Yorkshire

Ambulance Service
NHS Trust

Recruitment and Selection Policy

Document Author: Recruitment Manager
Date Approved: February 2019




Document name

PO — Recruitment and Selection Policy and Procedure

Version

8.3

Responsible Committee

JSG and PDG

Responsible Director

Executive Director of Workforce and OD

Document Owner (title)

Deputy Director of Workforce and Organisational
Development

Document Lead (title)

Recruitment Manager

Approved By

Trust Management Group

Date Approved February 2019
Review Date April 2024
Equality Impact Yes

Assessed (EIA)

Protective Marking

Not Protectively Marked




DOCUMENT CONTROL INFORMATION

Version | Date Author Status | Description of Change
(A/D)
1.0 16/02/12 | Matthew D Re-write of policy following review
Hammonds date
2.0 23/03/12 | Matthew D To incorporate comments and
Hammonds feedback from HR team
3.0 22/05/12 | Matthew D To incorporate comments and
Hammonds feedback from Stephen Moir Deputy
Chief Executive & Executive Director
of Workforce and Strategy
4.0 17/08/12 | Matthew D To incorporate final comments from
Hammonds HR team
To incorporate further comments from
5.0 15/01/13 | Matthew D the Associate Director of HR in line
Hammonds with new policy strategy. Format
updated in line with Trust style
guidelines
5.1 04/02/13 | Matthew D To incorporate comments from
Hammonds Workforce Policy Progression Group
6.0 10/04/13 | Matthew A Approved policy for issue
Hammonds
6.1 12/04/17 | Nichola Timmons D Policy Review
6.2 28/09/17 | Nichola Timmons D To incorporate changes agreed at
TMG regarding redeployment plus
recent change to vacancy requisition
process.
7.0 23/10/17 | Nichola Timmons A Approved by TMG on 23/10/17
7.1 January | Suzanne D To incorporate secondment and
2019 Hartshorne acting up guidance
Approved at PPG on 22" November
2018
Approved at JSG on 6" December
2018
8.0 Feb Suzanne A Policy Approved Feb 19 TMG
2019 Hartshorne
8.1 March 22 | Risk Team A TMG approved extension until
October 2022
8.2 Sept Risk Team A TMG approved extension until April
2022 2023
8.3 April Risk Team A TMG approved extension until April
2023 2024

A = Approved D = Draft

Document Author = Recruitment Manager

author.

This document is controlled.
If you would like to suggest amendments to this document please contact the document




CONTENTS

Page

1. VALUES STATEMENT 4
2. STATEMENT OF INTENT 4
3. INTRODUCTION 4
4, PRINCIPLES 4
5. PURPOSE 5
6. DUTIES WITHIN THE ORGANISATION 6
7. THE RECRUITMENT PROCESS 6
8. PROCESS FOR REVIEW AND REVISION 7
9. POLICY IMPLEMENTATION 7
10. | MONITORING COMPLIANCE AND EFFECTIVENESS 7
11. | ASSOCIATED DOCUMENTATION 7

APPENDIX A — Key stages of the Recruitment Process 8




1.

Values Statement

Our mission, vision, and strategic outcomes reflect our six core values that define YAS and
all our employees. One Team, Compassion, Empowerment, Integrity, Innovation,
Resilience. These core values provide a foundation and framework for all of YAS decision-
making processes. We translate our values into actions, they will inspire everything we do
and how we operate as an ambulance service and are reflected in our policies, practices,
and assessments we implement every day.

2. Statement of Intent

2.1

2.2

Yorkshire Ambulance Service NHS Trust (the Trust) is committed to delivering high
quality services, and recognises that a robust and efficient recruitment process can
significantly contribute to the delivery of these services. Failure to ensure a robust

recruitment process can lead to increased labour turnover, increased costs for the

organisation, and lowering of morale in the existing workforce.

This Policy sets out the framework within which managers should operate when
recruiting and selecting staff and volunteers to ensure we are able to have the right
people, in the right place at the right time.

Introduction

3.1

3.2

3.3

3.4

3.5

This policy aims to support the delivery of the Trust’s People Strategy through an open, fair
and effective recruitment and selection process.

Effective recruitment and selection is critical to the successful functioning of the Trust.
Through the recruitment process the Trust must identify individuals with the appropriate
skills, experience, qualifications and values to deliver the Trust’s objectives.

The Trust actively seeks to be representative of the communities it serves and recognises
the benefits of having a diverse workforce. The Trust welcomes applications from all
sections of the community.

The Trust is accredited as a ‘disability confident’ employer (previously known as ‘two ticks’)
which means we guarantee to invite to assessment all applicants with a disability who
meet the essential criteria for a job vacancy and to consider them on their ability.
Reasonable adjustments for successful applicants with a disability will be made on
appointment.

The Trust recognises it has a responsibility to provide, as far as is reasonably possible,
redeployment opportunities for those employees whose employment with the Trust could
be at risk.

Principles

4.1

4.2

4.3

The principles and guidance set out in this Recruitment and Selection Policy must be
adhered to when carrying out any recruitment and selection process.

All vacancies must have a relevant job description and person specification which has
been appropriately graded. By ensuring all roles are graded in line with national guidelines
the Trust has assurance that all staff will receive at least the national minimum wage.

All vacancies including secondments/acting up will be advertised.



4.4

4.5

4.6

4.7

4.8

4.9

4.10

The Trust’s internal redeployment register must be reviewed before any roles are
advertised and recruited to. If a redeployment candidate, meeting the essential criteria
applies they should be offered a priority interview (ahead of all other candidates).

All vacancies including secondments must be advertised and managed through the central
recruitment services team. Acting up processes must be advertised across the Directorate
as a minimum. All roles, band 7 and above, must be advertised for at least 2 weeks. All
other roles must be advertised for at least a minimum of 1 week

Applicants must be shortlisted and assessed against criteria detailed in the person
specification.

Any applicant who has applied under the ‘disability confident’ scheme (formerly known as
the ‘two ticks’ scheme) must be invited to interview/assessment if they meet the essential
criteria.

No prospective employee or internal candidate should commence in post until all appropriate
pre-employment clearances have been received and are satisfactory to the Trust (see
management guidance for pre-employment check information). In exceptional
circumstances the Trust may be able to support the commencement of an individual who
has employment checks outstanding, but this will depend upon the role, the check(s)
outstanding and an appropriate risk assessment being carried out to the satisfaction of the
Deputy Director of Workforce. Where checks are not satisfactory, a meeting will be held with
the Recruitment Manager to determine the employment status of the individual.

Appointing managers are responsible and accountable for ensuring that when carrying out
a selection process they take account of the timescales outlined within this policy (and
associated guidance) to enable relevant recruitment and selection processes to take place
and for relevant pre-employment checks to be carried out.

This policy embraces the principles and duties placed upon employers in the Equality Act
2010 and will ensure that all recruitment and selection processes are carried out in line with
guidance contained within the Trust’s Diversity & Inclusion Policy Statement and equality
objectives.

Purpose

5.1

The purpose of this policy is to:-

e Provide clear guidance to all managers involved in the recruitment and selection
process within the Trust

¢ Outline the timescales for the recruitment and selection process to enable managers to
plan recruitment effectively

e Ensure managers are aware of relevant legislation that should be taken into account
when carrying out recruitment and selection processes

e Ensure that the Recruitment & Selection Guidance is laid out to enable a consistent
recruitment process across the Trust whilst at the same time recognising that some
posts will require a more intensive assessment process

e Ensure responsibilities in relation to recruitment and selection are clearly defined



6. Duties within the organisation

6.1 Recruitment Team

The Recruitment Team have a responsibility to deliver an appropriate professional and
transactional service to recruiting managers

They are also responsible for ensuring appropriate employment checks are
undertaken, with any anomalies being brought to the attention of the Recruiting
Manager.

6.2 Managers

Managers have a clear personal responsibility and accountability to comply with the
policy and procedures.

Managers have a responsibility to ensure this policy is communicated and implemented
within their areas of responsibility.

Managers will ensure the procedures specified within the policy are adhered to.

Managers have responsibility for ensuring the recruitment team is provided with the
relevant information and that all forms are fully completed when submitted to the
Recruitment Team. Failing to complete forms correctly or provide relevant information
to the recruitment department will delay the appointment process. Any incomplete
forms will be returned to the recruiting manager for remedial action.

Managers have the responsibility to ensure that any anomalies regarding pre-
employment checks are completed prior to full commencement of role.

6.3 Employees

All employees and applicants are required to comply with this policy as it applies to them.

7. The Recruitment Process

7.1 The recruitment process within the Trust consists of the following stages:-

AT T SQ@Tmoo0ow

Vacancy review

Job description and person specification

Job Matching / Evaluation

Vacancy Control and Authorisation

Redeployment and ‘At Risk’ Register

Advertising a vacancy

Shortlisting (including ‘disability confident’ scheme applicants)
Selection process

Conditional Offer of employment

Pre-employment Checks

Full Offer of Employment and Employment Contracts

7.2 On average the recruitment process should take no longer than 12 weeks where no
Disclosure and Barring Service (DBS) is required.



10.

11.

7.3 An outline of the recruitment process is attached. For further detail about the process and

the pre-employment checks please refer to the Effective Recruitment and Selection
Management Guidance.

Process for Review and Revision

8.1

This policy will be reviewed in three years’ time unless legislative or other changes
necessitate an earlier review.

Policy Implementation

9.1

9.2

This Policy will be incorporated in to the recruitment and selection training for managers and
will be supported by inclusion in the following:

Trust’s Corporate Induction

Local Induction

Trust Staff Handbook

Team meetings / briefings

Supervision meetings

HR learning event e.g. policy workshop, as appropriate

This policy can be located via the staff library (policies) on the Trust’s intranet, from any
Human Resource representative, line manager or staff side representative.

Monitoring Compliance and Effectiveness

10.1

10.2

10.3

10.4

The Human Resources department will conduct regular audits to ensure compliance with
the standards as set out in this policy.

Compliance with this policy will be monitored on a regular basis by Human Resources
(HR).

Training to support this policy will be monitored and reported by the Education and
Training team.

The Human Resources department will monitor key recruitment KPIs on a quarterly basis.

Associated Documentation

111

This policy should be read in conjunction with the following Trust policies, procedures and
guidance:

Effective Recruitment and Selection — Management Guidance
Corporate and Local Induction policy

Disclosure and Barring Service (DBS) Policy

Equal Opportunities Policy

Job Matching and Job Evaluation Policy and Guidance
Probationary Policy / Probationary Policy Management Guidance
Professional Registration and Membership Policy

Redeployment & ‘At Risk’ Staff Management Guidance
Secondment Palicy

Secondary Employment Policy



Key Stages of the Recruitment Process

Vacancy Review
Need for the position identified

i

Job Description
Prepare / Revise Job
Description (JD) and Person Specification (PS)
(Templates are available on the intranet and at
the back of the management guidance)

Vacancy Control & Authorisation
Vacancy Authorisation Request to be completed (via Trac) to include:
vacancy details, cost control number, advert text, and graded JD/PS
Requests for a Trac account should be directed to the recruitment team

Appendix A

-

Job Matching / Evaluation
Ensure the JD/PS has been
appropriately graded
(Please refer to the Job
Matching and Job
Evaluation Policy and
Procedure)

\ J

'

Vacancy Control Panel
Vacancy funding approved

(recruitment@yas.nhs.uk).

or declined. Cost control
number issued if approved

|

Redeployment / ‘At Risk*

The redeployment register is reviewed by
recruitment / HR Business Partner. For further
information refer to the Redeployment and ‘At

Risk’ Staff: Management Guidance

1 |

4 )

Person Specification Match
Where there are redeployment / at risk’
employees who meet the person specification
(or are close to meeting) then the vacancy
should be ‘ring-fenced’ to these individuals

\ initiallv/ )
( Interview / Assessment \
Applicants should be assessed against the
relevant criteria detailed in the person
specification (i.e interview). A minimum
benchmark should be set and if the individual

meets this they should be offered the position.
Trial periods can be considered if necessary.

(

\.

£t

Conditional Offer
Conditional offer made to
successful candidate.
Unsuccessful candidates notified (if
applicable).

Advertising
Vacancy can be advertised for a minimum of one week, 2 weeks for
roles band 7 and above, if no redeployment candidate(s) are
identified
(An advert template is available on the intranet and at the back of the
management guidance)

L

Shortlisting

4 )

Shortlisting should be undertaken by a minimum of 2 shortlisters.
Applicants should be shortlisted (via Trac) against the relevant
criteria detailed in the person specification. Applications received
from Redeployment / ‘At Risk’ and Disabled applications should be
considered in line with this policy and the associated management

\ guidance. )

f Interview / Assessment \

Applicants should be assessed against the relevant criteria detailed
in the person specification (i.e. interview / assessment / selection
event). Notes should be taken during the interview/assessment

process and the outcome of the interview/assessment process
should be detailed on the Trac system.
(Templates for interview questions and interview scoring are
available on the intranet and at the back of the management

guidance) J

Contract of employment
Full offer made upon

receipt of satisfactory pre-
employment checks and
management guidance contract of employment
details the various checks issued.

required. ) )

~

Pre-employment checks
Pre-employment checks
are undertaken, where
required. The




	Contents
	1.0 - Values Statement
	2.0 - Statement of Intent
	3.0 - Introduction
	4.0 - Principles
	5.0 - Purpose
	6.0 - Recruitment Team
	7.0 - The Recruitment Process
	8.0 - Process for Review and Revision
	9.0 - Policy Implementation
	10.0 - Monitoring Compliance and Effectiveness
	11.0 - Associated Documentation
	Appendix A - Key Stages of the Recruitment Process

