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TITLE


RECRUITMENT AND SELECTION - ALL STAFF
PURPOSE/SCOPE
To ensure that the College attracts and appoints the most suitable candidate to each post

RESPONSIBILITY
1)
For completing PER/REQ/1 form and drafting the Person 
Specification lies with the line management.


2)
For approving staff requisitions lies with the Assistant Principal – Human Resources and Quality Development


3)
For the preparation of advertisements lies with the Personnel 
Assistant.

4)
For approval of advertisements lies with the Personnel Manager.


5)
For placement of advertisements lies with approved advertising medium.


6)
For processing of application forms lies with the Personnel 
Department.


7)
For Equal Opportunities monitoring lies with the Personnel 
Department.


8)
For the leeting of application forms lies with the line 
management who will be members of the selection panel.


9)
For appointing interview panels lies with the Panel Chairperson. 

10)
For notification of results lies with the Panel Chairperson.

DEFINITIONS
PER/REQ/1
This form confirms that a vacancy exists or that 
additional temporary cover is required and 
instigates the Recruitment and Selection process.



It also includes the Person Specification. 

APPENDICES
1)
Staff Requisition Form/Person Specification (PER/REQ/1)


2)
Recruitment Advertising - External - Work Instruction (PER/RAWI)


3)
Application form (PER/APP)


4)
Application form (PER/APPL)


5)
General Information for Applicants (PER/POSTINF)


6)
Criminal Conviction form (PER/CC/1)


7)
Pre-employment Health Assessment Form (PER/MQ/1)


8)
Request References form (PER/REF)

9)
Appointments – Guidance notes for managers


10)
Leet Form (PER/LEET)

RELATED

INFORMATION
College Equal Opportunities Policy - 1:2

ORIGINATED




APPROVED



DATE



Personnel Department










1.0
INITIATION OF PROCEDURE


Once it has been recognised that a vacancy exists or that additional temporary cover is required a Staff Requisition/Person Specification form (PER/REQ/1) will be completed and passed to the Assistant Principal – Human Resources and Quality Development, as Chair of the SMG Staffing Sub-group, along with the job description and text for the advertisement.  Requests will be considered in accordance with SMG Staffing Sub-group processes and subsequently approved by the Assistant Principal – Human Resources and Quality Development, or in his/her absence, the Depute Principal.

The Person Specification on the reverse of form (PER/REQ/1) and job description will be checked for fairness, consistency with other similar posts, etc. by the Personnel Department.  Any proposed amendments will be discussed with the line manager before proceeding.  Minimum criteria to interview people who have a disability will be identified on the Person Specification.

Where it is known some time in advance, the recruitment and selection for temporary appointments will broadly parallel the procedures for permanent staff.  Temporary staff should be sourced in the first instance from the register of CVs held in the Personnel Department and if this proves fruitless, from internal and/or external advertising as indicated in Paragraphs 3 and 4. (See Lecturer Appointment Guidelines)

In emergency situations, when temporary lecturers are required, interviews may be arranged and conducted by the relevant line manager and one other person appropriate to the post in question and at a level above the post in question.  However, requisition form (PER/REQ/1) will be completed and authorised by the Assistant Principal – Human Resources and Quality Development prior to commencement of the recruitment process.

2.0
PREPARATION OF ADVERTISEMENTS


The preparation of recruitment advertisements is the responsibility of the Personnel Assistant.  Advertisements will be forwarded to approved advertising medium for placement.  Prior to placement, all advertisements will be approved by the Personnel Manager in conjunction with the line manager.

3.0
ADVERTISING
3.1
Line managers should alert staff who are off ill, or on secondment, to appropriate vacancies.

3.2
Internal

3.2.1
All advertisements for internal appointments will be displayed on Personnel notice boards.

3.2.2
The advertisement will clearly state where the application forms and details of the post can be obtained, to whom the form should be returned and when the closing date will be.

3.2.3
 Applicants will be issued with the following; -

 Covering letter intimating the closing date and informing applicants that



        forms returned after that date will not be accepted.

 Information about division/section/unit

 Job description

 Person Specification form

 Application form including information about part-time working and equal   opportunities monitoring.  It should be noted that not all posts will be suitable for part-time working.

3.3
External

3.3.1
All external advertisements for staff posts will be requested, prepared, approved and placed in accordance with the Work Instruction - Recruitment Advertising - External (Appendix 2) and will be displayed on the Personnel Department notice boards.

3.3.2
Applicants will receive a pack containing the following:

 Covering letter intimating the closing date and informing applicants that forms returned after that date will not be accepted.

 College background information 

 Information about division/section/unit

 General Information for Applicants

 Job description

 Person Specification form

 Application form including information about part-time working and equal opportunities monitoring.  It should be noted that not all posts will be suitable for part-time working.

 SL posts and above}

College Prospectus



Support Staff Line Managers}

Other appropriate documentation

3.3.3
A copy of the advertisement will be distributed to members of the Glasgow   Colleges Group.

3.3.4
 A copy of the advertisement will be forwarded to the Job Centre.

3.3.5
All advertisements will be given a post reference number e.g. 511S03/5/01.

4.0
APPLICATION FORMS

4.1
The Personnel Department will maintain a file recording applicants' names and addresses, date of request, date of issue and will note return date of application forms.

4.2
The front section of Application Forms will be removed, before they are leeted (see Monitoring section).

4.3
After front sections have been removed, application forms, along with all relevant documentation will be arranged in National Insurance number order by the Personnel Assistant.  All documentation, a copy of the advertisement, job description, person specification and leeting form will be ready for collection by the Panel Chairperson within three (3) working days after the closing date.


The Personnel Assistant will retain a copy of the leeting form.

5.0
LEETING

5.1  The leeting process must be carried out by at least two members of the interview panel.  The Panel Chairperson will be given the opportunity to review the short leet.

5.2
Each form must be scrutinised and measured against the person specification.  Where there is a possibility of large numbers of candidates meeting the basic criteria, additional, appropriate, criteria may be added by the leeting panel but this criteria must be agreed by the panel before starting the leeting process.

5.3
Under the College’s commitment to “Positive about Disabled People”, applicants with a disability, who meet the minimum criteria will be guaranteed an interview.

5.4
The leet form (PER/LEET) must show which applicants have not been selected for the leet and state clearly why they have not been selected.  Short leets will ideally comprise no less than two and no more than six candidates.  However, it may sometimes be appropriate to make up a longer leet as a first stage in the selection process.

5.5
Leeting packs will be returned to the Personnel Assistant within ten (10) working days, to enable interviews to be arranged within a reasonable period of time.

6.0
REFERENCES

6.1
Referees’ reports are requested as the final stage of the selection process so as not to compromise applicants with a current employer.

7.0 
INTERVIEW CANDIDATES

7.1
Candidates selected for interview will be notified and a reasonable amount of time given to allow candidates to prepare for the interview.

7.2
A Criminal Convictions Form and a Medical Questionnaire Form will be attached to the letter inviting candidates to interview, along with confidential envelopes for return.  Envelopes will only be opened in respect of the successful candidate.  All other forms will be destroyed unopened.

7.3
A College Prospectus and other appropriate documentation will be forwarded to candidates selected for interview, if they have not already been sent.

8.0
INTERVIEW PANEL

8.1
Chair of panel should have Equal Opportunities training or equivalent.

8.2
The Panel Chairperson is responsible for appointing the selection panel and any adviser(s) to the panel.  In the interests of equal opportunities, at least one member of the panel should be from outwith the division/area involved.
8.3
In certain circumstances, an adviser to the panel may be necessary.  This person will have expertise relevant to the post.

8.4
Panels will be of mixed gender.  An additional panel member may be introduced to achieve this.  This additional member, who will hold a promoted post will, if at all possible, have knowledge of the post.

8.5
If any candidate is related, or known, to a member of the interview panel, the member of the interview panel should declare an interest.  This will apply to all interviews, for both permanent and temporary posts.

8.6
Lecturing Staff

This is the minimum composition of selection panels. The Panel Chairperson is normally the post holder underlined.

Post below Senior
Division Leader and Section Leader and one other

Lecturer
appropriate to the post in question and at a level above the post in question, from outwith the division.

Section Leader
Assistant Principal, Division Leader and one other appropriate to the post in question and at a level above the post in question, from outwith the division.

Cross College Post
Depute Principal, Assistant Principal and one other appropriate to the post in question and at a level above the post in question, from outwith the division/unit.


Division Leader/
Principal/Depute Principal and two Assistant  

Development Manager
Principals.

Assistant Principal
Principal and two members of Board of Management.

Depute Principal
Principal and two members of Board of Management.

Principal (Accounting
The Board of Management.

Officer Role)*


*Note 1:
The names of all candidates on the short leet for the post of Principal must be notified to the S.F.E.F.C and be approved as suitable for the Accounting Officer role.

*Note 2:
Staff or student representatives on the Board may be excluded from participation in the selection process.

8.7
Support Staff
Post below the level
Line Manager, Personnel Manager and one other

AP5 and Tech 4
person appropriate to the post and at a level above the post in question.

Posts AP5 and Tech 4
Two members of the Strategic Management Group 

and above
and one other appropriate to the post in question and at a level above the post in question.

9.0
INTERVIEWS

9.1
Questions will be prepared and agreed by the panel prior to the interview.  Interviewers will be fully conversant with the job description requirements for the post and will have carefully studied the applications forms and any additional information supplied, of candidates short leeted.  Prior to interview, the Panel Chairperson, in consultation with the Personnel Manager, will identify appropriate salary scale (lecturing or support staff) and grading for interviewees, e.g. GS3, AP1, Tech1/2.  Personnel will prepare interview packs no later than 2 days prior to interviews.

9.2
The interview will take place in a relaxed environment.  Care should be taken beforehand in laying out the interview room.

9.3
At the start of the interview, candidates will be made aware of the College background and made aware of the status of the College within Further Education.

9.4
All candidates must be asked the same core questions, but the panel, and any advisers present, should feel free to probe candidates on aspects of their answers to the prescribed questions.

9.5
Candidates should be given the opportunity to ask questions relevant to the post and the College.  Time for this should be allowed and will not be included as part of the selection process.

9.6
Candidates will be asked to produce qualifications (which the panel will check are appropriate to the post advertised and are recognised qualifications), medical envelopes, criminal conviction envelopes and proof of eligibility to work in United Kingdom (Asylum and Immigration Act 1996).  

9.7
On the completion of all interviews, the selection panel will seek the advice of any panel members present in an advisory capacity.  The advisor(s) should then leave the meeting and the selection panel will make the selection.


9.8
The selection panel will rank candidates who are considered suitable for appointment. This information may be required in the event of the most successful candidate refusing an offer.  Should there only be one suitable candidate, and this person refuses an offer, re-advertising will be necessary.

9.9
The panel will then look at references, if received, to check if there is anything untoward about any of the ranked candidates or where there is split opinion.  In any event the Panel Chairperson will ensure that two references for the successful candidate have been received before a final decision is made.  A summary of the interview of each applicant will be maintained on the College selection proforma.

9.10
The Panel Chairperson will complete the relevant sections of the original application forms before returning packs to Personnel. This will apply to all interviews.

9.11
The Criminal Convictions form and Medical Questionnaire for the successful candidate will be opened by the Panel Chairperson on completion of the selection process.  Where a candidate has made a declaration of a conviction, no offer of employment should be made until the conviction has been appropriately checked by the Personnel Department and if necessary, with the Scottish Criminal Records Office.  

10.0
ASSESSMENT AS PART OF THE SELECTION PROCESS

10.1
In addition to the interview, the selection process, may on occasion include additional methods of assessment.  Assessment may consist of one, or a combination of the following examples.  

This is not an exhaustive list: -

 prepared presentation on a prescribed topic

 submission of covering letter or a statement on a given topic to accompany completed application form

 management exercise

 related practical exercises (in-tray, proof reading, technical, numerical)

 communication exercises

10.2
Personnel will verify that assessment activities are fair, relevant and in-line with the Equal Opportunities Code of Practice.

11.0
NOTIFICATION OF RESULTS

11.1
The Panel Chairperson will inform the successful candidate by telephone. After acceptance of the post has been received, the Panel Chairperson will also inform unsuccessful candidates of the outcome.  Confirmation letters will be prepared by the Personnel Department.  A starting date for the successful candidate will be agreed and two copies of an offer of appointment and written particulars of terms of employment will be forwarded, one to be returned signed as acceptance of the offer (See Appointments – Guidance notes for managers).

11.2
Post interview guidance, by the Panel Chairperson, will be offered to all unsuccessful candidates. 

12.0
EQUAL OPPORTUNITIES MONITORING

12.1
Forms removed earlier (Para 4.3) will be monitored by Personnel Department.

12.2
Information on the monitoring forms is analysed statistically in respect of race, sex, disability, etc.

13.0
PROBATION

13.1    
All staff will be reviewed prior to the completion of a satisfactory probation period. The line manager and the Personnel Department will carry this out jointly.

14.0
REVIEW OF PROCEDURE

14.1
This document will be subject to review within two years from the date of approval.
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