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Policy Statement
This organisation’s recruitment and selection procedure aims to ensure that the most suitable
candidate is chosen for the job, and that all applicants receive fair and equitable treatment both
during the recruitment and selection processes. These processes will adhere to relevant employment
law practice, guidance issued by the Care Quality Commission (CQC) and Department of Health
(DoH). We are also mindful of the changes within the Equality Act 2010 and of the guidance issued
by Government Equalities Office with respect to health questionnaires and health questions allowed
during the interview process. Safe recruitment and selection is acknowledged as our first line of
defence in the safeguarding our resident.
The Policy
This policy is intended to set out the values, principles and policies underpinning this organisation’s
approach to recruitment and selection of its staff. All staff involved in the recruitment process must
adhere to this policy. Failure to do so could result in disciplinary action. It is important to recognise
that the recruitment and selection of staff is directly linked to the safeguarding of the people using
services. It is essential that the process allows the right people to be recruited and that it filters out
those who are unsuitable to work within a regulated activity. It is therefore important that the
following principles are adhered to:
all legal and regulatory requirements regarding Regulation19 are met
all potential applicants are aware of the employer’s obligations to the welfare and safeguarding
of service users
the organisation is satisfied that each applicant has demonstrated their suitability for the post
every stage of the recruitment and selection process is completed to the highest standard and in
particular relation to references, that these are checked, validated and where necessary added to
with a supporting third reference
the organisation is satisfied of the applicant’s identity, qualifications and where necessary,
revalidation processes are checked
the candidate is of a good character and integrity, with the right attitude and personal qualities
The above principles should be in place and anyone involved in the recruitment and selection
process must be fully aware of these principles
Job Posting
The organisation provides employees with an opportunity to indicate their interest in open positions
and to advance within the company according to their skills and experience. Generally, notices of
all regular, full and part-time job openings are posted, though the company reserves the right to not
post a particular opening, for succession planning purposes.
To be eligible to apply for a posted job, an employee must be performing competently in their
present position and have held it long enough to make a significant contribution.
The organisation encourages employees to talk with their supervisors about their career plans and
supervisors are encouraged to support employees’ efforts to gain experience and advance within the
organisation.
An applicant’s supervisor may be contacted to account for an employee’s performance, skills, and
other factors relevant to any application they might make. Any staffing limitations or other

circumstances that might affect a prospective transfer may also be discussed.
Job Advertisement
Alongside the internal posting of any vacancies, jobs can be advertised in local newspapers, job
centres and other media means This is to ensure that the organisation benefits from as wide a pool
of prospective employees as possible.
Personnel Selection
All applicants are short-listed for an interview on the CVs provided based on experience and
qualifications.
Equal Opportunities Policy
The organisation practices an equal opportunities policy and wishes to recruit and employ those
people who are best suited for the vacancies for which they have applied, regardless of sex, sexual
orientation, religion and belief, race, disability, maternity and pregnancy, age, Gender
Reassignment, marriage and civil partnership. To monitor the equal opportunities’ policy all
applications (and their ultimate selection or rejection) are thoroughly reviewed. We require all
employees and applicants to complete equalities monitoring form. This organisation complies fully
with the Equality Act 2010 including the guidance issued by the Government Equalities Office
(GEO), (https://www.gov.uk/government/organisations/government-equalities-office), giving
specific exclusions in regard to pre-employment health questions.
Checks and References
These are undertaken by the company and fulfil the requirements of Schedule 3 of the Health and
Social Care Act 2008 (Regulation 2014). This includes the following:
A minimum of 2 references (where a reference does not give sufficient information as requested
we will seek a third referee), one of which must be from their current or last previous employer;
Where verbal references are sought these will be recorded and held on file until receipt of written
references; any discrepancies will be investigated and recorded;
Documentary evidence of relevant qualifications, full employment history and satisfactory
information about their ability to work within a Regulated Activity;
Gaps in employment history are checked
A “Right to work! Check.
A DBS at enhanced level, which must include all original identification documentation as set out
on the form;
Any immigration documentation, if appropriate, where a residency or sponsorship licence is in
place or required;
Verification of reason for leaving previous employment;
Identity documents verified
Please Note: Applicant with a DBS who are part of the update service can be checked immediately
on the DBS website by the manager.
Administrative and Support Staff
Administrative and other staff who are not in regular direct contact with residents are expected to
have a DBS Standard disclosure. The DBS are continually updating the list of those who are and are
not eligible for a DBS on their website.
Employment of Staff from Overseas
Staff recruited from overseas will, in addition to all the above checks, be subject to immigration
legislation requirements.
Procedures where DBS Checks are not ‘Available at Time of Starting’
In cases where it is proving impossible for newly appointed care staff from the home country or
overseas to obtain an enhanced DBS disclosure the company follows the regulations and CQC
guidance by:
Arranging for new staff to have a structured induction programme in which they carry out their
work under supervision at all times

Closely monitoring the appointee’s work settings
Informing the residents of the position regarding lack of confirming information
Terminating the employment if the DBS disclosure is unsatisfactory on receipt.
Job Interviews
Job interviews provide an opportunity for the organisation to acquire the information it needs about
applicants in order to decide who is most suitable for the position in question. Interviews are
conducted after applicants have been shortlisted. Every attempt is made to ensure that interviews
are conducted under conditions that are conducive to interviewees being able to demonstrate
themselves at their best. Interviewers, for their part, ensure that they have all the appropriate
documentation before the start of the interview. The assessments made by interviewers are formally
recorded on an interview assessment notes.
Under section 60 of the Equality Act 2010 pre-employment health questions are allowed to be
asked during the interview process. Health questions are asked at interviews where the applicant is
required to be fit and mentally able to undertake the tasks, and where those tasks are an intrinsic
part of the job. All interviewers are familiar with the guidance issued by the GEO.
(https://www.gov.uk/government/organisations/government-equalities-office)
Equality and Human Rights Commission Guidance for employers on Section 60 of the Equality Act
2010 www.equalityhumanrights.com/en/publication-download/pre-employment-health-questionsguidance-job-applications-section-60-equality The Equality Advisory Support Service (EASS)
New helpline 0808 800 0082
Please Note: where residents form part of the selection process there must be clarity regarding
their role. It must be clearly identified from the outset of the process whether their involvement is of
a formal or informal nature. Formal participation in the interview process means being part of the
recruitment process, including the recording and consideration of their views.
Valued Based Recruitment
This organisation not only acknowledges the importance of safe recruitment but recognise the
importance of retention. To support this we use a value-based recruitment tool as part of the
recruitment selection process. In addition Skills for Care issue guidance such as Finders Keepers
http://www.skillsforcare.org.uk/document-library/finding-and-keeping-workers/practicaltoolkits/finderskeepers.pdf
Code of Conduct
All staff are employed in accordance with the Code of Conduct issued by Skills for Care.
Offers of Employment
These are made only on satisfactory completion of all of the above. We are aware of the
requirements of the Equality Act 2010 and due diligence will be exercised where reasonable
adjustments are a consideration.
Training Statement
Managers receive training in interview methods and are made aware of aspects of employment law
relating to discrimination, recruitment and selection.
NICE Guidelines
Older people with social care needs and multiple long-term conditions [NG 22] Published
November 2015: This guideline covers planning and delivery of social care and support for
older people who have multiple long-term conditions. It promotes an integrated and personcentred approach to delivering effective health and social care services. As an organisation we
are working towards ensuring these guidelines are implemented, proportionate to our service,
using the tools and resources available from NICE in relation to safe recruitment and effective
staff training
DBS A guide to adult workforce roles for registered bodies and employers
https://www.gov.uk/government/publications/dbs-workforce-guidance
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