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Staff Appointment Procedures 
· Advertise on reed, job centre Plus, ASC website, Gum tree website 
· Look through all CVs
· Shortlist CVs relevant to job role
· Pass these CV’s to the senior management to arrange interview 
· Invite candidates for an interview
· Shortlist most appealing candidates
· Re-interview candidates 
· Check the candidates’ references and all academic qualifications and passport 
· Decide which candidate would be most suitable – discuss with other members of staff 
· Appoint the chosen candidate

1. Introduction

1.1 The prime objective of this Staffing Appointment Policy is to ensure that a common, transparent and non-discriminatory approach is adopted with regard to all appointments.

2. Purpose

2.1 The Appointment Policy is intended to ensure that all appointments are approached fairly and consistently whilst recruiting and developing human resources to improve the efficiency and effectiveness of Seeds foundation services. 





3.   Permanent, Temporary Support and Agency Staff Procedures 

4.1 Seeds foundation wishes to ensure good practice is maintained in relation to the appointment of staff. The decision to recruit new staff will involve consideration of alternative means in which the required skills/experience may be obtained:

· re-deployment
· staff development which may result in improved versatility and quality
· re-allocation of duties which may better utilize the capabilities of existing staff


4. Job Specification
	
4.1 The job specification will consist of the following:-
· Job Description, which is a statement of the key tasks and associated tasks relative to a particular post
· Job description includes:
· Job Title;
· Line Manager to whom the post is responsible and accountable
· Job Purpose;
· Key Task Summary;
· Key Tasks;

4.2 It is the responsibility of the Office Administrator to compile the Job Description and amend/review those job descriptions already in existence to reflect current Seeds foundation requirements.

5. Personal Specification

5.1 The personal specification provides a guideline in which candidates are evaluated and as such, the details must be based on the job description and accurately reflect the qualifications, experience, skills and personal qualities necessary to effectively undertake the Key Tasks of the post.

5.2 It is normal for the personal specification to contain those characteristics which are deemed essential criteria for successful job performance and those which are desirable.

5.3 Desirable requirements should not be unnecessarily restrictive or contain requirements which exclude particular groups since this may constitute unlawful discrimination.

5.4 It is the responsibility of the Office Administrator in conjunction with the principal to complete the Personal Specification. 

6.  Advertising of Posts

6.1 All approved staffing requests in excess of six months will be subject to competitive selection procedures. It will be at the discretion of the Principal whether posts are advertised internally only as opposed to external and internal advertisement. 

6.2 Where appropriate, some vacancies will be advertised internally only:
· local labor market information
· untapped sources of labor
· College policy
· financial implications


6.3 The recruitment advertising budget will be controlled by the Principal and Finance Officer who will monitor advertising response rates to ensure Seeds foundation recruitment advertising strategy is both successful and cost-effective


7. Short listing

7.1 All applicants are given equal consideration, and selection for interview is based on strictly job-related criteria as defined by the Job Specification.

7.2 The short-listing process will be achieved by means of a short listing form which enables each applicant to be considered against objective job-related criteria.


8. Selection Method

8.1 Following the short listing process, the selection interviewing procedure will not normally comprise more than eight candidates. The determination of selection method will be the responsibility of the principal to whom the post is accountable in conjunction with the Administration Office.


8.3 Prior to interviews, the principal and office administrator will have discussed the interview format.
Staff involved in recruitment and selection procedures will be given staff development in all aspects of the process. All interviews should be conducted in a professional manner with due regard to the wording of potentially discriminatory areas of questioning.

8. Application Method

8.1 All applicants will be required to complete a College Application Form at the time of their interview. It is the responsibility of the Administration Office to issue and collect all applications in response to an advertised post. In addition, the Administration Office will be responsible for acknowledging all responses to advertised vacancies, as well as speculative applications.

9. Interview Assessment 

9.1 Where possible, immediately following the interview of the final candidate, the principal and director will discuss their views and will aim to reach a consensus or majority on the most suitable candidate for the post. 

9.2 Any interview assessment records will be retained within the Administration Office for one year following the date of the interview and on the personal file of the successful candidate for the duration of their employment at Seeds foundation.


10. References

10.1 Two references will be requested for short-listed candidates. References are normally requested after the interview.


11. Offers of Employment

11.1 Successful applicants will normally be informed verbally within ten working days following completion of all selection procedures conditional offers will be made unless all of the following are satisfied:

· Satisfactory CRB check 
· Receipt of two satisfactory references
· Receipt of satisfactory proof of citizenship or proof of eligibility to work within the United Kingdom
· Verification of qualifications
· Occupational Health clearance including the result of a medical examination (where appropriate)



11.2 Where a conditional offer is made, this must be made clear to the candidate at the time of the offer. All appointments are subject to a probationary period of three months. 


12. Written Statement of Terms and Conditions of Employment

12.1 The Administration Office is responsible for the issue of all appointment letters and the preparation of Terms and Conditions of Employment.

12.2 The Principal will advise on appropriate salary/remuneration levels and associated terms and conditions.

12.3 There may be opportunities to offer salaried or unsalaried learner placements and departments are required to follow the same Appointment procedure with the Administration Office issuing formal offers of placement.

13. Unsuccessful Candidates

13.1 It will be the responsibility of the Administration Office to advice, in writing, unsuccessful candidates who attended for interview, within ten working days of an offer of employment being accepted. On request, unsuccessful candidates will be provided with post-interview feedback.

14. Failure to Appoint

14.1 Where the interview selection panel fails to reach an agreement on a suitable candidate for the post, or an advertisement fails to yield a satisfactory number or level of candidates, the panel may repeat the selection process by re-advertising the post. 

15. Speculative Enquiries

15.1 Where the Administration Office receives speculative enquiry/curriculum vitae for work within Seeds foundation, the Administration Office will acknowledge receipt of any written enquiry and forward a copy of the information to the relevant Head of Department for their consideration. This information will be kept on file in a secure place within the Administration Office for a period of one year.
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