in the appropriate media, with priority given to internal advertising to staff.

2.2
"Reserve Lists", i.e. lists of previous unsuccessful applicants who responded to an advertised vacancy may be considered at the Manager’s discretion.

2.3
An external recruitment agency may be contacted to introduce overseas staff to fill vacancies unfilled by local advertising.

3.
Applications & Interviews:
3.1
All applicants will be required to complete a standard Job Application Form and return to the Manager.
3.2
The number of interviews that a candidate may undergo will depend upon the seniority of the post for which he / she has applied. Candidates for non-qualified posts will normally be interviewed by  The Registered Manager. A Director may also interview those for qualified positions. 

4.
References, Medicals & Job Offers:
4.1
The Manager will take up two written references for all new staff members.  It is the responsibility of the Manager to ensure that two written references and ISA Check are in place before the new employee starts work. Prior to appointment a full CRB police check and ISA must be initiated. All documentation will be completed in line with Schedule Three requirements of the Health & Social Care Act 2008.
4.2
The Manager will contact the successful applicant advising them of the offer of employment and detailing the main terms and conditions appropriate to the level of appointment. A letter of appointment will be sent. All offers of employment are subject to the receipt of satisfactory CRB, ISA and references
4.3
Following acceptance by the successful candidate, the Manager will inform other candidates that they have been unsuccessful
5.
Commencement of Employment:
Upon commencement of employment the successful candidate will be given a Staff Contract of Employment and the required induction training.
