
MANAGER’S GUIDE TO
HUMAN RESOURCES Recruitment

Recruitment Policy
The policy of the Council is to recruit the best possible staff for all
jobs.
This document provides a statement of principles for recruiting and selecting staff. It is
accompanied by a range of step by step procedures, guidance notes, comprehensive training
packages and standard documentation for managers.

Equality of Opportunity
1. The Council welcomes legislation protecting the rights of all, and opposes all forms of

unlawful discrimination on the grounds of colour, race, nationality, ethnic or national origin,
gender, marital status, disability, age, sexual orientation , trade union activity or religious and
political beliefs

2. The Council believes that the talent and skills available throughout the community must be
considered when employment opportunities arise - so all vacancies will be open to all
applicants equally, both external applicants and existing employees. The only exceptions to
this are:

• where existing employees are at risk of redundancy or retirement on the grounds of ill
health the Council is obliged to consider the possibility of redeployment before
undertaking open recruitment.

• where the job involves “acting up” or secondment of an existing employee for a fixed
period to cover short to medium term staffing needs

• where a similar post1 has been advertised in the preceding six months then the pool
of suitable applicants may be used.

• where the staffing need is of a very short duration

3. All jobs (other than these exceptions) will be placed with the Employment Service and the
Council will also use local media, national media, specialist journals, internet job sites and
any other inclusive methods that may be appropriate eg radio advertising, open evenings.
Use of specialist search agencies will only be an option where conventional advertising has
proved unsuccessful, and will be subject to strict requirements to ensure equality of
treatment.

4. Decisions on recruitment and selection will be based solely on objective and measurable
criteria, defined in the specification for each job. Criteria must be relevant (e.g. no use of
age-related criteria), appropriately defined (e.g. recognising equivalent qualifications), and
reasonable adjustment will be made for applicants meeting the definitions of the Disability
Discrimination Act.

5. The Council will use standard application forms for all jobs, and personal information will be
removed prior to short-listing.

6. The Council will conform to the requirements of the “two tick” accreditation scheme for the
employment of disabled people

1 defined as posts with broadly similar duties and the same or lower levels of responsibility. The person
specification for both posts should contain criteria which require the same or equivalent levels of skills,
knowledge and experience.
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7. Applicants with previous criminal convictions will be treated fairly within national guidelines,
and cases will be assessed individually. Particular care will be taken to protect the interests
of customers and the Council in dealing with children, vulnerable people and finance.

8. All staff involved in short-listing and interview must have received training in recruitment and
selection including consideration of the legal obligations surrounding equalities in
recruitment and selection

Managing Recruitment and Selection
1. All advertising and recruitment literature must be in a consistent style and promote the

values and professionalism of the organisation

2. Speculative applications will not normally be considered. Applicants will be informed of
where vacancies are advertised e.g. on the Council’s website

3. All posts at scale 1 or 2 will normally be considered for New Deal or similar initiatives in the
first instance

4. By 2003 all candidates should be able to apply on line for all jobs, and download all
application materials, information packs etc.

5. All complaints about recruitment should be made in writing the Human Resources Manager
and will be handled within the Council’s general Complaints Procedure

6. The standards for delivery of the service are

• All interview panels will consist of at least two staff

• All candidates will be asked standard questions and notes will be taken by panel
members. Supplementary questions will only asked be to follow up information given
in responses, or in other areas of the selection process eg on the application form, in
selection tests

• Psychometric tests will only be administered and interpreted by appropriately
qualified staff. Personality testing will relate explicitly to areas on the person
specification (e.g. clearly defined behaviours or competencies which are needed for
that job). All candidates will be given examples and information about tests in
advance, and encouraged to take advantage of feedback.

• Job-related tests/exercises e.g. in-tray tests will be used wherever possible to assess
how the applicant would respond in a work setting

• References, qualifications, police clearance (if required) and eligibility for
employment will always be checked prior to appointment.

7. The targets for delivery of the service are:

• all job packs will be sent out within one day

• short-listing should take place within one week

• all unsuccessful interviewees should be contacted within two days

• all formal offers of appointment should be made in writing within two weeks
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Secondments
1. “Secondments” are defined as cases where an existing employee undertakes a different

role on a temporary basis. Where someone is on secondment from another organization
their employment status with Redditch Borough Council is that of a temporary member of
staff, and the conditions below do not apply.

2. Secondments are an opportunity for both the organization and its employees, to be used in
the following circumstances:

as a “stop gap” prior to permanent recruitment to a post

where there is uncertainty over whether or not a post will continue on a permanent basis

where it has not been possible to appoint following external recruitment, but the
appointing panel feels that an employee who has applied has the capacity to develop
into the role with more experience

3. Secondments will end with:

external advertisement of the position leading to a permanent appointment, in which
case the secondee competes on an equal basis to all other applicants. Where the
secondee is not successful in open competition, they are entitled to a statement of the
reasons why on request.

deletion of the post, in which case the secondee returns to their substantive post. If this
post no longer exists the employee is subject to redeployment

appointment of the secondee to the permanent post without open competition only when
the following criteria has been met:

a. the secondee has already gone through external competition which has left the
post unfilled, but, over a further period of between six and twelve months still
seconded to cover the post, has demonstrated that they can now meet the
person specification for the post.

b. the employee has provided a written statement of how they meet the person
specification, had an interview with the appointment panel, and been assessed
against the person specification.

c. the appointment has been approved by the Director and Borough Director.

4. Secondments will not normally extend beyond 18 months. Any extension beyond this period
is subject to approval by the Borough Director in consultation with the Human Resources
Manager. The justification for extending a secondment should be noted in writing and
retained on an employee’s personal file, with details provided to the employee.
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