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PART 1: recruitment & selection POLICY
1  INTRODUCTION
1.1 General
1.1.1 Inverclyde Council is committed to promoting fair, consistent and safe recruitment and selection practices and to ensuring all employees have the necessary skills, aptitudes and knowledge to deliver an excellent standard of customer service to the residents of Inverclyde.  
1.1.2 In addition, is it also recognised there is a need to balance internal career progression with attracting applicants from out with the Council.  The Council recognises the importance of ensuring that all sections of the community it serves are fairly represented within its workforce.  Pro-active measures will be taken to ensure that minority groups are encouraged to seek employment with the Council.
1.1.3 This policy and accompanying procedures have been developed in full consultation with the Corporate Management Team, Heads of Service, Trade Union Representatives, Inverclyde Council on Disability (ICOD), Your Voice, Inverclyde Community Care Forum (ICCF) and Inverclyde Council’s Children’s Rights & Information Officer.  
1.2 Equality & Diversity
1.2.1 Inverclyde Council is an equal opportunities employer.  The aim of the Council’s policy is to ensure that no job applicant or employee receives less favourable treatment on any grounds including sex, gender reassignment, sexual orientation, marital or civil partnership status, race (nationality, ethnic or national origins), religion or belief, disability, age, pregnancy or maternity leave, trade union membership, caring responsibilities, background or social status or is disadvantaged by conditions or requirements which cannot be shown to be justifiable. The Council is committed to equality throughout all its functions and policies and is aware of its legal obligations in relation to the Equality Act (2010).  Accordingly, this policy has undergone a full ‘equality impact assessment’.
1.2.2 In some circumstances, where there is a genuine occupational requirement, the Council may target a particular sector in terms of age,  gender or race for a particular post.  Such instances are rare and will only occur after careful consideration of the specific needs of the vacancy being filled and in accordance with equality legislation. 
1.2.3 This policy should be considered in conjunction with Inverclyde Council’s Equality and Diversity Policy.
1.3 Disability Confident 
1.3.1
The Council recognises its social, moral and statutory duty to employ people with disabilities and will do all that is practicable to meet this responsibility.  On the 4th November 2016, Inverclyde Council signed up to the Disability Confident Scheme.  Disability Confident employers are those who have identified and removed barriers in the recruitment of disabled people, tapped into the support available, and successfully offered an opportunity to or hired local disabled job seekers.
1.3.1 All applicants invited to interview are asked to inform Organisational Development, Human Resources & Communications of any assistance required to help them attend or fully participate in the interview process, for example, such as access ramps, large print material or a signer.

1.4    Armed Forces Covenant
               1.4.1   As part of the our commitment to the Armed Forces Covenant, Council Managers will
                          give positive consideration to shortlisting veterans for posts where they meet the
                          essential criteria of the post. In addition the Council will publicise through recruitment

                          materials (advertisements, job packs) its support for reservists, highlighting that 

                          applications from reservists are particularly welcome.
2 PURPOSE
2.1 The purpose of this Policy is to:
· ensure that the principles of fair, consistent and safe recruitment & selection are understood by applicants and employees

· ensure the best candidate for the post is appointed based on skills, expertise and qualifications

· establish corporate standards in Recruitment and Selection in relation to Inverclyde Council’s core competencies
· ensure that all applicants, including those who are unsuccessful, have a positive experience 
· support managers and supervisors in achieving these standards
· develop employees and improve career progression and succession planning
· promote equality of opportunity and greater diversity within the workforce
· ensure the authority complies with UK and European legislation
· ensure transparency in the Recruitment and Selection process.
· improve employee retention
· manage the time taken and reduce the cost to fill a vacancy 
· attract and recruit a greater number of minority groups at all levels within the authority
· minimise recruitment and selection complaints
2.2
Monitoring arrangements are in place to facilitate the measure of these objectives.  Information is collated from response to advertisements, applications received,  candidates shortlisted or not shortlisted, candidates interviewed or not interviewed, candidates appointed, and timescales in the recruitment process.
3 Application & SCOPE

3.1 This Policy applies equally to all employees and applicants for posts, whether permanent, fixed term, or temporary, irrespective of grade, or profession. A separate Policy applies to the recruitment and selection of the Chief Executive and Chief Officers and is outlined in Part 2.

3.2 The policy also applies to the recruitment to supply teaching or casual/sessional work registers.  A separate protocol is available which covers the circumstances for engagement of casual/sessional workers. 
3.3 All existing Council employees, modern apprentices, supply and casual (sessional) workers are entitled to apply for internal vacancies.  This includes agency workers who have been on the same assignment for a period in excess of 12 weeks.
3.4 Organisational Development, Human Resources & Communications reserve the right to withhold or withdraw any vacancy for redeployment, at any stage of the Recruitment and Selection Process including up to where an appointment has been recommended, as per the Council’s Redeployment Policy.
3.5 Unless there are exceptional circumstances, existing employees who are employed by the Council on a permanent basis and who are appointed to a temporary or fixed term post within the Council should always be given the right of return to their substantive post. However this right of return is not an automatic entitlement and employees must always discuss this with their current line manager before accepting a move to another post.  In exceptional circumstances where a manager believes they are unable to give an employee the right of return to their original post, approval must be sought from the Head of Organisational Development, Human Resources & Communications. As above this must be discussed by the manager with their employee before accepting a move to another position.
4 RESPONSIBILITIES

4.1 The Head of Organisational Development, Human Resources & Communications is responsible for the maintenance of the policy and reviewing the recruitment process and supporting policies and guidance.   Organisational Development, Human Resources & Communications will continuously monitor recruitment processes to ensure that they are non-discriminatory.  
4.2
The Chief Executive, Corporate Directors and Heads of Service are required to familiarise themselves with the policy and procedures and ensure that it is known to all Council employees within their area.  The Chief Executive, Corporate Directors and Heads of Service must also ensure the competence of all employees who make recruitment decisions within their area.  Heads of Service and Service Managers are also responsible for ensuring that those employees without access to ICON receive details of the Internal Vacancy Bulletin via an alternative method, i.e. staff notice board.
4.3
All employees involved in the Recruitment and Selection process are bound by the Data Protection Act, the Council’s Information Governance Framework and the Council’s Code of Conduct.
5 Advertising


5.1
In the first instance, recruiting managers are expected to check the central redeployment register to identify any potential matches to their vacancy prior to commencing with the recruitment process.

5.1 Posts may be advertised internally and externally simultaneously where the internal labour market is likely to produce a limited response, or where the Council desires to attract a wider field of applicants.  

5.2 All vacancies (whether restricted internally or opened externally) will be placed on the Scottish Local Government’s National Recruitment Portal https://www.myjobscotland.gov.uk/councils/inverclyde-council/jobs/mjsint).  This application standardises the information available from all job applications making it easier to compare like with like and ensures that the relevant information is obtained.  Organisational Development, Human Resources & Communications, in consultation with the Head of Service will determine whether it is also necessary to advertise the post via another source e.g. press publications, job centres or utilising a recruitment agency.
5.3 Vacancies are also included in the Council’s Internal Vacancy Bulletin (IVB) which is distributed to Council locations to place on their employee notice boards. The IVB is also sent directly to those employees on the redeployment register and employees on maternity leave. 
5.4 Normally any applications received after the closing date will not be accepted as it is the responsibility of the applicant to ensure that their application has been completed before the closing date.
5.5 As an equal opportunities employer, Inverclyde Council positively promotes all forms of flexible working and further details are contained within our Family Friendly and Work-Life Balance Policy.  As the majority of Council posts can be considered suitable for job share, candidates can choose this option at the application stage.  Where a post is deemed not suitable for job share, then the recruiting manager should discuss this with Organisational Development, Human Resources & Communications and the Head of Service.  If agreed, the post will be advertised as being unsuitable for job share at the advertising stage.

5.6 All received applications should be submitted using the Scottish Local Government’s National Recruitment Portal. Paper applications or Curriculum Vitae (CVs) will not be accepted.  In exceptional circumstances alternative arrangements for application will be made.
6 Jointly funded posts (HSCP)

6.1 There may at times be posts which are jointly funded by a partnership organisation. For this reason the recruitment & selection process may differ slightly for this type of vacancy in relation to both new and backfilled posts.
6.2 The ownership of the recruitment & selection process for this type of post may rest with either of the parties jointly responsible for the post. Applicants will therefore be subject to the recruitment & selection policy & procedures of the organisation responsible for filling the vacancy.

7 RECRUITMENT PROCESS
7.1 Anyone involved in the recruitment process who has a personal relationship with a candidate, or may be in a position to exercise favouritism, should remove themselves from the process. Where there is any doubt they should take no part in the shortleeting and interview process. 
7.2 Where practicable, anyone directly involved in the appointment process who is also listed as a referee for any candidate he/she must either decline from acting as a referee or take no further part in the interview process. 

8 INTERVIEW PANELS 
8.1
In respect of the Council's Equality & Diversity Policy, every effort should be made to have an appropriate panel composition in relation to the gender of the candidates to be interviewed.   It is the Council's policy to make every effort to ensure that interview panels are balanced with at least one male and one female member where possible. 
8.2





In appointment panels, for which recruitment is delegated to officers, it is the role of the Chairperson to ensure that appointments are run in accordance with the Recruitment Procedure and all attempts are made to achieve a gender balance on interview panels.
8.3
Where the Recruitment Panel consists of a panel of elected members and/or parent councils, such appointment panels should strive for gender balance and both male and female recruiters should be on each Panel or where that is not practicable, an HR representative/other officer of appropriate gender should be in attendance to advise the Panel.

8.4
There may be occasions where an elected member panel composition is fixed based on the principle of political balance and a gender mix may not be possible.  In circumstances where it is not possible to have a gender mix on an elected member recruitment panel an additional officer of appropriate gender should attend the panel in an advisory or observing capacity to ensure transparency in the recruitment process.

9
Canvassing of Elected Members or Employees

9.1
The canvassing of Elected Members or employees of the Council, directly or indirectly, in connection with any appointment being made by the Council, shall disqualify the candidate.  An Elected Member or employee of the Council shall not attempt to secure an appointment with the Council nor recommend any person for such an appointment or promotion.  However, this shall not prevent an Elected Member or employee giving a written reference of a candidate's ability, experience or character where such a reference is requested by the Council.  Accordingly, a candidate may list an Elected Member as a referee. 
10
POSITIVE ACTION

10.1
The Council follows the principles of ‘positive action’ as outlined in the Equality Act 2010. This can be applied during the recruitment and selection process when a tie breaker situation arises between two (or more) candidates of equal merit.  Positive action allows an employer to make an appointment based on a particular protected characteristic possessed by a candidate. This decision should only be based on the evidence of an under-representation of a particular group or tackling disadvantage within the workforce.
10.2  
This process must only be used in consultation with the Head of Organisational Development, Human Resources & Communications.

9 POLITICALLY RESTRICTED POSTS
11.1


Some posts in the Council are politically restricted by virtue of the Local

Government & Housing Act 1989 and the Local Government Officers (Political Restrictions) Regulations 1990.

11.2. 


Where a political restriction applies this means that the applicant will not be

permitted to be involved in, or may be restricted, in political interests or

associations.  If the post being applied for is politically restricted this will be shown on the job advert. If you are unsure whether this applies to you or a post you wish to apply for, please contact Organisational Development, Human Resources & Communications.  
12
SAFER RECRUITMENT checks

12.1
The Council carries out certain employment checks to determine the suitability of candidates for a post, for example:



· Confirmation of Right to Work in the UK 

· PVG Registration/Standard/Basic Disclosure Check 
· Pre-Employment Health Check

· References - two references (one for internal candidates if moving from one Service area to another) will be requested and one should be from the current line manager 

· Confirmation of qualifications required to meet the essential criteria on the person specification - relevant qualifications will be viewed at interview. 

12.2
Although these checks will be carried out prior to appointment there may be exceptional occasions where an offer of employment is offered subject to satisfactory checks.  All safer recruitment checks must be satisfied otherwise an offer of employment may be withdrawn. 



13   





Re-employment
13.1
There are additional Inverclyde Council restrictions over the potential re-employment of individuals who have benefited from an early departure package.  The decision to re-employ officers immediately after they take redundancy or early retirement has been subject to criticism by Audit Scotland and Managers need to be aware of this and the public perception of the use of  public funds in making decisions on re-employment.

The Council will not normally re-engage an employee who has benefited from an early departure package in a similar role or as a consultant within 12 months of leaving.  It is acknowledged, however, that employees may apply for other advertised vacancies during this time.  This does not apply in respect of sessional/supply work.
14 COMPLAINTS
14.1      The Council will endeavor to respond to any concerns the employee or applicant has concerning any aspect of the Recruitment and Selection process.  A complaint concerning non-appointment should be submitted within 7 days of notification of the outcome of an interview using the Recruitment and Selection Complaints Procedure. 
PART 2: recruitment & selection POLICY (chief executive & chief officers)
1 INTRODUCTION

1.1 General
1.1.1
Inverclyde Council is committed to promoting fair, consistent and safe recruitment and selection practices and to ensuring all employees have the necessary skills, aptitudes and knowledge to deliver an excellent standard of customer service to the residents of Inverclyde.  

1.2 Aims of Policy

1.2.1 The aims of the policy are to ensure that the principles of fair, consistent and safe recruitment and selection are understood by applicants and Council employees and to ensure the best candidate for the post is appointed based on relevant skills, expertise and qualifications.  It is to be used in conjunction with the Authority’s General Policy & Procedures on Recruitment & Selection.

1.3  Key Principles

1.3.1   Equality & Diversity

Inverclyde Council is an equal opportunities employer.  The aim of the Council’s policy is to ensure that no job applicant or employee receives less favourable treatment on any grounds including gender, gender reassignment, sexual orientation, marital or civil partnership status, colour, race, nationality, ethnic or national origins, religion or belief, age, pregnancy or maternity leave, trade union membership, caring responsibilities, background or social status or is disadvantaged by conditions or requirements which cannot be shown to be justifiable. 

1.3.2  Gender Balance
In respect of the Council's Equal Opportunities Policy, every effort should be made to have an appropriate panel composition in relation to the gender of the candidates to be interviewed.  It is the Council's policy to make every effort to ensure that interview panels are balanced with at least one male and one female member.
In appointment panels, for which recruitment is delegated to officers, it is the role of the Chairperson to ensure that appointments are run in accordance with the Recruitment Procedure and all attempts are made to achieve a gender balance on interview panels. 

Where the Recruitment Panel consists of a panel of elected members and/or parent councils, such appointment panels should strive for gender balance  and both male and female recruiters should be on each Panel or where that  is not practicable an HR representative/other officer of appropriate gender should be in attendance to Advise the Panel. 
There may be occasions where an Elected Member panel composition is fixed based on the principle of political balance and a gender mix may not be possible.  In circumstances where it is not possible to have a gender mix on an elected member recruitment panel an additional officer of appropriate gender should attend the panel in an advisory or observing capacity to ensure transparency in the recruitment process.

2 COMPOSITION OF PANELS

2.1 Chief Executive Post

2.1.1

The Chief Executive will be appointed by a recruitment panel of eight Elected Members, all with equal voting rights.  The Council Leader will chair the panel.
2.2 Director Posts

2.2.1 For each Director post, a panel comprising the Council Leader plus 5 Elected Members, along with the Chief Executive, all with equal voting rights to be 

           used.  The Council Leader will chair the Panel.
2.2.2 The Elected Members on the panel should include the committee chairperson(s)

            with whom the Director will primarily work.  This means, for purposes of

            clarification, that if there are 3 Director posts, then there could be three 

            appointment panels, each with a different composition.

2.3 Head of Service  Posts

For Heads of Service appointments the Chief Executive chairs the panel which should comprise:

·    The Chief Executive

·    The Director who is line manager

·    One other Director as agreed by Corporate Management Team

·    Three members of the Council, including relevant chairperson
All with equal voting rights
Note For the Chief Executive and all Chief Officer Posts, where members have representation on recruitment panels, this should be in accordance with the principal of political balance.  

An HR Advisor would also be present on the appointment panels, in an advisory capacity.

Elected members will not be involved in the selection of Third Tier posts i.e Service Manager level or below
2.4

The table below summarises the composition of recruitment panels for senior management appointments.
	Level of Post
	Council Leader
	+ Members
	Officers

	Chief Executive
	Yes*
	Seven Members
	None

	Director
	Yes*
	Five members
	Chief Executive

	Head of Service
	No
	Three members
	Chief Executive*

Line manager 

Plus

One other Director

	Service Manager (3rd Tier)
	No
	No
	Director

Line Manager

+ HR Rep










*Chair of appointment panel









HR = Human Resources

3 RECRUITMENT OF SENIOR MANAGEMENT STAFF TO HSCP JOINT POSTS

3.1 General

3.1.1 With the creation of the HSCP and the Integration Joint Board (IJB), the composition of recruitment panels for joint appointments has been refreshed and is detailed below

3.1.2 The  composition of the recruitment panel for the appointment to the position of Corporate Director, (Chief Officer) HSCP is as follows:

· Two Councillor members from the Inverclyde IJB

· Two Greater Glasgow & Clyde non-executive members from Inverclyde IJB
· The Council Chief Executive

· The Chief Executive of the Greater Glasgow & Clyde Health Board


The chairperson of the appointment panel would normally be the chairperson of the IJB.
3.1.3 The composition of the recruitment panel for the appointment to the position of HSCP Head of Service is as follows:

·     Two Councillor members from the IJB

·     Two Greater Glasgow & Clyde non-executive members from Inverclyde IJB

·     The Council Chief Executive or their representative

·     The Chief Executive of the Greater Glasgow & Clyde Health Board or their representative

·     Corporate Director / Chief Officer HSCP
         The chairperson of the appointment panel would normally be either the Council Chief 

         Executive or Health Board Chief Executive.

3.1.4 The ownership for the recruitment & selection process of this type of post may rest with either of the parties jointly responsible for the post. Applicants will therefore be subject to the recruitment & selection policy & procedures of the organisation responsible for filling the vacancy.

4 SELECTION PROCEDURES TO BE FOLLOWED BY PANELS

4.1 Process

4.1.1 All appointment panels for Chief Executive and Chief Officer Posts will go through a process of selection by secret ballot, with the chair of the panel moving through successive ballots (when required) which eliminate the candidates(s) with the smallest or smaller vote until a majority is achieved. It being noted that in the event of equality voting    there is no casting vote available to the chair and in this eventuality it would be for the chair to determine whether or not to have any further voting procedures.
4.1.2 Candidates will be selected for final interview on the basis that they are considered

           suitable for appointment to the post.

4.1.3 The selection panels will be  involved in the short-leeting process. Shortlisting for interview will be based on the essential and desirable criteria for the post as set out in the person specification ensuring that the process is free from discrimination.
4.1.4 The format of the recruitment interview should involve candidates delivering a short presentation on a given topic, followed by a series of set questions. 

4.1.5 The use of Peer Panel Appraisal from staff who will be working with and to the 

new post-holder should be part of the recruitment process for Chief Officer appointments.  This will provide additional information for the interview

            panel to consider and weigh in the balance when selecting the individual for 

           appointment.
4.1.6

Consideration may also be given to the use of an assessment centre process (for example, occupational personality questionnaires) for Chief Executive and Director level appointments.
1

