SOFT TOUCH ARTS LTD

RECRUTIMENT AND SELECTION POLICY
	Scope:


	The policy ensures that recruitment and selection processes are conducted with due regard to equal opportunities considerations and good practice.

	Applies to:


	· Recruitment and selection co-ordination and administrative staff

· Recruitment and selection panels
· Job applicants

	To be used by:


	· Recruitment and selection co-ordination and administrative staff

· Recruitment and selection panels

	Related documents:
	Equality and diversity policy; Recruitment of ex-offenders policy; safeguarding policy; DBS checking process; standard reference letter (Appendix B) standard reference form (Appendix C)

	Last updated:
	6 January 2015

	Next review:
	January 2017

	Responsible co-director:
	Helen Pearson

	Responsible board member:
	To be agreed.


Soft Touch Arts aims to ensure that no job applicant receives less favourable treatment on the grounds of age, disability, gender, race, religion or belief, sexual orientation or any other form of discrimination.  Selection criteria and procedures are reviewed each time a new post is advertised to ensure that individuals are treated on the basis of their relevant merits and abilities.
Definitions
This policy applies to the recruitment of paid staff and to volunteer positions for which a selection process is operated.
Advertising of vacancies
· When appropriate, an open advertisement is placed in the local and/or national press including minority press.

· All vacancies are advertised via relevant networks by circulating both hard and electronic copies of the advertisement.

· Specialist networks are used to ensure the advertisement reaches groups that are under-represented in the workforce.

· All advertisements for staff carry a summary statement of the equal opportunities policy.

Written documentation

Applicants are supplied with the following written documentation relevant to the post they are applying for:

· Job description detailing salary level, who the postholder is responsible to, hours of work and a detailed breakdown of the duties to be carried out.

· A person specification detailing essential and desirable skills, abilities and knowledge. If positive action is required to recruit workers from under-represented groups, job descriptions and specifications will be adapted accordingly within the boundaries permissible by law. 

· A summary of the terms and conditions of employment.

· Details of relevant policies which can be read and if required downloaded from the Soft Touch website, eg the equality and diversity policy, recruitment of ex-offenders policy.

· A summary of the work of the organisation and the background to the post being advertised.

Shortlisting 

· The management board appoints a panel of at least three people who are representative of the community and Soft Touch, to include both worker directors and voluntary directors.

· Shortlisting is carried out by making all personal details anonymous and irrelevant to the process.
· A standardised scoring system is used which scores applicants against the essential and desirable criteria.

· Candidates who meet all the essential criteria are invited to interview.

Interview panels

· The interview panel is the same as the shortlisting panel.

· All shortlisted candidates are invited to interview by letter detailing the date, time and venue of the interview as well as a description of the format of the interview, such as how long it will take and whether there will be any tests before or after the interview.

· If the interview date is not specified on the advertisement or in the application pack, at least one week’s notice of the interview date is given.

· Candidates are given the opportunity to vary the day and time on which the interview is offered, within reasonable bounds, to allow for personal circumstances such as the need to make childcare arrangements.

· Interviews are held in a venue that is accessible for people with disabilities.

· A standardised set of interview questions is used which is agreed by the panel before the interviews.

· A standardised scoring system is used to score candidates against the interview questions.

· No decision is made about who to offer a post to until all the candidates have been interviewed.
Offers of employment

Offers of employment will be conditional upon:

· At least two satisfactory references - a standard format will be used for these (see Appendix B).

· The presentation of original copies of certificates and qualifications if requested.

· An enhanced DBS disclosure that does not reveal any concerns about the suitability of the candidate to work with children, young people, and/or vulnerable adults.
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