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Purpose

The purpose of the recruitment policy is to provide a framework to recruit the best people to Keniston. It sets out Keniston’s intentions to adopt good practice and fair procedures..
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Commitment to good practice in recruitment

All vacancies should be reviewed to obtain up to date information about the work to be done and to determine the best approach to carrying out this work.  Recruitment to a vacant post should not be automatic - the job content, grading and hours of the post should first be considered.

Job descriptions and person specifications should be updated to ensure they reflect the current content of the post.  This should be done before the recruitment process starts.  Person specifications criteria should be necessary for the position and not impose unnecessary conditions. 


When advertising, media options will be considered for the type of job being advertised balancing appropriate professional publications, local papers and the need to reach potential BME applicants, having due regard for value for money. 
An information pack with a range of information about the position and the Association will be provided. Good information is an essential part of effective recruitment.

Shortlisting and interviews will be carried out using the person specification criteria.

Staff involved in the recruitment process will be offered training.

All new staff should be able to supply two satisfactory references.

To assist new staff into their positions, induction will be provided. 

The recruitment process will be monitored including in relation to equality issues.
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Commitment to equal opportunity

All staff involved in recruitment should be fully aware of the Association’s commitment to equality, to the importance of ensuring that recruitment and selection is carried out in a professional manner and that good practice is followed at each stage.

For the Association, Equal Opportunity means that:

· The Association will not treat unfairly nor discriminate against any person

· No job applicant or employee will receive different treatment on the grounds of race, colour, ethnic or national origin, religion, gender, sexual orientation, disability, age, appearance, or marital status in the selection of the best candidate.
This policy was approved at the Management Committee meeting held on 24 January 2008
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