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Alba, Main Street, Golspie, Sutherland, KW10 6TG

Tel: 01408 633001 - Fax: 05601 146813
e-mail: ann@vges.org.uk  website: www.vges.org.uk 

RECRUITMENT POLICY AND PROCEDURE
VG-ES aims to ensure that no job applicant or member of staff receives less favourable treatment on the grounds of race, colour, nationality, religion, ethnic or national origins, age, gender, marital status, sexual orientation or disability. Recruitment criteria and procedures are regularly reviewed to ensure that individuals are treated on the basis of their relevant merits and abilities. All staff will be given equal opportunity and access to training to enable them to progress both within and outside the organisation.
The purpose of our recruitment policy is to attract the best possible candidates from the widest possible range of backgrounds.  Through our recruitment process, we will demonstrate our commitment to fairness and equality of opportunity.  The process will comply with statutory regulations and best practice.
We will not discriminate on the grounds of: 
· Actual or perceived AIDS/HIV status or perceived association with an HIV positive person
· Age

· Civil Partnership

· Colour

· Disability

· Ethnic or national origins
· Gender

· Marital Status

· Nationality

· Race

· Religion

· Sexuality

· Transgender/transsexual identity
· Social background

We will monitor and review this policy and the recruitment process on a regular basis (once a year) to ensure that they comply with all relevant statutory regulations and best practice.
Recruitment Procedure
· Recruitment Authorisation: approved by the Directors once the need has been identified and


sufficient funds are in place.
· Job descriptions and person specifications are drawn up to meet the requirement of the post.

· Salary scale, job location, budget for expenditure relating to the post, number of hours per week

(full-time or part-time), whether permanent, temporary or fixed term – to be drawn up and 

approved.

· Recruitment Panel is identified from staff and Directors.

· Timetable for the recruitment process is set: period for advertising the post, deadline for 

applications, date for shortlisting candidates for interview, interview date(s) and venue.

· Advertising the post:  Write an advertisement based on the job description and the person 

specification. It should provide information about the job and the organisation in a positive 

manner to target appropriate candidates and promote the organisation to anyone who reads it.


Unsuitable candidates waste their time and ours. To avoid this, the advertisement should 

include specific information regarding the skills and qualities required.
Job adverts should also include:
Contact name and telephone number from whom application forms/packs may be requested, or 
a contact email address.  Closing date for applications.

Advertise as widely as possible within budgetary constraints: e.g. local press, websites, e-bulletins, posters, appropriate networks, Job Centre+.
· Prepare an application pack to include: job description/person spec, application form, 

background information about the organisation, equal opportunities monitoring form; a 

Disclosure form if appropriate (at enhanced or standard level as appropriate for the post), a 

health status form (to be used to support a candidate’s needs when in post and NOT for 

discrimination purposes), terms and conditions of the post.
· Shortlisting: draw up a short-list form to score applicants’ against skills, experience and qualities 

as specified in the person spec and job description.  Notify candidates to be interviewed by 

letter: state date, time and venue, and if they are required to take any certificates of attainment.  

Notify unsuccessful candidates.
· Recruitment Interviews: prepare a format for the interviews with clear guidance for a scoring 

mechanism.  Ensure that a Chair for the interview panel is identified.  Make sure the panel know 

what individual role they have at the interview.  Prepare travel expense forms for candidates 

and set ceilings for payments.
· After the interviews have taken place the panel should compare scores for each candidate and 

then select the best person for the post.
· Offer of Employment could be by telephone initially, but should be backed up by a formal letter 

of offer.  It may be conditional: subject to two satisfactory references and a disclosure (if 

relevant).
· References: two references are required, one of which should be from the current or most 

recent employer; the other may be a character referee but should not be a relative (connected 

person) to the candidate.  A reference form template is kept on file on the Organiser’s PC.
· Qualification Certificates may be required if stated in the person specification.
· Work Permits: VG-ES should check that all new job applicants have a National Insurance 

number, or that their passports give valid permission for them to work in the United Kingdom.  

Work permits are now required by law. **see footnote.
· Unsuccessful interview candidates should be notified by letter, with travel expenses included, as 

soon as possible after the successful candidate has accepted the post and all conditions of offer 

are met.
· The successful candidate should be given a start date and an induction meeting with his/her 

line-manager and the Chair of the board to be followed by a period of induction and training.
· The successful candidate must provide a P45/or46 before the start date, plus PAYE details, 

bank details and other relevant information for pay purposes (e.g. tax credits, student loans).
· A contract of employment should be issued within eight weeks of the commencement of 

employment.

This policy should be used with the VG-ES Equal Opportunities and Diversity Policy.
Footnote:

**The candidate must show one specified document or a specified combination of two documents that prove their entitlement to work in the UK if VG-ES wish to establish a statutory excuse against liability for a civil penalty. 

The following documentation may provide VG-ES with an excuse for the duration of the person's employment:
· a passport showing that the holder, or a person named in the passport as the child of the 

holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the


UK.

· a national passport or national identity card showing that the holder, or a person named in the

passport as the child of the holder, is a national of a European Economic Area country or 

Switzerland.

· a residence permit, registration certificate or document certifying or indicating permanent 

residence issued by the Home Office or the UK Border Agency to a national from a European 

Economic Area country or Switzerland.

· a permanent residence card issued by the Home Office or the UK Border Agency to the family 

member of a national from a European Economic Area country or Switzerland, who is resident 

in the UK.

· a biometric immigration document (identity card) issued by the UK Border Agency to the holder 

which indicates that the person named in it is allowed to stay indefinitely in the UK, or has no 

time limit on their stay in the UK.

· a passport or other travel document endorsed to show that the holder is exempt from 

immigration control, can stay indefinitely in the UK, has the right of abode in the UK or has no 

time limit on their stay.
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