First Housing Aid & Support Services

RECRUITMENT AND SELECTION POLICY
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AIMS AND PRINCIPLES

1. First Housing Aid & Support Services is committed to recruitment and selecting staff in a manner which:

· Promotes equality of opportunity

· Is open and fair

· Results in a high quality of people working for First Housing Aid & Support Services

APPLICATION OF EQUAL OPPORTUNITIES POLICY

2. First Housing Aid & Support Services is committed to undertaking recruitment and selection in a way, which upholds equality of opportunity and its equal opportunities policy.  Therefore, the recruitment process has been designed and will be carried out in a way which will not discriminate against applicants on the grounds of their:

· Race

· Age

· Disability

· Sexuality

· Nationality

· Religion

· Cultural beliefs

ADHERANCE TO RELEVANT LEGISLATION

3. First Housing Aid & Support Services will adhere to the requirements and guidance contained in the relevant legislation (and any subsequent amendments to them) when undertaking the recruitment and selection of staff:

4. Given the nature of the organisation and its duty to care for both service users and staff, all positions where there is substantial access to children and vulnerable adults will be recruited under the framework of the Department of Health, Social Services and Public Safety – Protection of Children and Vulnerable Adults legislation.

PREPARING FOR RECRUITMENT

1. When a vacancy in an existing post occurs, First Housing Aid & Support Service will consider the following issues before proceeding to a recruitment:

· Whether the post requires to be filled

· Whether the post requires review and re-specification

· Whether there is sufficient allocation in the budget for the post and whether funds are available to remunerate it.

2. This last point above will also be considered in the case of newly created posts.  Also, posts, which are outside of the existing establishment and/or budget, will require the approval of the Management Committee before recruitment takes place.

RECRUITMENT PACK

3. First Housing Aid & Support Services will prepare a recruitment pack for each position to be advertised which will include:

· An up-to-date Job Description which sets out:

· The job title
· To whom the post-holder is responsible/reports
· Any staff for whom the post-holder is responsible as a line manager
· The main duties and responsibilities of the post
· Any additional duties and responsibilities of the post
· An up-to-date Person Specification which sets out:

· The essential requirements the post-holder must have in terms of

· The knowledge, skills and experience required for the post

· Any desirable requirements in terms of knowledge, skills and experience

· An application form which includes

· Equal opportunities monitoring form

· An agreement to have police check carried out through AccessNI

· Background information on First Housing will be available to applicants such as:

· The mission statement or vision

· The most recent annual report

· Leaflets for stakeholders explaining the service

· Other relevant information about the organisation

ADVERTISMENT

4. First Housing will advertise as widely as possible within the constraints of the budget.  As a minimum, advertisements will be placed in:

· The Job Centre

· On its website

All advertisements will include

· Declaration of being an Equal Opportunities Employer

· The First Housing charity number

· Recognition of post funders (their names/logos may be incorporated into the advertisement) when appropriate

· The closing date for applications

· Its commitment to vulnerable adults and child protection legislation

SHORTLISTING

1. Candidates will be shortlisted for interview based on the extent to which they meet the essential and desirable criteria for the post.

2. Applications returned by the deadline will be considered by a short-listing panel, normally comprised of the designated line manager and two other managers where possible.  Late applications may be considered at the discretion of the short-listing panel.

3. The shortlisting panel will determine the extent to which each applicant meets the person specification by completing the criteria grid.  The completed grids will provide the documentary evidence required ensuring probity in the recruitment process.

4. Shortlisted candidates must be contacted in writing to advise them of the date, time and location of the interview.  If contacted verbally, this must be followed up in writing.  Candidates should also be notified of any particular expectations of them on the day (for example, that they will need to give a presentation or take a test etc).

5. An interview may proceed even if there is only one potentially employable candidate.  However, where short listing had produced no candidates who sufficiently meet the criteria for appointment in the person specification, a decision to re-advertise should be made.

INTERVIEWS

1. Interviews will always be carried out before an appointment is made.  Interviews will be framed around a set of questions asked of all applicants for the vacancy to ensure a level playing field, although follow up questions may vary depending on the nature of the candidate’s experience, qualifications and views.  These questions will have expected answers with a points system.  The panel may award further points to interviewees based on their responses demonstrating knowledge and experience beyond the expected answers.

2. Should the interview panel have serious doubts about the ability or suitability of candidates, which would prevent them from appointing, then a decision to re-advertise will be taken.

APPOINTMENT

1. Following interviews, references will be taken up and, a conditional offer of employment will be made which is dependent on receiving satisfactory references.

2. Candidates for all posts, which have substantial access to children and vulnerable adults, will undergo an AccessNI check.  The new employee will not commence employment until such a check has been successfully completed.

3. Following receipt of acceptable references and if appropriate, a positive outcome of AccessNI check, a formal written offer of employment will be made to the candidate which they will be expected to confirm by telephone or in writing.

PROBATIONARY PERIOD

4. All new staff will have a probationary period of 6 months, during which they will be closely supervised and supported in order to ensure that they are capable of performing their role properly.

5. During the probationary period performance and general suitability will be assessed and, if it is satisfactory, employment will continue.  However, if  work performance is not up to the required standard, or the person considered to be generally unsuitable, First Housing may either take remedial action (which may include the extension of the probationary period) or termination of employment at any time.

First Housing reserves the right not to apply its full contractual capability and disciplinary procedures during the probationary period.
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