
GUIDE FOR RECRUITING MANAGERS (version 2)
NEW INTEGRATED VACANCY PROCESS MODEL

WHEN WILL THIS BE EFFECTIVE FROM?

For vacancies which have a closing date on or after 1st June 2010.

HOW WILL THE NEW MODEL WORK?

The attached flow chart sets out in summary the key stages in the process.    This flow chart has been colour coded so it is easy to identify who is responsible for which stage.   
This guide should be read in conjunction with this flow chart.

KEY THINGS TO BE AWARE OF
Approval to Recruit (ATR)
The new ATR form is attached and must be used with immediate effect.   
For this new model to work, more information is required earlier in the recruitment process, therefore the ATR’s must be fully completed, authorised and contain all the necessary documentation prior to advertising.

Any forms not authorised or fully completed cannot be processed
Once the approved ATR has been received by Employment Services Team (EST) they will review the vacancy for suitability for any employees who may be ‘At Risk’ and needing alternative employment.   If there are no suitable applicants from those who are ‘At Risk’, it will be advertised in the usual way.   If a suitable applicant is identified the appropriate HR Manager will liaise with the Recruiting Manager about the next stage in the ‘At Risk’ process.  
Job Description and Person Specification
Please ensure that these documents are accurate and up to date as they are key tools used throughout the selection process and need to present a professional image of the organisation to job applicants.

There are two templates which must be used dependent upon the post being advertised.  
The heading section of each template advises in which circumstances that template should be used, as explained below:
1.
For Existing Agenda for Change Job descriptions (which have been evaluated) AND Non Agenda for Change Job descriptions i.e. Medical & Dental / Director Posts.

When you use an existing Agenda for Change job description for any recruitment activity you will need to transfer the contents into this template.

For Non Agenda for Change job descriptions e.g. Medical and Dental posts you must use this template when recruiting.
2.
For Newly Created Agenda for Change Job Descriptions (which need to be evaluated)
This template must be fully completed for all new posts which require evaluation.

You must ensure that all newly created job descriptions go through the job evaluation process before commencing a recruitment process.
Job descriptions and person specifications that are not on one of the required templates, or when Section 1 is not fully completed, will be returned to Recruiting Managers and will not be processed
Shortlisting
Managers are still responsible for shortlisting but this will be done on-line via NHS Jobs.  

On the NHS Jobs system the personal details section of the application form (Part A) cannot be viewed by the shortlisting panel.  Candidates will only be identified by a unique reference number.  This is in accordance with national good practice and equal opportunities, to protect the organisation from discrimination claims as it reduces the scope for that.
Instructions on shortlisting will be sent to Recruitment Managers during the recruitment process, and a help desk service will be provided by EST on 01905 733627.  If training is required this can be requested from the EST.

Identity Verification at Interview
Candidates will still be asked to bring photo ID with them to the interview as proof of their identity.  
The type of ID seen, the reference number and the valid from or date of issue (where applicable) must be noted on the interview assessment form.  This is imperative as the successful candidate will be asked to bring the same form of ID with them to the pre employment meeting for verification purposes.
An amended Interview Assessment Form is therefore attached.  You can use an interview assessment form of your choice but you must ensure it contains a section which records the ID information.
Interview Process
During the interview managers must still obtain satisfactory explanation from candidates for any gaps in employment and, if necessary, request additional referees to cover those periods of time.

Managers must also ensure that the referees provided meet our requirements and where they do not discuss this with the candidate at interview so alternative referees can be provided.

Referees must cover;

· last two most recent employers, from a line manager or someone in a position of responsibility who can comment on candidates suitability for the post
· must cover the preceding 3 years of employment

· For students they should be from a teacher from school, college or university 

· Personal references such as friends and relatives are not acceptable.  

References will now only be obtained for the successful candidate following the interview but any offers of employment will be made subject to receipt of satisfactory references.

Starting Salaries
For posts on Agenda for Change Terms and Conditions of Employment starting salaries must be determined in accordance with the Starting Salaries policy.  

The ‘New Starter Form’, which replaces the commencement form, will require you to state which section of the policy has been applied to justify that salary point.  Any discrepancy will be raised and clarified with the Recruiting Manager prior to any conditional offer of employment being made.  

When making a verbal offer of employment Recruiting Managers must make it subject to “verification of the starting salary by a member of EST and satisfactory outcomes of all necessary pre employment checks”.

Pre Employment Checks 
The number of required pre employment checks is increasing and the potential risk to the organisation for failure to comply is high.   Therefore these checks will now be undertaken centrally by EST, who will ensure that satisfactory outcomes are received before any unconditional offer of employment is made.  Employees will be unable to commence until the satisfactory outcomes have been received.    EST will centrally record the outcome of these checks on the Electronic Staff Record (ESR).   

For your information the type of checks are;

· Employment history and reference checks 

· A Disclosure by the Criminal Records Bureau (CRB) and Registration with the Independent Safeguarding Authority (ISA) - if applicable (ISA effective from July 2010)
· Occupational Health Clearance 

· Evidence of valid permission to be resident in the UK and permission to work.

· Verification of identity 

· Verification of qualifications and professional registration (if applicable)

· Being registered on a Primary Medical Performers List (only for Dentists or Salaried GP’s)

NB: Not all pre employment checks are necessary for all posts.
To obtain the necessary information to process the required pre employment checks the successful candidate will be required to attend a pre employment meeting with a member of EST.  These meetings will take place at Isaac Maddox House, Worcester.  If genuine problems are encountered with getting to IMH these will be addressed on a case by case basis.
General Reminders
Managers are still responsible for setting up access to appropriate IT systems for new employees by using the IT Request Form available on the intranet.

Managers are still responsible for ensuring a work based induction programme is organised for all new employees and that this is undertaken as soon as possible after commencement.  A record of this induction should be held on the personal file.
This model is used by both Worcestershire PCT and Worcestershire Mental Health Partnership NHS Trust.

When the employee commences work please ensure they have already submitted a P45 to the EST for tax purposes.  If they do not have a P45 they must promptly complete a P46 form and return to the EST(copies available from EST or the HMRC website).

MUST DO’S
The revised documentation for the new vacancy model is now available on the intranet

http://www.worcestershire.nhs.uk/publications/policies-and-procedures/human-resources/recruitment--selection-guidelines.aspx
Any ATR’s produced from now on must be on the revised form.
Job descriptions and person specifications must be on one of the new templates.

Please ensure you destroy previous versions of these documents.  

The previous Recruitment and Selection Manual has been removed from the intranet and will be revised in due course.   You will be notified when it is available on the intranet.    In the interim any queries you have please refer to a member of the EST on 01905 733627.

Helen Carmichael

Deputy HR Director

19th July 2010
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