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RECRUITMENT AND SELECTION - NOTES FOR GUIDANCE

The College operates recruitment procedures which are intended to assist us in filling vacancies in a fair and efficient manner, ensuring the selection of the best person to fill the post.  In common with all employers we must adhere to the requirements of current legislation.  The College is committed to promoting equality of opportunity in employment and seeks to operate good employment practices.

These guidance notes are designed to help you to recruit, select, and appoint staff and provide further details of each stage of the process.

Recruitment of staff is co-ordinated by Human Resources.  The HR staff who service your department/section of the College will be able to advise you on any aspect of recruitment, and will handle recruitment administration.  Please read these notes carefully before embarking on recruitment, and do not hesitate to contact a member of the HR staff for further guidance.  Contact details for Human Resources are available on the Intranet (http://intranet.rvc.ac.uk/AdminHR).

Recruitment of staff is a two-way process where the College makes decisions as to which person to select and candidates decide whether they wish to work for the College.  It is important that the College makes a positive impression on all potential applicants right from the very start of that process.  It is hoped that these notes of guidance will assist in this, and in ensuring that as far as possible you get the best person for the job every time. 

1.
The First Step - analysing your needs and obtaining approval to recruit
Vacancies may arise due to an existing member of staff leaving, being promoted or because a proposal is made to create a new post.  In all cases the need to fill the post should be carefully considered.  Heads of Department will need to consider whether the post is needed to meet the objectives of the Department, and you will need the approval of your Head of Department before seeking to fill a post.  

If the post being proposed is to be funded by an external body it is essential that procedures are followed to ensure that the grant proposal includes the full funding required to fill the post. 

If the post is funded from the Departmental budget approval to recruit is required both from your Head of Department and from the Principal of the College.

Therefore, the first step in the recruitment process is to consider the requirements of the post. You will need to:

•
prepare a job description outlining the duties the post-holder will undertake

•
prepare a person specification outlining the skills and qualifications needed to undertake these duties

•
decide upon the weekly hours of work needed

•
decide on the length of the employment contract required to complete the work

This information will enable the HR staff to advise you on the appropriate grade for the post. Once the post has been graded the salary, overheads, and associated costs involved in employing someone to fill the post can be calculated.  This costing will be needed for grant proposals and for budgetary purposes.

Where a post is to be funded externally, you should liaise with Research Support Office staff from the outset.  Research Office staff will advise you on all aspects of costings to be included within your grant proposal, and will include the necessary salary costings based upon the grading given to the posts by the HR staff.

Once the above details have been determined if the vacant post is not externally funded you must complete a Staffing Request Form (available on the Intranet) and seek your Head of Department’s signature approving the expenditure from the departmental budget.  You should then forward the form, together with your draft job description, person specification, and any other particulars, to Human Resources.  HR staff will check the details before seeking the Principal’s authorisation to proceed.

If you are seeking external funding for the vacancy, you will be preparing a grant proposal in liaison with the Research Support Office and you will need to complete form RG01 (available from the Research Support Office tel: 020 7468 5208).  

2.
Preparing a job description, a person specification and other further particulars

It is essential that a simple analysis of the requirements of the post is made to ensure that you have a clear idea of what you need the post-holder to do and the type of skills, experience and other qualities which will be required to undertake these duties. A job description outlines the main functions and duties of the post, and a person specification specifies the type of experience and qualifications you require.  The requirements should be split into essential and desirable criteria and presented in a standard format person specification (see appendix 1).  All other information can then follow from these two important documents. Human Resources can provide advice on the content and format of job descriptions.

You should also prepare any further particulars describing, for example, the Department and the research project(s) in which the post-holder will be involved.  You may prefer to wait until you have formal approval to recruit before drafting this additional information, but once approval has been given you should liaise with HR staff in producing these supporting details.  This sort of information is essential to candidates and helps to make your post more attractive.

3.
Grading the post

The grade of a post (and hence the salary payable) is determined with reference to the duties and responsibilities of the post and the level of experience and qualifications required by the post-holder in order to perform the duties satisfactorily.

HR staff will advise you of the correct grade of a post, however as an initial guide you should consider the duties of the post alongside the grading criteria (available from HR).

Once the grade of the post has been determined the salary range applicable can be obtained by reference to the current salary scales, copies of which are available in the Staff Handbook, from Human Resources, or printable from the College Intranet.  HR staff will also advise on the terms and conditions of employment (e.g. normal weekly hours, holiday entitlement, etc.) which are applicable and may vary according to the grade of the post.

4.
Duration of the employment contract

Posts that are externally funded will normally be for a fixed term, and you should ensure that the duration of the contract is clearly stated in advertisements and further particulars sent to candidates.

Posts which are not externally funded may also be for a fixed term because the post is needed to complete a particular project, or they may be for a temporary period, for example to cover maternity leave.

Any position which is anticipated to last for over six months will normally be advertised externally and require a formally constituted appointments board. For any post of over three months duration, internal advertising is a minimum requirement.  Persons appointed to temporary posts must be advised that, should the post be transferred to the permanent establishment, it will be advertised and filled by open competition.

5.
Advertising the post

Remember, recruitment must not proceed unless a staffing request form has been approved (for posts paid for from College funds) or unless the Research Grants Office has appropriate written confirmation from the funding body that funding is available for the post.

Advertisements are placed by HR staff on receipt of the job description and person specification supported by the necessary approval to recruit.  Please ensure that these documents are forwarded to Human Resources in good time to allow for any queries to be dealt with before the advertising deadline.  A list of publications with the deadlines for publication of advertisements is available from Human Resources.  If the publication in which you wish to advertise is not listed HR staff will be pleased to obtain the information for you.

HR staff will draft the advertisement for you and will give it an internal reference number for administrative purposes.  You will be asked to approve the text prior to the advertisement being placed and, where advertising deadlines permit, a proof of the advertisement will be forwarded to you.  The College uses an advertising agency which can give advice on layout and choice of media and to ensure a wide circulation which will reach all sectors of the community.  Posts will normally be advertised both internally within the College and throughout the University of London, and externally. All advertisements are automatically placed on the vacancy section of both the College Internet and Intranet.  The cost of advertising is borne by the Department and this is something which must be considered when first making a grant proposal.  

Before the advertisement is placed you should discuss with Human Resources appropriate closing dates.  If the publication is appearing overseas it is preferable to make the closing date at least three weeks after the publication date.

Normally the date for interviews should be incorporated into the advertisement, thus ensuring that all potential applicants are aware of the timescale involved.  Therefore you should ensure that the membership of the interview panel is agreed in advance of the advertisement being placed.  You should liaise with HR staff regarding panel membership so that HR staff can ensure that the panel members are available on the date chosen for the interviews.

Please note that for senior academic posts the constitution of interview panels (i.e. Appointments Committees for Lecturers and Senior Lecturers, and Boards of Advisors for the appointment of Professors) is governed by College procedures.  The constitution of Appointments Committees for Lecturers and Senior Lecturers is available on the Intranet.

You may like to discuss the position with applicants informally before they apply, if so you should think about placing one or more contact names and numbers on the advertisement.  Remember that care should be taken not to use this as an indirect screening process.  Such a practice could be unfair and could give rise to claims of unfair discrimination.

6.
Applications

Once Human Resources has placed the advertisement the HR staff will send out the job description, person specification and further particulars to potential applicants and collate applications as they are received. 

Applicants for non-academic posts are also sent a covering letter and guidance notes with the application form.  These notes give details of when shortlisting for the position will take place and advise candidates that they will only be contacted again if they are shortlisted.  However, candidates wishing to have their application acknowledged are invited to fill in their address on an acknowledgement card which is returned to them.

HR staff will write letters of acknowledgement to candidates applying for senior positions and for academic and research posts.  Unsuccessful applicants for these posts will be written to as soon as possible after shortlisting.

Where applications are received via CV only, applicants will be sent a copy of the relevant application form and equal opportunities monitoring form to complete.  This must be received by the date of interview if shortlisted.

7.
The shortlisting process

Shortlisting should be undertaken systematically but it need not be an onerous task if the job description and person specification clearly outline the criteria against which candidates are being selected.  Shortlisting decisions must be made by an appropriate group of staff which may consist of the Head of Department (or some other figure of appropriate seniority) and the immediate line manager/grantholder.  For Senior Academic/Related posts, this group would normally comprise the Principal, Head of Department, Vice Principal (Research) and Vice Principal (Teaching).  This group should liaise as necessary with senior colleagues, but must always maintain confidentiality.  HR staff will be pleased to advise should queries arise during the shortlisting process, or if assistance is needed.  The College has a duty to all potential applicants to ensure that the personal information they have submitted is treated with care and respect.  All applications should naturally be treated as confidential documents.  

Candidates should be matched against the essential criteria in your person specification and desirable criteria should be used as a means of further shortlisting, should the range of applications warrant this.  Notes of the shortlisting process should be kept.  The use of a shortlisting form (supplied by Human Resources) can help make this process easy and effective.  Once a shortlist has been drawn-up you should advise Human Resources in writing of your decisions.

The College is committed to interviewing all applicants who consider themselves to be disabled if they appear to meet the essential criteria of the post.  HR will advise the shortlisting panel of any disabled candidates.  See section 13 for more information. 

It is important that the shortlist is drawn up as quickly as is practical so that candidates can be advised in good time whether or not they are being invited to attend an interview.

8.
The interview

HR staff will send out letters inviting shortlisted candidates to attend for interview, and will write to unsuccessful applicants for academic posts advising them of the outcome.  

The formal interview is the traditional method for selecting from shortlisted candidates. You may wish to consider additional means of selection, including appropriate tests, and presentations.  Your final decision must also take account of employment references.

For academic appointments to posts of lecturer level and above, candidates will be required to present a short seminar prior to interview, which all members of the selection panel and as many existing academic staff as possible are expected to attend.   If seminars are used as a means of obtaining a shortlist, for example in the case of academic appointments for which there are a large number of applicants, to ensure a fair and consistent approach the Head of Department must be present at all scheduled seminars.

The selection panel for Lecturer and Senior Lecturer posts is a formal Appointments Committee and details of its membership is available on the Intranet.

A smaller, less formal, interview panel normally interviews candidates for non-academic posts.  Membership of the interview panel should be appropriate to the type and level of the job under consideration (it would not be usual practice for candidates to be interviewed by their peers).  If appropriate the panel can include an external adviser, and normally the panel will include a member of the HR staff.

Please note that it is a requirement of the College’s Equal Opportunities policy that all internal members of appointments panels should have undertaken an approved equal opportunities awareness training course.

Please also note that the College is legally obliged to consider reasonable adjustments to allow disabled candidates to attend interview.  For further information please refer to section 13.  Human Resources can provide advice on this issue and will speak to the applicant regarding the nature of any adjustments they require.

For all levels of post the Appointments Committee or interview panel members should meet to discuss the format of the interviews before the interviews take place in order to agree, for example, which topics/questions need to be covered and which member of the panel will deal with each aspect.

The questions posed should relate to the skills and abilities which are requirements for the post in the person specification, and broadly the same areas should be covered at each interview, thus ensuring that candidates are given the opportunity for fair comparison against each other and the requirements of the post.  Please liaise with Human Resources on the whole interview process - they will be happy to give advice and guidance on interviewing skills and technique within the overall framework of legal and other requirements in which we work.

It is strongly recommended that shortlisted candidates be given the opportunity to visit the College and the Department prior to interview.  This will ensure that candidates are not only in a position to make a useful contribution at the interview stage, but that they are able to make an informed decision if formally offered a position at the RVC.

9.
Candidates’ interview expenses

It is the College’s policy to pay reasonable expenses to those candidates who are invited to interview and the cost of interview expenses are borne by the department or grant-holder.  For candidates from within the UK, the normal public transport fares are payable. For those candidates who are travelling from overseas (usually academic posts), the normal procedure is to pay the cheapest reasonably available airfare and hotel bills/subsistence for two days. Wherever possible reimbursement is made to candidates in cash on the interview day, on production of appropriate receipts.  This should be arranged either by the Departmental Secretary/Administrator or by Human Resources.  If this is not possible then a cheque can be sent to candidates on submission of a completed expenses claim form. 

10.
The decision

The final decision of who will be appointed should be reached in a systematic manner. The original job description and person specification should assist the selection panel greatly in this.  

All those conducting the interview should take brief notes during interviews to assist them in the decision making.  The candidates should be judged against the specified criteria and when the panel reaches its decision a note of the reasons for their choice/rejection of the applicants who have been interviewed should be made.  Where a member of the HR staff is on the interview panel he or she will normally make this record summarising the views of the panel and then seek the signature of all the members of the panel.  Where no member of HR staff is in attendance a member of the interview panel should make the record and ensure that it is signed by the other panel members.

The record (together with all other notes taken) should be forwarded to Human Resources.  HR staff will not proceed with an offer of appointment unless there is written notification of the panel’s decision. For academic appointments a formal minute of the meeting is also kept.

Human Resources will retain the recruitment documentation on file for one year.

11.
The offer of appointment

Only Human Resources issues contracts of employment. Appointments at the College are made subject to a probationary period, medical clearance and receipt of satisfactory references.  The salary offered will be appropriate to the grading of the post and the qualifications/experience offered by the chosen candidate.  The salary level must be cleared by Human Resources before an offer is made.  

HR staff will liaise with the Head of Department regarding the offer of appointment and no offer will be made until the details have been finalised by the Head of Department with Human Resources.

You may need to liaise over an appropriate starting date and to make arrangements for induction of the new employee within the Department.  HR staff will also be able to provide advice on formal induction on a College-wide basis.  It is useful to think as early as possible about the type of information and training the new member of staff will need.  The College Induction procedure is available on the Intranet.

The College will require the new starter’s proof of birth date, proof of qualifications (where applicable), proof of eligibility to work in this country, as well as bank account details for payment of salary.

12.
Dealing with candidates not selected

It is important to deal promptly and sensitively with those candidates who have not been selected for the post.  Those not invited for interview for academic posts will be advised of this in writing by Human Resources as soon as possible after shortlisting.  Any applicants who have been invited to interview will be notified by Human Resources of the decision as quickly as possible after the interview date. As a general rule, those who are not considered appointable will be notified within 24 hours whilst the reserve candidate(s) will be contacted as soon as an offer is made and accepted. 

When it is known that an unsuccessful candidate is internal (i.e. an existing member of staff or a student), verbal notification should ideally be given by the Head of Department or his nominee.  Internal candidates who have been interviewed should be given special attention, ideally receiving feedback at the earliest possible opportunity from the chair of the interview panel or an appropriate nominee on the reasons why they were not selected.  

You may also be asked by candidates to provide them with feedback regarding their interview.  Such feedback should be as factual and objective as possible and you should refer to the original specification and job description for the post and to the interview summary form and any notes made during the interview by panel members.  Where possible make any criticisms you have in a positive manner, suggesting action that the candidate can take to improve their performance at future interviews.  If you require advice on giving feedback following interviews, please do not hesitate to speak with a member of HR staff beforehand.

13.
Special requirements

There are a number of special factors to consider whilst recruiting, some of which are outlined as follows:

Occupational Health Requirements

All potential employees of the Royal Veterinary College are required to complete a health questionnaire.  The questionnaire comprises a four-page document (plus an additional questionnaire for those working directly with animals) which is normally sent out to all short-listed applicants to complete.  The form is returned in a sealed envelope and handed to the HR representative at interview.  Where there is no HR representative, the Chair of the panel should collect them instead.  

Once the panel has reached a decision, the sealed questionnaire of the selected candidate(s) will be forwarded in confidence direct to the Occupational Health Adviser by the HR representative, who will also ensure that the questionnaires of the unsuccessful applicants are destroyed.  If there is no HR representative on the panel, the Chair of the panel should forward all the unopened questionnaires to Human Resources.  Human Resources will then be responsible for forwarding the questionnaire of the successful candidate as above to Occupational Health and for destroying the others.  Occupational Health will then notify Human Resources as to whether or not the successful candidate(s) has received health clearance. On occasions, an applicant may be asked to see the Occupational Health Adviser in person.  Again, any information given by the candidate to Occupational Health remains confidential. 

The job description and person specification is normally supplied to Occupational Health by Human Resources to assist the Occupational Health Adviser in his medical assessment as to whether or not the applicant is able to undertake the specific duties required of the post.

Persons who will be working with animals are also asked to undergo a respiratory function test prior to taking up their employment with the College.

Registration of Veterinarians

Veterinary Surgeons undertaking clinical duties are required to be registered with the RCVS. HR staff will check on the registration status of applicants and, where a candidate has overseas qualifications, will check with RCVS as to whether the qualification they hold would normally permit them to obtain either full or temporary registration.  

Where a candidate will need to apply for registration in this country, the RCVS require from the College evidence to show that the selection has been made in open competition with others who are registerable as MRCVS.  This involves submission to the RCVS of the advertisement and, prior to interview, details of any applicants to be shortlisted who will need to be placed on the Temporary Register.   On completion of the selection procedure, the successful applicant will then need to apply for temporary or limited registration.  

HR staff will assist with the administrative arrangements for this but sponsorship by a relevant member of staff (normally the Head of Department) will be required.  Temporary registration is normally valid for a specified period and renewable annually. All staff are required to pay for personal membership of professional bodies, which includes registration fees with the RCVS, and potential employees will be asked for reimbursement of fees paid on their behalf.    

Formal Qualifications

Human Resources will request copies of appropriate certificates from candidates who attend for interview, and for sight of original documents prior to commencement of employment.

Home Office Requirements

Please note that if an individual has no right to work in the UK it is illegal to allow that person to commence employment without a work permit.  The College will require proof of a persons right to work in this country prior to their joining the College and will require sight of original documents (such as a birth certificate, passport, etc.) when the person takes up their employment.

Work permits are required for most non EU employees.  These will be applied for by Human Resources but you should be aware that the College is required to prove that no other candidate from the whole of the EU would have been suitable for the post.  

We will be asked for proof of advertising, of qualifications and references and to provide information on other applicants for the position who applied from inside the EC.  It is vital that an accurate job description and person specification has been used in shortlisting and selecting the candidate for the post as this will ensure that a strong recommendation can be made to the Home Office for employing a candidate from overseas.  

HR staff will submit applications for work permits as soon as possible after the decision to offer an appointment has been made.  However, please note that the Overseas Labour Service and the Home Office receive many thousands of applications and it can take several months for a work permit to be issued.  The Home Office issues work permits covering a specified period of time, and, should you wish to retain the member of staff after this time you should liaise with the Human Resources staff at least three months prior to the expiry date of the work permit.  HR staff will then advise whether or not it is possible to apply for an extension to the work permit, and will make applications for extensions.

Equal Opportunities

Our Equal Opportunities Policy, in conjunction with the legislation on discrimination, requires fair treatment of all applicants. To ensure that our procedures are as fair and objective as possible it is essential that the requirements for the post are considered and specified right from the start and that requirements listed are genuinely be needed.  If you include unnecessary requirements in your specification you might dissuade a suitable candidate from applying.  

You must also ensure that you do not indirectly discriminate against a candidate. It may be discriminatory, for example, to demand an unnecessarily high level or type of qualification when more men than women may have had the opportunity to attain this. Indirect discrimination is illegal when unjustifiable.

Shortlisting of applications should be the responsibility of more than one person, as should interviewing (suggested panels are given above) and members of selection panels should ensure fair treatment of candidates by asking questions which relate purely to the requirements of the post.  Any questions which may be construed as discriminatory, e.g. on marital status, religious or political views, domestic responsibilities etc. should only be asked where absolutely necessary.  

If such questions have to be asked interviewers should ensure that they are posed to all candidates and must discuss the matter with the HR Manager in advance of the interview outlining why the information is needed.  Information, advice and training on equal opportunities in relation to the recruitment process can be obtained from Human Resources.

Disabled Candidates

 Two Ticks for Disability Symbol
‘Positive About Disabled People’

 The College has made five commitments concerning the employment of people with disabilities and has been awarded the JobCentre Plus two ticks disability symbol.  This symbol is displayed on recruitment advertisements and all recruitment literature.  The commitments are:

•
to interview all applicants with a disability who meet the minimum criteria for a job vacancy and to consider them on their abilities;

•
to ensure that there is a mechanism in place to discuss at any time, but at least once a year, what can be done to make sure they can develop and use their abilities at work;

•
to make every effort when employees become disabled to make sure that they stay in employment;

•
to take action to ensure that all employees develop the appropriate level of disability awareness needed to make the commitments work;

•
each year to review these commitments and what has been achieved, plan ways to improve on them and let employees and the Employment Service know about progress and future plans.

As a result of making these commitments it is now College policy to interview all candidates who consider themselves to be disabled and who appear to meet the essential minimum criteria as stated in the person specification for the position.  Human Resources will notify the recruiting manager of such applicants and can offer advice on the shortlisting process.  It is important when considering whether or not to shortlist a disabled candidate to not make assumptions about their disability.  Advice can be obtained from external sources via Human Resources.

Disability Discrimination Act

The Disability Discrimination Act gives people with disabilities protection from discrimination in employment, the provision of goods, services, facilities and property.  An employer discriminates against a disabled person when for a reason which relates to the person’s disability they are treated less favourably than others and when it cannot be shown that the treatment in question is justified.  

As an employer, the College is also obliged to make any reasonable adjustments necessary to employ or continue the employment of a disabled person.  This means that careful consideration should be given to the types of special equipment we may be able to offer a disabled person to pursue their work, for example hearing/visual aids. The re-organisation of facilities, hours of work or duties should also be considered, for example it may be possible to adjust working hours so that a disabled person can travel to work more easily outside the rush hour.

The College is required to ensure that discrimination against disabled people takes no place in the recruitment process. This should be borne in mind when first drawing up the job description and person specification.  Again, it may be discriminatory to ask for unnecessary skills or abilities (the requirement to drive may not be essential or the ability to carry heavy equipment may not always be necessary).  For the same reason, when inviting candidates to interview, Human Resources also asks applicants to contact them about any special requirements they may have.  This gives a disabled candidate the opportunity to ask about specific needs.  For example, we would be happy to arrange for wheelchair access should this be required.

It should be remembered, however, that many disabled people have no additional access requirements and need no additional equipment.  For those that do, Government grants may be available and, given the appropriate facilities, an individual’s impairment could have little or no bearing on their capacity to realise their employment potential.  Employing a disabled person may not pose any financial or other problem for the College and as an Equal Opportunities Employer we welcome applications from disabled people, as from any other minority groups.

Other special requirements

Finally, remember that your applicants may have special requirements not given above, they may have a long distance to travel; they may require accommodation or overnight facilities; they may be required to relocate to take up the position; they may have childcare or other responsibilities.  Candidates may expect assistance, guidance or information on such matters at any stage in recruitment.  

Please note that where accommodation is required for the successful candidate, this should be indicated on the Staff Request Form.  No offer of appointment will be made unless approval for accommodation has been obtained from the College Secretary by Human Resources and a signed tenancy agreement has been received.

14.
Training for recruitment and selection

The College will provide training for persons involved in the recruitment and selection of staff.  If you have not yet received training in recruitment and selection and interviewing skills, please ask HR staff for details of the courses available.

15.
Conclusion

If you have any queries about the College’s procedures for the recruitment and selection of staff, please do not hesitate to raise them with the HR staff.
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