



1.
Introduction

Rastha Community Training and Advice Centre is committed to ensuring that we carry out all our business activities in a fair, equitable and professional manner.  This is particularly crucial in relation to the way in which we attract, recruit, select, retain and develop our staff and volunteers.  We believe that by setting down the basic principles of best practice, we will ensure we have a team of staff who are able to offer the excellent services which we are determined to provide.

We will carry out the following measures in order to fulfill this commitment.


2.
Recruitment

We recognize that our employees are our most valued and expensive resource.  We will therefore project manage any recruitment activity so that appropriate staff are appointed in a cost effective and timely manner.


2.1
Job design and grading:
All posts to be held by employees directly employed by the Centre will have:

i)
clear and easily understood job descriptions which will outline the duties and outcomes expected from the post and 

ii)
employee specifications which will identify the qualifications, experience and competences needed to fulfill the job description.  The method of assessment will also be described in the specification.
The salary for the post will be identified through comparative analysis of market norms; we will take equal pay principles into account when setting the grade for the post. 
Where a job is advertised as a result of a postholder leaving the role, an exit interview will be held to aid a review of the job design.  Discussions will also be held with other team members to ensure that the job design meets company requirements.  These discussions will include a risk assessment for the vacant post.


2.2
Selection Panel:
No recruitment will be undertaken alone.  We will always endeavour to ensure that the Panel is diverse in terms of gender and ethnicity.  Panel members will follow the selection process through from approving job design to final selection.  One member of the Panel will be identified to take responsibility for planning the selection process, designing any tests and interview questions to be used.  These will be formally signed off by the Panel before proceeding to advert.


2.3
Advertising
All vacancies will be advertised as widely as possible within financial constraints.  However, we will always target community journals and organisations in order to attract a diverse pool of applicants.
We will modify the methods used to attract applicants according to the type of post to be filled.  However where an application form is used, the employee specification will be adapted into questions for applicants to answer.
CVs sent in by job seekers at any time will be held on file and if one meets the job currently being filled, they will be contacted and invited to apply in the same way as other applicants.


2.4
Ensuring equity
All documentation for the recruitment process will be reviewed to ensure that no barriers exist which might unreasonably prevent job seekers from applying for the post.
Large text, tapes or CDs of documentation will be provided on request and every effort will be made to make reasonable adjustments as required.
All applications will be monitored by the 6 equality criteria to assess the extent to which our goal of attracting a diverse pool of applicants has been achieved and practices will be modified in the light of data analysis.


3.
Selection


3.1
Shortlisting
Shortlisting will be undertaken in a systematic manner using the employee specification as a guide.  Criteria will be objective, job related, justifiable and non-discriminatory.  The panel will agree which candidates will be taken forward to the next round of selection.


3.2
Selection tests
All candidates will be required to undertake some form of “bench” testing as well as attending an interview.  Tests will as far as possible replicate activities directly relevant to the job; reasonable adjustments will be made where necessary to ensure all shortlisted candidates can compete on an equitable basis.


3.3
References
References should be available at interview to provide additional information to the Selection Panel.  The panel should agree in advance the weight to be given to the reference in terms of the decision making process.  However where a candidate asks that references are not taken up with their current employer until job offer, this should be respected and all references should then be held back in the same way.
References should include questions on attendance as well as competence.
CRB checks should be done for any staff working with children or vulnerable adults.


3.4
Interviews
Interviews should be held in comfortable, accessible venues and every effort should be made to put candidates at their ease so they can demonstrate their skills and knowledge effectively.
Candidates should be asked to bring proof of the right to work in the UK – passport, NI number etc as well as proof of qualifications.  These should be photocopied and held on record.
Unless mental agility or working under pressure are key elements of the employee specification, candidates should be given the interview questions 20 minutes before interview so they can prepare their responses.
Model answers to all interview questions should have been considered and recorded before the interview takes place and candidate responses to interview questions should be measured against that benchmark. A marking system will be agreed by the Panel before the interview starts; a mark out of 6 is recommended.


3.5
Decision making
The decision to appoint or reject a candidate should be justifiable, based on the employee specification.  Interview notes and decisions should be recorded and held for at least 6 months after the selection process is complete.  Feedback should be offered to unsuccessful candidates if they want it.  This should be done with care based on statements agreed by the whole Panel.  The outcomes of the Selection process should be monitored so that our Diversity strategy can be assessed and reviewed.


3.6
Sessional staff
For sessional workers and tutors, applications will be invited and candidates assessed in line with Centre policy.  We will hold a database of successful candidates wich we can draw on as and when relevanrt provision is required.


3.7
Volunteers
Volunteers who approach the Centre to offer their time will be assessed in the same way as any other Centre employee if the volunteer meets the criteria for the role, s/he will receive an induction and ongoing supervision and support in line with the Centre’s policy

4.
Induction

All new employees should be inducted thoroughly and in a planned manner, using the Induction checklist.  Induction is not a task that ends after the first day or week but should be structured in a way that supports the new employee during their probationary period and possibly for the first year of employment.
The aim is to support the new appointee to become effective and confident as quickly as possible.  The process should also include a thorough training needs analysis which will lead to a detailed development plan.


5.
Probation

The six month’s probationary period should provide structured support based on individual need.  All new starters should have a formal discussion about any specific support needs they may have regarding disability, domestic responsibilities and career aspirations.  Wherever possible, these should be addressed and met.
Performance should be reviewed at the end of the first month, the third month and finally at the end of 6 months.  At each review, performance will be assessed and discussed with the postholder against the job description and agreed targets linking the postholder’s role to team and organizational aims, objectives and goals.
Any weaknesses should be fully explored and actions put in place to provide the support required to perform effectively.  This may include coaching, shadowing, on and off the job training as well as clear feedback on a day to day basis.  Where this support does not improve performance, then the probationary period may be extended.  Failure to improve would normally result in dismissal on capability grounds.


6.
Ongoing development

Following successful completion of probation, regular supervision sessions should be held no less than 3 weekly and no more than 6 weekly.  Performance will be reviewed formally once every six months in structured Appraisal meetings, where the manager will review achievement of current objectives and collaborately set new objectives if appropriate, with the staff member. At the second six monthly meeting, additionally training and development needs will be reviewed and a development plan agreed that links individual, team and company goals.


7.
Retention

We will seek to support any reasonable request which will aid the retention of our employees.  This may include flexible working, investment in training and time off to ensure work life balance.


This policy will be monitored and reviewed on an annual basis from its adoption in December 2008.
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