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Version control
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about the content of this document, we recommend that you refer to the most recent
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1. Timescales

Please note: For the purpose of timescales, ‘days’ are classed as working days and are

based on a full time week (Mon-Fri) and not the contracted days of an employee.

Action Minimum timescale

Job evaluation of new post/amended post

to receive an indicative grade prior to the .
Job Evaluation Panel Up to 10 working days

(Pay and Reward Specialist)

Vacancy advertised (from receiving final

versions of the VCF, Advert, JD and PS) | oP 0 9 working days

Vacancies will be advertised for a period of | 2 weeks

Time of vacancy closing on the closing

date Midnight — 23:59:59

Managers will be sent submitted

application forms for shortlisting Up to 2 working days after closing date

Reference checks (schools request their
own references but 10 days should still 10 working days minimum
apply to schools)

Time it takes for ICT to set up a new
starter on system (not applicable for 10 working days
schools)

2. Roles and responsibilities

Denbighshire Leisure Ltd. (DLL)

For the purposes of interpretation of roles and responsibilities please see below:

Denbighshire County Council | Denbighshire Leisure Ltd

Head of Service Managing Director / Executive Team Member

Director Company Board Director

Senior Management Team Company Executive Team
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Denbighshire County Council | Denbighshire Leisure Ltd

Section 151 Officer Company Accountant

Monitoring Officer Company Secretary

Head of Service, Governing Body

e Responsible for approval of vacancy. Signature of authorisation required on
Vacancy Control Form

e Promoting the use of Web Recruitment

e Ensuring managers are committed to implementation of Recruitment and Selection
policy and procedure and appropriate training is provided

¢ Promoting living and working in Denbighshire

Recruiting Managers / Head Teacher / Chair of School Recruitment

Panel

e Ensuring policy and procedure is followed and implemented

e Ensuring consistent job descriptions and person specifications are up to date and
evaluated appropriately with the Job ID included on the job description.

e Consider all applicants and make the recruitment decision in line with the council’s
equal opportunities policy and safer recruitment practices

e Ensuring that they have completed appropriate recruitment and selection training

e Completing the Vacancy Control Form and gaining appropriate authorisation

e Creating the advert

e Making the necessary arrangements for interview using the Interview Schedule
Form

e Shortlisting — ensuring that Disability Confident scheme is adhered to and
highlighting both this and the Welsh language preference on the Shortlisting Matrix
where applicable

e Interviewing applicants fairly and consistently using the Interview Assessment Form



Recruitment and selection policy

e Making provisional offers of employment and contacting those unsuccessful after
interview to confirm and offer feedback

e Sending details of those unsuccessful after interview to HR within 2 days of
interviewing

e Verifying and taking copies of qualifications as deemed essential to the post and
Right to Work in the UK documents

e Providing constructive feedback to applicants unsuccessful after shortlisting and
interview upon request.

e Completing the Appointment form and ensuring that the vacancy information,
including interview notes, are sent back to HR.

e Ensuring no new starter commences employment without all safer recruitment
checks in place

e Setting up a new starter with ICT equipment and log-ons etc. (This may take 10
working days minimum)

e Obtaining Occupational Health advice declaring individual suitable for the role,
where appropriate

Human Resources (HR)

HR will support all recruiting managers in exercising their responsibilities in the following

areas:

e Advertise all vacancies, checking redeployment list for employees prior to
advertisement release

e Advise on appropriate recruitment methods

e Arrange translation of recruitment documents into Welsh

e Ensure advertisements and recruitment documents are quality controlled to ensure
no discriminatory content has been included

e Ensure all recruitment documentation and recruitment file has been received and is
satisfactory.

e Sending confirmation of unsuccessful after interview correspondence following
prompt receipt of information from managers

e Obtaining employment references
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e Ensuring safer recruitment procedures are followed

e Ensure new starter receives up to date terms and conditions of appointment
documentation in accordance with legislation

e Create personal file for new starter

e Monitoring equal opportunities

e Produce recruitment data

e Responsible for monitoring, use and application and reviewing the policy

Elected Members

Elected members are only involved in the recruitment and selection of the Council’'s most

senior staff (Chief Executive, Directors and Heads of Service)
Employees

Any employee may request assistance from HR at any stage of the recruitment process

10
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3. Identifying the requirements of the role

Recruiting managers need to carefully consider whether there is a need to recruit and if so,
the terms and conditions of the post. In all instances, the authority to fill a post has been
delegated to Head of Service / Headteacher, except in instances where these roles are
recruited to, in which case the authority has been delegated to Directors / Governing

Bodies.

Reasons for recruiting can include:

e Employee leaves a post

e New projects and/or funding

e A change in the priorities or direction of the council

e Restructure of a team or Service

e A change in the needs of service users or customers

e Long term absence of post holder e.g. secondment, sickness,

maternity/adoption/shared parental leave

Where an employee leaves a post, recruiting managers should use the opportunity to
consider whether they need to replace like for like, or if the work can be done in a different

way. Some considerations to reflect on are:

e |Is it necessary to fill the vacancy? Consider feedback given by the employee
leaving

e Does the role require changes in duties and responsibilities?

e Can this work be carried out via a Career Pathway i.e. supporting the development
of an employee into the position?

e |s it appropriate to evaluate the grade of the post?

e Could the work be accommodated in other ways?

e Is the post Welsh essential? Should the post be Welsh essential? Is there a
requirement for a Welsh speaker in the team?

e Are there any staff ‘at risk’? Staff at risk within the Service/organisation must be

given first consideration for any vacancy prior to both external and internal

11
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advertisements being placed. HR will approach those on the redeployment pool
automatically.

e Managers/Governing Body should consider widening the diversity of the team which
could include consideration of part time working / job share / positive action
initiatives.

e Could the post be a job share / part time / mobile / flexible?

e Is there a long term need for the position or is there a foreseeable end date?

e |s there a need for financial saving within the Service, or is the position required to
fulfil the aims and targets of the service / organisation?

All posts will need to have an evaluated job description and person specification. It will be
the responsibility of the manager of that post to ensure this is done. All new and amended
posts must go to the Pay & Reward Specialist and taken through the Job Evaluation
Panel. Advertisements can state ‘subject to job evaluation’ whilst the new post is taken
through job evaluation but this is not ideal.

Use of agency workers

Whilst Denbighshire County Council aims to attract and retain a dedicated workforce, there
will be occasions when there is a need to employ agency workers. The Council recognises
that the use of temporary short-term workers can enable the smooth delivery of services,

by providing an element of flexibility within the workforce.

All Corporate services must procure agency workers via Matrix, and Schools should use
New Directions or Matrix. Only in exceptional cases will alternate providers be considered,
and managers must ensure they are able to provide the justification as to why they are
using a different Agency. Managers must not procure workers directly from an agency
even if the agency is an approved supplier within the Matrix contract, instead they should
contact Procurement for their involvement in procuring an Agency worker from a new

supplier.

Please refer to the Agency Workers Policy for further details.

12
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Temporary or fixed term posts

Some posts may be additional to the structure, but not required on a permanent basis,

such as in the following circumstances:

e Project-based — to fulfil a particular time limited project which is linked to external
funding
e Maternity or parental leave cover

¢ Long term sickness absence cover

A fixed term post has a specified end date that is included in the advert. A temporary post
is for a limited period, but the exact end date is as yet unknown. In these circumstances,
fixed-term posts (with an end date stipulated in the advertisement and contract), would be
advertised, which would be additional to the structure. In this case the post will usually also

be advertised as a Secondment opportunity for internal staff.

Please refer to the Fixed Term Contracts Policy.
Temporary or fixed term posts which become permanent

If during the time employed on a fixed term/temporary contract, the post becomes
permanent, or if an extension is required, all parties must be kept informed. If the
employee went through a competitive interview process in the beginning for that particular
post and there is satisfactory evidence of good performance, the employee with the fixed

term contract should be offered the extended or permanent position.

This is not the case where a fixed term or temporary Headteacher or Deputy Headteacher
position becomes permanent. In these situations, where a Headteacher / Deputy
Headteacher is ‘Acting’ or on a fixed term contract, the position must be advertised
nationally and a full recruitment process followed in order to appoint to the permanent
position. However, extensions to fixed term or temporary contracts are allowed without a

recruitment process.

Please refer to the Fixed Term Contracts Policy.

13
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Supply staff

Supply (relief/casual) workers should only be used in circumstances where there would be
a significant impact on service provision if someone was not engaged e.g. to cover
sickness absence, to cover staff holidays, unforeseen circumstances or short term peak

workloads. Relief workers by definition are engaged to work:

e on an ‘as and when’ basis

e o0n an irregular basis

e crucially where the individual and the Council are genuinely not obliged to accept or
offer work respectively, and there is no expectation of work being offered or carried
out

e where there is no intention of continual employment.

To appoint a supply member of staff, managers must ensure that the worker completes a
Denbighshire County Council Supply Application form. The manager must then send the
application form along with an Appointment form to HR as soon as possible. It is important

to remember that the safer recruitment checks must still apply:

e an interview must still take place regardless of whether the position was advertised
or not

e 2 satisfactory references must be sought

e DBS check undertaken where appropriate

e Proof of Right to Work in the UK obtained

¢ Proof of qualifications required for the position obtained

Career Pathways

A Career Pathway is when an employee does not yet meet the full requirements of the end
position, and instead has a training and development framework outlined for them in order
to be supported in achieving the required qualifications/skills/experience. In these
instances, the starting position is evaluated as is the end position, and managers develop

the requirements at each stage in between. These can be useful when recruiting to a
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specialist role that limits the number of likely applicants due to specialist knowledge and/or
qualifications, or where the manager wants to use the opportunity to develop someone in

to the role.

Recruiting managers are expected to consider whether there is feasibility to develop a
Career Pathway into positions needed, before sending in the paperwork to HR to

advertise.

Full guidance on Career Pathways and how to develop an effective pathway can be found
on the Denbighshire website.

4. Advert pack and supporting documents

In order for the recruitment process to commence, the recruiting manager must gain
authorisation from their Head of Service/Governing Body and Finance using the Vacancy
Control Form. All vacancies will be advertised using a vacancy pack that consists of an
advert, job description and person specification as a minimum. The following

documentation must be completed by the recruiting manager for all posts:

e Authorised Vacancy Control Form
e Advert
e Job Description

e Person Specification

For ease, the advert, job description and person specification are combined into one
vacancy pack template for managers to use. Both the person specification and the job

description form the basis for shortlisting and selection.

HR will not be able to begin the recruitment process without all the above documents.
Recruiting managers should send the advert pack and VCF through to HR, with the Head
of Service and Finance approval included. It is the recruiting manager’s responsibility to
gain this authorisation. For ease, emails of authorisation will suffice, providing they are
sent from the person’s email address, not on behalf of. Please be aware that separate

emails can cause information to be mismatched, and recruiting managers should therefore
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send one email that includes a chain of the authorising emails and the 2 attachments; VCF

and vacancy pack.

Recruiting managers should take care to ensure they use the most up to date template,
except in the exceptional cases of bespoke recruitment for specialist and senior
recruitment, whereby new packs may be created. This is done with the Organisation
Development Specialist in HR. All vacancies will be advertised bilingually, except for

Welsh essential posts which may only appear in Welsh.

Please see the attached Recruitment Guidance for detailed guidance on the vacancy

pack, equivalent qualifications and shortlisting.
Advert

The job advert should be one page and bilingual, written in plain English/Welsh and
contain information on the terms of the position being advertised, who to contact for

information and how to apply as a minimum. The vacancy pack template contains all the

information required and recruiting managers are therefore required to just update the
specifics of the vacancy. The purpose of an advert is to provide an overview of the terms
and conditions, and to encourage suitable applicants to apply. Managers should therefore

consider how to appeal to their target audience with concise and attractive language.

Please see the attached Recruitment Guidance for detailed guidance on how to write an

advert.
Job descriptions

The job description outlines what the successful applicant will be doing (duties / tasks) if
they get the job. Job descriptions and person specifications must not discriminate in any

way.

Every job must have a job description and person specification. If a job already exists, it
should be reviewed to ensure that it is written in plain English/Welsh, accurate and up to
date. Any changes that need to be made to a current job description and person

specification must be carried out with the Pay & Reward Specialist within HR, who re-
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evaluates it and takes through the job evaluation panel. This process could potentially take

approximately 2-4 weeks.
All job descriptions and person specifications must be formatted in the standard template.

For posts working with vulnerable groups, the job description should clearly state the
individual’'s responsibility for promoting and safeguarding the welfare of vulnerable groups

that they are responsible for or in contact with.
Posts that require health surveillance must include this element within the job description.

For further details on teachers’ pay and conditions of duties please refer to the STPCD.

Please see the attached Recruitment Guidance for detailed guidance on job descriptions.

Job evaluation

Job evaluation is not applicable to those on Teaching, Youth or Soulbury terms and

conditions.

The recruiting manager/Governing Body is responsible for ensuring that the post is
evaluated at the appropriate grade. Job evaluation will be carried out in conjunction with

the Pay and Rewards Specialist in HR.

The purpose of job evaluation is to provide an analytical, systematic and consistent

approach to defining relative job worth within Denbighshire County Council.

Please refer to the Job Evaluation and Maintenance Policy for further details.
Person specifications

The person specification outlines the qualifications, experience, knowledge and skills
required in order to carry out those tasks and fulfil the whole role competently. A person
specification should be written objectively, describing the 'essential' and 'desirable’ criteria
a person needs in order to perform a post. It should provide the basis for the shortlisting
and the interview. The criteria must be post related, justifiable, non-discriminatory and be
able to be tested. Setting unnecessary standards for qualifications, experience or personal

qualities may unfairly discriminate unless the particular criterion is capable of being
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justified. Managers should be mindful of the number of criteria as positions with an

unnecessary amount will be hard to shortlist, and may not attract candidates.
All person specifications must be formatted in the standard format using the Template.

Where possible the interview panel should meet, prior to interviewing, in order to

understand the criteria for the person specification.

For posts working with vulnerable groups, the person specification should clearly state the
individual’s responsibility for promoting and safeguarding the welfare of vulnerable groups
that they are responsible for or in contact with.

Please see the attached Recruitment Guidance for detailed guidance on person

specifications.
5. Advertising

All vacancies must be advertised internally first, using the vacancy pack template.
However, where there is a business need then vacancies will be advertised internally and
externally simultaneously. Head of Service / Governing Body permission will be required in
these circumstances along with the justification outlined on the Vacancy Control Form
VCEF).

Advertisement Content

Recruiting managers should consider the correct language to appeal to their target
audience. The advert is the opportunity to ‘sell’ the council and the role to potential
candidates and managers should therefore use the advert to attract candidates to consider
the position. An example of this is to highlight the benefits of working for a local council
such as flexible working and the pension scheme. The advert content should be contained

to 1 page and should not be a repeat of the job description.

HR will organise the translation of the advert, job description and person specification on
behalf of the recruiting manager. Please allow up to 5 working days for translation and
processing from the date that all of the correct documentation is submitted to HR. Please

ensure you use the up to date version of the vacancy pack, which can be found attached
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to this policy. Advertisements will only be placed once the recruitment documentation is

correct and bilingual.

Please see the attached Recruitment Guidance for detailed guidance on how to write your

advertisement.
Internal vacancies

Internal only advertisements will be placed on the website with a statement explaining only

internal applicants may apply.

The following groups of staff are permitted to apply for internal vacancies:

e Relief/ Supply / Casual

e Agency Workers - from day one of commencement within the Council. Please note
that application forms that are received within HR after the agency contract comes
to an end will not be considered.

e Interns

e Summer Placements

The following groups will not be permitted to apply for internal vacancies:

e Work Experience Placements
e Volunteers
o Staff from other local authorities (or bodies covered by the Modification Order,

unless it is an established partnership)

External vacancies

Vacancies will be advertised externally where:

e The post requires a particular level of skill, qualification, experience which is
believed not to be possessed by existing employees.
e A similar post has been advertised within the last 3 months and failed to identify a

suitably qualified applicant.
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Where a post is advertised externally, there will be no preferential treatment given to

internal applicants over external applicants and all appointments will be based on merit.

Recruiting managers can use the guides found on the intranet to assist in deciding where
best to advertise as certain roles will be better suited to certain forums. For example, a low
graded role would not be suited to Linked In due to the professional nature of the
audience, but is well suited to be advertised on other social media sites and possibly

newsletters or papers within the local area.
Advertising in professional publications

Externally advertised posts may also appear in the national and local press or other
specialist journals. The Vacancy Control Form (VCF) will need to indicate any specialist

advertising requirements and have both Head of Service and Finance approval with a
relevant cost code attached. Advertisements will not be placed until this cost code is

received. The recruiting department will pay all associated costs for advertising purposes.
For an estimate of costs for adverts, please contact the Communications team.

HR will liaise with Corporate Communications for costs, advertisement sizes and
publication deadlines, who will in turn provide the quotes to the recruiting manager. The
recruiting manager may be asked to provide confirmation after receiving a quote to place

the advert, if the quotes received exceed the budget stated on the VCF.
Advertisement closing dates

All vacancies will be advertised for a period of two weeks. In exceptional circumstances,
alternative timescales may be agreed with the Organisation Development Specialist within
HR. In some circumstances it may be sensible to extend the period for up to a maximum of

four weeks, depending on any anticipated recruitment difficulties.

If you wish to speed up the recruitment process then please state the date of interview on
the advertisement (please consider timescales in line with closing date, shortlisting,

notifying candidates etc.).
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Application forms will not be accepted after the closing date (midnight on that date) has
passed. A Head of Service may give permission to accept a late application depending on
the circumstances. Web recruitment will automatically close the advertised vacancy at
23:59:59 on the set closing date. A closing time other than midnight is not possible.

Advertising an identical or similar vacancy

Recruiting managers may have an additional vacancy which is identified during the
advertising stage. If the new vacancy is significantly different e.g. rate of pay, then the
recruiting manager must place an additional advertisement with a separate authorised

Vacancy Control Form (VCF) and it will be classed as a separate vacancy.

If the vacancy uses the same job description and person specification, and is either
identical or only has minor changes (e.g. different hours, different location), then the
recruiting manager doesn’t need to place an additional advertisement as they can state
the difference within the VCF and advert, and explain to the shortlisted applicants that
there is more than one post to be filled etc.

Welsh Language Standards

In order for the Council to be able to serve Welsh and English speakers on an equal basis
and in accordance with the Welsh Language Standards, the Council must ensure that it
can deliver services in both Welsh and English. In order to comply with the Welsh

Language Standard, recruiting managers must:

e Use the advert pack template HR provide

e Ensure vacancies are not advertised unless fully bilingual

e Ensure that applications forms made in Welsh are treated equally to those made in
English throughout the entire process, including any notification timeframes.

e Ensure any assessments and/or interviews are conducted in the language of
preference for the candidate, as well as any correspondence e.g. inviting for

interview, informing of decision etc.

Recruitment notices placed in English language journals (and other publications) with a

UK-wide distribution may be in English, unless the post is one where the ability to speak
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Welsh is essential, in which case the notice may be fully bilingual, or in Welsh with a brief
explanation in English. Any official notices, public notices or staff recruitment notices

placed elsewhere in Wales will be bilingual.
Redeployment

Where possible the council will take reasonable steps to find suitable alternative
employment for employees who are in the redeployment pool.

Upon receipt of the VCF, and full vacancy pack from the recruiting manager, HR will check
the vacancy against the redeployment list. Employees who are in the redeployment pool
are to be given first consideration before the advertisement can be placed internally or
externally. Redeployee’s are given 48 hours in which to express an interest in this position.

If there are no suitable matches on the redeployment list, the recruitment will commence.

Please refer to the Redeployment Policy for further details of this process.
Application process

Applicants will apply online for vacancies, however, application forms can be provided in
different formats for those with specific needs e.g. braille. Only applications made on a
Denbighshire Application Form will be considered, CV’s alone will not be considered, but
may accompany a completed application form.

All correspondence will be dealt with electronically where an online application form has
been submitted, this will include invites to interview, outcome of interviews, offers of

employment, and contract paperwork.

For low graded posts, where there is no requirement to have reading or writing skills, the
recruiting manager may work with the Organisation Development Specialist to agree an
alternative process, e.g. using an alternative application form. An interview and fair
selection process will still take place, and candidates may be required to attend a
recruitment day, rather than complete the standard online form. This will only be done
where a full discussion and agreement has taken place with the OD Specialist prior to the

advert being placed.
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6. Shortlisting of applicants

Recruiting managers will be responsible for all the shortlisting using the Shortlisting Matrix.

More than one person should always be responsible for short-listing applicants, thus

reducing the chance of individual bias prejudicing an applicant’s opportunity for selection.

This is a key element to the recruitment process to ensure the right applicants are
interviewed and limit the risk to the Council. Recruiting managers will need to carry out the
shortlisting exercise as soon as possible, as applicants are told that if they haven’t had any
response within three weeks of the closing date then they must assume they have been

unsuccessful.

Recruiting managers expecting to receive large volume of applications for their vacancy
may access their vacancy on iTrent to view and download applications prior to the closing
date, in order to start shortlisting. Please note that this function cannot be delegated, and it
is only available for the recruiting manager of that vacancy.

Recruiting managers must complete the Shortlisting Matrix for all applicants, by using the
essential criteria from the person specification and comparing with the information
provided on the application form. Managers will use the shortlisting matrix to tick where an
applicant has met that individual criteria. Criteria should not be grouped into the 5 areas on
the person specification, they should be individually considered. Where there are too many
people to interview based only on essential criteria, the recruiting manager may further
shortlist using the desirable criteria. A copy of this matrix must be sent back to HR with the

Interview Schedule Form in order for HR to send out the relevant ‘Invite to interview’

emails to applicants.

Recruiting managers will be required to keep a copy of the Shortlisting Matrix whereby
reasons for rejection are clear. Recruiting managers will be required to give any applicant
feedback as and when requested and within a reasonable timescale.

Recruiting managers must be mindful that the criteria stated on the Person Specification
has been used to form the grade of the post, and therefore interviewing and potentially
appointing someone who does not meet all the essential criteria may result in the position
being down-graded.
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Please see the attached Recruitment Guidance for detailed guidance on equivalent

qualifications and shortlisting.
Guaranteed Interview Schemes

Denbighshire County Council operates two guaranteed interview schemes, which support
individuals who meet all the essential criteria to be guaranteed an interview for a vacancy.
The Disability Confident Employer scheme supports applicants with a disability, and the

Veterans Guaranteed Interview scheme supports those defined as Veterans.
Disability Confident Employer

Denbighshire County Council is a Disability Confident employer, which means we are
committed to interviewing all applicants with a disability who meet all of the essential
criteria of the role applied for. Applicants who have selected they wish to be considered
under this scheme and who have met all the essential criteria, must be invited for
interview. The recruiting manager must check the relevant section on the application for
this indication and for information relating to any reasonable adjustments, and highlight
this on the Shortlisting Matrix. Should the applicant have requirements, HR will inform the

recruiting manager and it will be the manager’s responsibility to action and implement.

Further information can be found in the attached Recruitment Guidance.

Veterans Guaranteed Interview

The Veterans Guaranteed Interview scheme supports our Armed Forces Community
Covenant, and means we are committed to interviewing all applicants who are former
Armed Forces personnel who have previously served for at least one day. The
Government defines Veterans as “anyone who has served for at least one day in Her
Majesty’s Armed Forces (Regular or Reserve) or Merchant Mariners who have seen duty
on legally defined military operations” and therefore Denbighshire County Council uses the

same definition.

Under this scheme, applicants who have selected they wish to be considered under this

scheme and who have met all the essential criteria, must be invited for interview. The
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recruiting manager must check the relevant section on the application for this indication,
and highlight this on the Shortlisting Matrix.

Informing Applicants after Shortlisting

With the exception of schools, HR will send the ‘invite to interview’ emails out to all short-
listed applicants. Unfortunately, the Council does not have the resources to personally
acknowledge receipt of all applications. However, as applications will typically be
completed online, applicants will receive an automated message from our online system
confirming receipt of their application form. All advertisements will advise applicants that if
they have not had any further notification within three weeks of the closing date, then their
application has not been successful in progressing to interview stage.

Re-advertising a Vacancy

A recruiting manager and / or interview panel can make the decision to re-advertise a post
if it is not possible to form a shortlist from the applications received. Suitable applicants
should be told that the field of applicants was insufficient and that the post is being re-
advertised. The recruiting manager may decide to either advise candidates that they have
been unsuccessful at that stage, or to take the application forms through to the next round.
Where this is the case, applicants will not need to re-submit their application forms.

Declaring an interest

Where a member of the selection panel is related to, or has a close personal relationship
with a candidate, they will need to declare an interest and if possible, seek to remove
themselves from the process. Where this is not possible, please seek advice from HR prior

to shortlisting or interviewing.
7. Selection

Recruitment to all posts will involve the recruiting manager and chosen panel assessing a
candidate’s suitability and competency to undertake the role, using a minimum of an

interview, structured around the essential criteria in the person specification.
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The information gathered from the application and at interview can be sufficient, however
in order to make an informed decision, the recruiting manager may need to consider other

selection methods. The following selection methods may be used:

e Interviews

e Ability Tests (such as Occupational Personality Questionnaires, Verbal Reasoning
ability assessment)

e Job simulation — presentations, written exercises, in-tray exercises, contact with
employees / customers, role play exercises, group discussion

e Assessment Centres (using multiple complex assessments such as for senior

recruitment both corporately and within schools)

All assessments and interviews must be appropriate to the post, have a scoring criteria
and weighting agreed before this process begins and must be consistently applied to all
applicants to ensure fairness. Where the post involves working with children and/or or
vulnerable adults, it may be appropriate to consider the use of a test scenario and

safeguarding interview questions.

Applicants must be informed in advance if alternative or multiple selection methods are to
be used, outside of an interview; details of which must be included in the email inviting
them for interview. Skills tests should be held in appropriate rooms for all candidates,

including those who may have a disability.

HR will be able to advise on appropriate selection methods.
8. Interviews

Prior to any interview, recruiting managers will be required to do the following:

e Organise interview panel

e Book rooms

e Allocate interview timings

e Arrange any applicant requirements/reasonable adjustments

e Agree on interview format, question setting, selection techniques
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e Complete Interview Schedule Form and send back to HR

Further information can be found in the attached Recruitment Guidance.

Standard interviews are essentially a conversation where the interviewers ask questions
which provide an overall impression of the individual. Interview questions should consist of
predominantly specific question that relate to the role, and that seek examples
demonstrating key behaviour, such as “Give me an example of when you have
demonstrated excellent customer service”. A question such as "What can you offer the
department?" will gather general information, and can be a good opening question, but
does not test any specific skill or competency. It is important to have questions that can be
critically and fairly assessed top ensure the process is not subjective.

Interviews should only be used for those areas within the person specification that cannot
be tested by any other means. Other assessments methods can be more useful and less

biased.

Recruiting managers and interview panel members must ensure that all of the assessment

and interview process is recorded using the Interview Assessment Form and must do the

following:

e Write down key words and examples of what the applicant actually says.

e Do not include opinion or judgements at this stage.

e Do not ask questions of a discriminatory or personal nature unless relevant to the
requirements of the post.

e Once the interview is complete review the evidence which you have written down
and compare it to the key behaviours and experience section.

¢ Allocate a score Competency Based Scoring

e Use these scores to compare to the results obtained from other assessment

exercises to ensure consistency of evaluation.

Applicants have a right to see the notes taken during the selection process, therefore all

notes taken by the recruitment panel must be accurate and must not contain any
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information that could be misconstrued. This information must be clear and justify reasons

for why applicants were either successful or unsuccessful.

The Interview Assessment Form and the recruitment file will be kept for a period of six
months in accordance with the Data Protection Act 1998. Keeping the recruitment

documents for this period of time will help protect the Council against any potential claims.
Safeguarding: Personal Suitability Interviews

Where a position requires regular contact with a child or vulnerable adult, managers
should include questions and/or assessment to determine whether that individual is
personally suitable to undertake that work. This should be in the form of a Personal
Suitability Interview, where a structured interview designed to assess candidate’s motives,
emotional resilience, attitudes and ability to form appropriate relationships can be tested

and determined. This may form part of the formal interview or may be a separate interview.

Further information can be found in the Safer Recruitment Guidance for Managers. Please
contact HR for advice on including this type of questioning or assessment.

The interview panel

The interview panel is selected by the recruiting manager and should meet in advance to
discuss the interview plan. Those who have shortlisted the applicants should conduct the
interviews and the same panel must conduct all interviews for that particular post. All panel
members should be familiar with this recruitment policy and adhere to the guidance

contained within.

Interviews should, where possible, consist of three panel members, ensuring that there is
a gender balance and be appropriately structured in order to ensure consistency and
fairness. It would not be appropriate for a person on the same grade as the post
advertised, with no supervisory/line management responsibility for that post, to be on the
interview panel. Stakeholders may also be asked to attend interviews in particular
circumstances and where appropriate. For Headteacher and Deputy Headteachers,
interview panels must consist of between 3 and 7 people, with a balance of Governors

representing different areas (e.g. Parent Governors, Community Governor etc.) and at
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least one representative from the LEA on the interview panel, HR will only attend
interviews in exceptional circumstances. If HR attendance is required, this must be agreed

in advance and will depend on resources.
Notice periods for interview

Applicants should receive at least 5 working days’ notice for an interview, unless the
interview date has been stated on the advert. This is to ensure that applicants are given
adequate time to make arrangements. Where possible, the interview date should be
arranged in conjunction with applicant’s availability outlined on their application form.

There should also be some flexibility around avoiding religious dates and times.
Language of the interview

If appropriate, the interview may be conducted in either Welsh, English or bilingually.
Please pay particular attention to what language the candidate has selected on the front
page of the application form. It is the recruiting manager’s responsibility to arrange for the

interview/assessments to be conducted in the candidates preferred language
Competency based questions

A competency based interview is based on the premise that past behaviour is a good
predictor of future behaviour, and can demonstrate skill, knowledge or ability in a real life
scenario, rather than hypothetical. Competency based questions are essentially used to

match the person to the job role

Competency based interviews are structured, with questions that relate directly to the
essential competencies required for the post. Research into recruitment and selection
methodology suggests that structured, competency based interviews can be one of the

most reliable and accurate forms of assessment.

The questions asked at the interview should be prepared in advance by the interview
panel. Questions should take into consideration the competencies and behaviours
required for the post, using the Person specification as a guide. All questions must be

clear, open and relevant.
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The interviewer should put the same questions and offer the same information about the
job to all applicants however it is acceptable for the panel to ask more probing questions in
relation to the applicant’s application form. These additional questions of course will be
different for each applicant.

Answers to competency based questions should focus on the STAR technique. Applicants

should be prompted to provide answers which include the following:

e the Situation
e the Task required as a result
¢ the Action they took

e the Result of that action

During the interview, each applicant should be questioned in such a way that information
is obtained to allow all interviewers to compare the applicant against the essential
competencies of the job. The interview panel will be required to make comprehensive
notes on the answers given by each applicant.

Strengths-based interview questions

Strengths based questions are based on the premise that someone who is able to use
their skills and is motivated, will be more productive in a role. This type of questioning
therefore focuses on drawing out of candidates what they are energised by in the
workplace, and whether they are suited as a person to that role. Strengths based
questions may appear less relevant to the job, but will be used to determine what
someone’s motivations are, where their strengths and weaknesses lie, what their ethics
and values are. For some schemes within the council, it is important to determine these

areas as the skills for the role can be taught.

The same principles as above will apply in that the interview panel will have prepared the
questions in advance on the Interview Assessment Form and will score each consistently.
Whilst the main questions will each be the same, probing questions are sometimes

needed to gain a full answer and understanding from each candidate.
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A mixture of strengths-based and competency based questions can work well, to
determine whether the candidate is able to do the job (technical competency), how likely
they are to stay with the organisation, and what their predicted levels of work performance
will be. Studies show that strengths based questions are a much better indicator of
someone’s behavioural competency and for predicting work performance than traditional

behavioural competency questions.

For assistance with interview questions please contact the Organisation Development
Specialist.

Values-based interview questions

Where a team or Service have clear Values established which they expect all staff to work
towards, these can be used within the recruitment process. An employee who naturally
shares those values will usually perform higher than someone who does not, and will
remain in post for longer. Interview questions focused on these values are scored in the
same way as competency based interview questions, and candidates would still be
expected to provide evidence to support their answers. However, a values-based interview
question would ask for an example of when and employee has demonstrated a specific
value, rather than a skill, and examples could therefore be from their personal life as well

as their previous job roles.

For assistance with interview questions please contact the Organisation Development

Specialist.
9. Assessments

Additional assessment methods can provide a better quality and quantity of information to
base your final selection decision on. The recruiting manager and panel will need to
decide if additional methods of assessment are required to the standard interview. The
level, grade, applicants and criteria will be a good indicator of whether you should use

additional assessment methods.

It would not be appropriate to use various assessments for jobs that require basic skills, as
this may deter applicants from attending. Additional assessments methods must not be
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used ‘just because,’ they are to be used to gain further information that cannot be obtained

at interview. Additional assessment methods may be more cost effective at senior level

and also provide a more professional and fair approach to recruitment. The following

points must be considered:

The choice of assessment methods should stem from the requirements of the job
and relate to the tasks and skills needed within that job.

The job description and person specification have been reviewed and up to date.
The assessments / tests used should be at the right level for the job.

Any new exercises / tests should be piloted to ensure that any issues can be
resolved before the assessment centre.

The assessments/ tests should measure the applicant’s abilities to meet the
requirements of the person specification and the competencies essential for that
role.

Each candidate must be given the same assessments / tests, and in the language
of their choice i.e. Welsh or English.

Selecting the right assessment

Recruiting managers should consider what competencies, skills, knowledge needs to be

demonstrated to be assured of the candidate’s suitability, and then consider which

assessment will provide this evidence. They must be relevant to the job role and provide

evidence of a criteria/multiple criteria that is not gained via the interview. Below is a list of

example assessment methods/tests that may be used:
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Ability/Personality Tests (Occupational Personality Questionnaires (OPQ’s),
Management Scenario’s, Reasoning Ability assessments; Verbal, Numerical,
Inductive or Deductive)

In-tray exercises

Written exercises

Role play exercises

Group discussion
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e Teaching a class or leading an assembly (school recruitment only)

If none of the above provide the evidence required, recruiting managers should discuss
their needs with the Organisation Development Specialist who will assist in selecting or

designing an appropriate assessment.

Please read the Psychometric Policy for details on using Ability and/or Personality

assessments.
Assessment centres

Assessment centres consist of a number of exercises designed to assess the full range of
personal attributes required for the job. Assessment centres combine multiple assessment
techniques and each area of competence is measured by different means. They are
generally accepted as a fair method of selection, providing equal opportunities for all

applicants and selecting on merit.

They are designed to provide recruiting managers with as much information as possible
about applicants. Assessment centres offer an in-depth assessment and applicants feel
that they have had a fair chance to demonstrate their abilities through a variety of

assessments.

Assessment centres are suitable for posts that have a high level of responsibility and those
which have an impact on organisational success at Head of Service, Director, Deputy
Headteacher and Headteacher level. In exceptional circumstances, assessment centres
may be used for highly skilled post but this will require Heads of Service/Governing Body
permission. All assessment centres must have trained assessors taking part who will

compare individual activities throughout the process and score each applicant individually.

Further information can be found in the attached Recruitment Guidance.

10. Decision

Once all interviews and assessments are fully complete and scores have been allocated to
each candidate, the recruiting panel will use these scores to determine the successful

candidate. When the selection decision is made, the ideal applicant will be the one who
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most clearly matches the person specification requirement. Recruiting managers must be
satisfied that the selected candidate has demonstrated their skills, knowledge and abilities
for the role through the selection process, and are the most suitable for the position based

on factual and evidential information.

After the interview, all applicants are informed of the outcome as soon as possible, starting
with the successful candidate first to ensure their acceptance of the offer. Should the
selected candidate decline, the recruiting manager is able to offer the position to the next
best candidate, providing they meet the essential requirements of the post.

All panel members’ documentation must be returned to HR and retained within the
recruitment file and will be held for a period of 6 months. The recruiting manager must
email HR within 2 days of the interviews to confirm who was not successful, so that the HR
team can send a confirmation email to the candidate.

Denbighshire County Council is committed to selecting applicants who have been
assessed according to their capability and offered to post based on justifiable criteria
which is essential to that particular post. The recruiting manager is responsible for
ensuring that all interviews and assessments are conducted in a fair manner and all

applicants are treated equally.
Offers of employment

The recruiting manager will make a verbal offer of employment but they must make it clear

that the offer of employment is subject to the following:

e Satisfactory references being received

¢ Medical clearance, where appropriate

e Receipt of satisfactory DBS Disclosure, where appropriate

e Receipt of original certificates of qualifications obtained (unless received at
interview)

e Receipt of Right to Work in the UK document and proof of identity (unless received
at interview)

e Receipt of applicant’s original driving licence if their job requires driving for work

reasons (unless received at interview)
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Please also note that the successful applicant will not be able to commence employment

until all of the above are received.

Recruiting managers must complete the Appointment Form in full and send to HR along

with copies of the above documentation taken at interview. Recruiting managers must

keep the Interview Assessment Form until all feedback has been given and then send

back to HR with any other recruitment documentation.

Managers may wish to send an email outlining the basic terms of the offer, in order for the
new employee to provide their current employer with their notice period. This email should
state the job title, proposed start date, salary, hours per work, work base, and confirming

their employment is subject to the above safer recruitment checks.

A contract of employment will be created by HR stating that the offer of employment is
subject to receipt of all of the above. Managers should seek the advice of HR before

withdrawing any offer of employment.
Informing unsuccessful applicants after interview

Once the successful applicant has verbally accepted the offer of appointment the
recruiting manager must then inform all unsuccessful applicants by the date and method
agreed at interview. It is the recruiting manager’s responsibility to ensure that those who
attended an interview/assessment centre are informed that they were unsuccessful.
Managers will need to email HR with the details of those who were unsuccessful after
interview within 2 days of the interviews being held, and HR will then confirm this with

applicants via email.
Feedback

Candidates who were unsuccessful may ask for feedback following an interview or
assessment centre. Recruiting managers are responsible for providing this feedback and
should do so within a reasonable timeframe of the request. When informing the candidate
they have been unsuccessful, recruiting managers should confirm they are happy to

provide feedback if the candidate so wishes, and that they can arrange a time to do so.

35



Recruitment and selection policy

Providing feedback should not be done in the same phone call as the confirmation of

unsuccessful interview.

Feedback must be factual and based on the candidates performance on the day. Include
both areas where the candidate performed well, and areas where further improvement

could be made. It is not helpful to simply say someone performed better on the day, and
recruiting managers should consider what was ‘better’ about the candidate they selected

and how the unsuccessful candidates could improve for any future similar applications.

11. Safer recruitment checks during the selection and

appointment process

It is the recruiting manager’s responsibility to ensure that certain checks are undertaken
both during the selection process and after. Some are legal requirements and ensure that

a selected candidate is not at risk to themselves or to others by accepting the job offer.
Gaps in employment

The recruiting manager must carefully assess each application form to ensure that any
gaps in employment, training or experience are detailed and any anomalies are noted to
ensure that they are explored at the face to face interview. This is a mandatory
requirement for all posts. Records must be placed on the successful applicants file to
demonstrate that the relevant checks have been explored and any reasons for these

anomalies should also be noted.
Proof of qualifications

Applicants are asked to bring original academic qualification certificates that are required
for the position, as stated on the person specification, with them to interview. This is
requested within the ‘Invite to Interview’ email sent by HR/Schools.

Recruiting managers will normally be required to check qualifications listed within person
specification at interview and take copies for HR to place on their personal file. Recruiting

managers must undertake this check for all applicants irrespective of the post they are

applying for.

36



Recruitment and selection policy

If the successful applicant cannot produce original documents, or certified copies, written
confirmation of his/her relevant qualifications must be obtained from the awarding body (by

the applicant).

Any offer of employment is based on proof of qualifications.
Right to work in the UK

The Immigration, Asylum and Nationality Act, 1996 makes it a criminal offence for an

employer to employ those who do not have permission to live or work in the UK.

It requires all UK employers to make basic document checks on every person they intend
to employ. Due to the changes introduces by the UK Government as of 1st January 2021,

HR will conduct these checks.

As of 1st January 2021, the UK has introduced new measures for granting residency and
the right to work in the UK in light of leaving the European Union. Until 30th June 2021,
EEA and Swiss Nationals (including family members and those in a relationships with an
EEA/Swiss national) may continue to evidence their right to work in the UK in the same
way as prior to January 2021. This check is done manually using the list of documents
outlines in the Right to Work in the UK guide, or via the Home Office online service

https://www.qov.uk/prove-right-to-work.

During the Grace Period (1st January to 30th June 2021) applicants may choose to
present their evidence in either format (online or manually). Following this period, all right

to work checks will be done via the online system.

Those wishing to present their evidence of right to work in the UK using the Home Office
online service may do so by visiting https://www.gov.uk/prove-right-to-work. Applicants
may then either email the link code to hrdirect@denbighshire.gov.uk or generate an email
to this same address via the online system. The HR team will the check their right to work

in the UK via https://www.gov.uk/view-right-to-work and inform the recruiting manager.

As of 1st January 2021, free movement has ended for the UK and employers must be
granted a Sponsor Licence in order to employ any nationals from countries outside the

UK’s resident labour market (i.e. applicants needing to apply to work in the UK via the
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Skilled Worker Route). Denbighshire County Council does not currently hold a Sponsor

Licence.

If the successful applicant has a time limit on their stay in the UK, repeat checks will be
carried out in accordance with the dates within their identification document.

Any offer of employment is subject to evidence that the applicant has permission to work in
the UK. Where an applicant has requested an extension to their visa, this does not
constitute evidence of right to work in the UK. Managers are advised in these
circumstances not to select for appointment, but please discuss this with HR prior to

making a decision.
Safeguarding

To help deter, reject, or identify people who pose a risk to children and/or vulnerable
adults, Denbighshire County Council operate recruitment and selection processes and
procedures which places importance on the consideration of protection and safeguarding
issues, promoting the welfare of children and vulnerable adults at every stage of the

recruitment process.

Denbighshire County Council has a duty to ensure the suitability of all those it employs in
whatever capacity. Enhanced Disclosure and Barring Service (DBS) checks will be made

on applicants appointed to work with children or vulnerable adults.

Denbighshire County Council will reserve the right to apply checks to any post in the

council in accordance with the risk assessment criteria outlined within the DBS Policy.

For those posts which involve working with children and vulnerable adults, we need to
exercise particular vigilance and apply rigorous selection criteria. References must be
checked, as must previous employment history. Interviewers must check if there are any
gaps in employment and the reasons for these must be recorded on the Interview

Assessment Form. This form must be signed by all members of the Selection Panel and

returned to the HR with all other relevant documentation.

Please refer to the DBS Policy for further details.
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Recruitment of Ex-Offenders

Denbighshire County Council undertakes not to discriminate unfairly against people who
have had criminal convictions. Applicants for certain posts will be asked to disclose their
non ‘protected’ criminal convictions. Checks on criminal records known as ‘Disclosure’
checks will be carried out on applicants for posts which involve working with, for example,

vulnerable young or older people, or in schools or care homes.

Denbighshire County Council will reserve the right to apply checks to any post in the
council in accordance with the DBS Policy. Please see the DBS Policy for more

information.
References

Recruiting managers should make all applicants aware that offers of employment are
subject to satisfactory references being received. Applicants are required to give the
relevant dates, names, addresses and contact details of references from their last two
employers. If these two references cover a period of less than three years then they will

need to provide reference details for all employers which will cover the three year period.

The purpose of a reference is to provide relevant and factual information regarding the
applicant in question. References are a tool whereby past experience and performance
can be an indicator of future performance in a similar role. The majority of organisations
will only provide the basic factual information, which isn’t ideal, but can be used to validate
what the applicant has put on the application form. The Council reserves the right to

contact any previous employer of the applicant in order to verify their employment history.

References will only be obtained by HR after the successful candidate has been offered

the position, and will not be used as a selection method during the selection stage.

All references must be requested in writing and must be receive in writing. Verbal or

telephone references are not acceptable in any circumstances.

Character references will only be acceptable where the applicant has just left school or
has not been employed in any capacity. Applicants must provide one referee from a senior

member of staff from their school, college or university and the other should be a suitable
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character reference. A relative or partner will not be permitted to supply a character

reference.

Recruiting managers are responsible for ensuring that the references are satisfactory.
Under no circumstances must an applicant commence employment before the
required references have been received. References should be checked against the
application form to ensure that information provided by the applicant is consistent with

what the reference states.

References are requested by HR. References for successful applicants will be kept on

their personal file. Schools may use this reference template if they so wish.
References: internal applicants only

HR will require a satisfactory reference from the internal applicant’s current line manager
within the Council. HR will use the Reference Request Form.

Where the recruitment is internal only, recruiting managers are to request copies of the
internal applicant’s performance appraisals from the current line manager. Copies of
probationary period documents can also be requested from their current line manager or
HR if required. This does not apply to schools.

References: internal applicants for posts that require CSIW registration

Where an internal employee is successful in gaining a new role within the council that
requires CSIW registration, 2 satisfactory references will still be required. For staff who
have only had one role within the council, or who have been in this post for a significant
amount of time, HR may accept 2 references from the same Service. For example, one
may be from the employee’s direct line manager, whereas another may be a personal

reference from a customer, or could be from another manager within the department.
References: for posts that require an enhanced DBS

For posts that involve working with children and / or vulnerable adults and where the
applicant has worked in these sectors previously, then one of their references must be

related to the work they carried out with children and / or vulnerable adults.
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Any references received that are ambiguous, vague or unspecific will require the recruiting
manager to verbally address these issues of concern with the referee. Written records
must be kept and secured regarding any verbal / telephone discussions that take place.
Information given by the referee must also be scrutinised against the applicant’s
application form to ensure that the information is consistent with what the referee has

stated. Any discrepancy with the information must be taken up with the applicant.

Information given by a referee regarding past disciplinary actions or allegations should be
considered on a case by case basis. Where an issue was resolved some time ago, where
an allegation was unfounded or did not result in disciplinary sanctions and where there
have been no further issues raised since are less likely to cause concern. Issues that were
not resolved satisfactorily or a history of repeated allegations or disciplinary sanctions is

likely to be a cause for concern.
References for posts within Domiciliary Care

Domiciliary Care is provided to people who still live in their own homes but who require
additional support with household tasks, personal care or any other activity that allows
them to maintain their independence and quality of life. For all posts within the Domiciliary
Care Service, the candidate must provide two referees. Where they have moved
employers in a care setting over the last 5 years they must provide every employer’'s
details as a referee within that 5 year period. If their last employer was not one in a care
setting, one reference must be from their latest position in a care setting.

Medical fitness and suitability for the role

Successful applicants will be required to complete a Job Analysis & New Starter Health
Assessment Form. Occupational Health will then assess whether any reasonable
adjustments are needed in order to carry out the role. This form is to be completed before
the successful applicant commences work and is purely for the purpose of making

reasonable adjustments in line with the Equality Act 2010.

Where appropriate e.g. occupational requirement for the post, the offer of employment will
be subject to satisfactory medical clearance. An employee must have satisfactory medical

clearance before they will be able to commence employment.
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The recruiting manager and the Head of Service/Headteacher/Governing Body will be
responsible for any reasonable adjustments that need to be made within the workplace to
enable the successful applicant to commence employment. Occupational health will be
able to advise the recruiting manager and Head of Service/Headteacher/Governing Body

about possible reasonable adjustment options.

For further information please contact Occupational Health.

12. Additional Considerations

Denbighshire County Council’s values

All recruitment will be conducted in accordance with our corporate values:

e Integrity
e Pride
e Respect
e Unity

We expect all recruiting managers and those involved in recruitment to demonstrate these
values throughout the process, and for any selected candidates to also demonstrate these

values.
Market Supplement

Denbighshire County Council recognises that in order to provide a high quality service to
the people of Denbighshire, it is essential that the Council recruits and retains a workforce
of the highest standard. However, there may be occasions when market forces produce a
situation where a particular service within the Council is experiencing severe recruitment

and/or retention problems related to a particular post.

Please refer to Market Supplement Policy for further details.
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Relocation

Upon commencing employment with DCC an officer may be eligible to receive specific
financial assistance should they find it necessary to relocate from their principal residence

and subsequently purchase a new property and relocate to the area.

Governing Bodies may wish to adopt this policy and have the power to alter both the
financial limit of expenses to be claimed, and/or the duration of the time in which to claim.
The financial limit within the corporate policy is set at the current tax-free amount as set
nationally. Governing Bodies may wish to alter the amount an employee may claim
depending on their financial resources. Governing Bodies may also wish to change the
period in which an employee can claim from the existing 12 months up to a maximum of
24 months.

Please refer to the Relocation Policy.
Interview expenses

Applicants will not be reimbursed for any interview expenses unless the
interview/assessment centre requires an overnight stay because it is to be held over two
days. The amount that can be claimed will be capped as per the travel and subsistence

rates for employees.
Time off for interviews / assessments

Where practical, reasonable time will be granted to employees who attend interviews /
assessments within Denbighshire County Council during working hours. Reasonable time
off with pay will also be granted for interviews or assessments for vacancies (to include

secondments) within organisations covered by the Redundancy Modification Order.

Where a working partnership has been created between the council and an external
organisation, reasonable time off with pay will be granted for interviews/assessments

during normal working hours.

Employees wishing to attend interviews for vacancies external to the council, or outside of

the above parameters, should use their own time to do so (annual leave or flexi leave).
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Induction

It is the responsibility of the recruiting manager to ensure that all new employees to
Denbighshire County Council are fully inducted and complete the relevant e-learning
modules within the set timeframes. A positive induction will result in higher retention rates
and higher performance earlier. The Corporate Induction process is outlined fully on the
Denbighshire website within the HR pages.

Probationary period

All new entrants to Local Government will be required to serve a 6 month formal
probationary period to give them an opportunity to establish their suitability for the job.
During this period there will be 3 formal reviews, one at 3 months, one at 5 months and
one at 6 months. Managers must complete the forms on iTrent and HR will confirm
satisfactory performance in writing once this has been closed and all mandatory induction

e-learning modules are completed.

Managers are expected to take reasonable steps to maintain appraisal of the new
employee throughout the probationary period, giving advice or warning in an honest effort

to determine whether he or she can meet the required standard.
This does not apply to those on Teachers terms and conditions.

Please refer to the Probationary Period Procedure.
Returning to the council after TUPE

Where an employee is transferred under TUPE and returns voluntarily to local government
within five years, with no breaks in employments, continuity of service for contractual
purposes is preserved. There must be no gaps between employments, and is only
applicable for annual leave, occupational sick pay, and occupational maternity/adoption
pay. For all other purposes such as redundancy calculations, continuous service is broken

and begins from the latest council start date.
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Declarations

The Council will require any job applicant to state in writing whether they are the parent,
grandparent, partner, child, stepchild, adopted child, grandchild, brother, sister, uncle,
aunt, nephew or niece of an existing councillor or employee of the Council or the partner of

such persons.

No applicant related to a councillor or an employee will be appointed without the authority
of the relevant Corporate Director or the Chief Executive, where the post is in a service or
function managed by him/her. In the event that the applicant is related to the Chief

Executive or a Corporate Director, authority to appoint must be obtained from at least two

of the following:

e Chief Executive
e Head of Legal, HR and Democratic Services (Monitoring Officer)

e Head of Finance and Property (Section 151 Officer)

None of the above shall authorise the appointment of an officer related to them.
Seeking support for appointment

The Council will disqualify any applicant who directly or indirectly seeks the support of any
councillor for any appointment with the Council. No Councillor will seek support for any

person for any appointment with the Council.

The full Council will appoint the Head of Paid Service, Monitoring Officer, Chief Finance
Officer, Chief Executive and Corporate Directors following the drawing up of a shortlist of
appropriate applicants for the post by the Special Appointments Committee of the Council.

Politically restricted posts

Certain posts in the Council are identified as ‘Politically Restricted’ as laid down by the

Local Government and Housing Act, 19809.

Applicants who apply for ‘Politically Restricted’ posts cannot become (or remain) an

Elected Member of any local authority, other than a parish or community council, a
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Member of Parliament or a Member of the European Parliament, a member of the Scottish
Parliament or Welsh Assembly. They are subject to prescribed restrictions on their political
activity through the Local Government Officers (Political Restrictions) Regulations 1990.

This includes canvassing.

Successful applicants to ‘Politically Restricted’ posts would have certain restrictions placed
upon them during the course of their employment. A guidance document is available from

HR for further information.

Also, in accordance with S.116 of the Local Government Act, 1972 as amended by the
Local Authorities (Executive and Alternative Arrangements) (Modifications of Enactments
and Other Provisions) (Wales) Order 2002, an Elected Member of an authority cannot be
appointed to any paid employment with the Council for 12 months after his/her

membership ceases.
Outside commitments

In line with the code of conduct, employees may need to have written consent to take any
outside employment (paid and unpaid), and must not undertake any outside employment
which conflicts with the authority’s interests. This is particularly important in specific jobs
where outside commitments may have an impact on the Working Time Directive or the

council’s reputation.
Training for recruiting managers

All recruiting managers / Governors involved in the recruitment and selection process
should be appropriately trained to ensure that selection decisions do not discriminate and
the aims the Recruitment and Selection Procedure are also achieved. All recruiting
managers who are on interview panels should have completed the appropriate Equalities

e-learning module and should be familiar with this policy and their role in the process.
Complaints

It is the responsibility of the recruiting manager, in the first instance, to respond to any
complaints from job applicants regarding the failure of the Council to follow its policy or
procedure. Support and advice is available from HR. Internal applicants can make a
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complaint about the recruitment and selection process under the grievance procedure.

The recruiting manager should be aware of the stages an internal employee can follow.
Work Schemes

For information regarding work schemes such as Graduates and Work Experience, please

see the relevant information on the Denbighshire website.

Frequently Asked Questions (FAQs)

How do | apply for a vacancy?

You can apply for a vacancy online via web recruitment. This system will keep your details
on the system meaning you can apply quicker next time. CV’s on their own cannot be
accepted, and instead must be emailed to hrdirect@denbighshire.gov.uk to be included

with their online application form.

To request an application form in an alternative format, for example, braille, audio tape or
disk, please contact Corporate Customer Service Centre on 01824 706101 or email

customerservice@denbighshire.gov.uk

In certain instances, for lower graded roles where there is no requirement for reading or
writing skills, alternative recruitment formats may be available whereby applicants attend
an interview with their CV and supporting documents, and do not have to complete an
application form for consideration. Where this is the case, this will be clearly explained on
the advertisement. If this is not stated clearly on the advertisement, applicants must follow

the above measures to apply for a job.
How will | know if you have received my application form?

When you apply online, you will receive an automated emailed to say your form has been

submitted.
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| am having problems with web recruitment, what should | do?

External applicants can reset their own password by using the ‘Forgotten Password’
option. Please note that HR are unable to reset your password for you. Internal applicants

only can contact HR to reset their passwords.

If you are experiencing any other problems with web recruitment, please make a note of

any error messages/screen prints etc. before calling HR.

When using web recruitment can | start the form in Welsh and change to

English half way through?

No, if you start the application in one language you will need to complete the application
form within that same language. If you do want to change part way through you will have
to delete the current application form and start again in the chosen language.

| won’t be able to submit my application form in time to meet the closing

date. Could | submit it at a later date?

Closing dates are set so the recruitment process can be planned and managers know

when they have to shortlist for interview. Closing dates are therefore not changeable.
Can | apply for a job on the closing date?

Yes, however the application must reach us before 11:59:59pm on the closing date.
Do you accept CVs?

CVs will only be considered in support of your fully completed application form; remember
you must always supply the additional information requested to identify how you meet the

criteria listed on the person specification.
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| am interested in several jobs you have advertised; can I fill in one form

for the various jobs?

No, each of our jobs has a unique reference number with a job description and person

specification relevant to that job. Each application form must be tailored to each job.

The person specification asks for an NVQ level 4 as essential criteria. |

have an NVQ level 3, am | eligible to apply?

When devising a job profile and a person specification the recruiting manager will have
considered what the absolute essential requirements are to carry out the role competently.
If you have an NVQ level 3 but the requirement asks for an NVQ level 4 then you will fall
short of the essential criteria. However, if you have an equivalent qualification at a similar

level to NVQ level 4 then this may be considered.

Why does the Council monitor equality and diversity information, and

what does it do with the information?

The equality and diversity information which you are asked for when you complete an
application form is used to help the Council monitor the effectiveness of its recruitment
policies. It is not used as part of the selection decision. This information will be treated in
strict confidence, securely maintained and will not be disclosed to the recruiting manager

or panel.
What happens to the personal information on my application form?

This information will be treated within the strictest confidence and with the utmost regard
for the Data Protection Act 2018. The equality and diversity section will be separated and
used for monitoring purposes only. The interview panel will not have sight of this form.
Your personal details will be stored for a maximum of six months at which time they will be
confidentially disposed of. If you are successful in your application your personal

information will be kept securely on your personal file.
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Will | have to disclose a criminal record?

You will have to disclose non ‘protected’ offences if you are applying for a post that is
exempted under The Rehabilitation of Offenders Act 1974. Posts that are exempt include
those working with children, young people and vulnerable adults. If the post you are
applying for is exempted, you will be asked to undertake an enhanced disclosure from the

Disclosure and Barring Service (DBS).

Having a criminal record will not necessarily bar anyone from working with the Council.
This will depend on the nature of the position and the circumstances and the background

of the offence.

Any information provided by applicants will be treated in strict confidence, securely

maintained and only used in connection with your application.

Please see the DBS Policy for more information.

How do | know if the post requires a check from the Disclosure and

Barring Service?

This information will be contained within the job description and information you receive

about the job.

The post | am interested in is advertised as full-time. Can | work part-

time or job share?

The Council has many flexible working options available and many jobs within the council
can be carried out either on a part-time / job share basis. For further information, please

contact the recruiting manager.

| have a disability. What does the Disability Confident Scheme for

applicants with a disability mean for me?

As a Disability Confident Employer, Denbighshire County Council strives to adopt a
positive action strategy and encourage more people with a disability into employment.
Where an applicant with a disability meets the essential criteria for a post they will
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automatically be invited for interview. Applicants who wish to be considered as part of this
scheme must tick the relevant box on the application form. All shortlisted applicants will be
sent an ‘Invite to Interview’ asking the applicant to contact HR if they require any
reasonable adjustments to be made by the recruiting manager for the interview.

The essential criteria states that the post holder will be required to
travel around Denbighshire. | do not hold a current driving licence. Does

this mean my application may be unsuccessful?

No, not necessarily. So long as you can prove that you are capable of travelling on public
transport in order to meet the requirements of the role, and public transport is easily

accessible to you this should not affect your application. If you think this may affect you or
cause particular difficulties, you should seek further advice from the recruiting manager as

to the amount of travel that may be required to be able to carry out the job effectively.
How will | know if | have been shortlisted for interview?

You will receive confirmation of the date, time and venue via email from HR. The council
aims to give you at least a week’s notice, although where this has been stated on the
advert pack it might be less. If you have not heard within three weeks of the closing date,

then you may assume that on this occasion your application has been unsuccessful.

Can | arrange another interview date if | am not available for the

scheduled interviews?

It is extremely difficult to accommodate alternative interview dates where all interview
panel members can reconvene and it will also delay the recruitment process. This is why
the council ensures that the majority of job advertisements specify the interview date so
applicants know in advance when they are required to attend if shortlisted for interview.

Applicants are also asked for dates when they are not available to attend an interview
within the application form, and the recruiting panel will try their best to accommodate this,

however this cannot be guaranteed.
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Can | arrange another interview time if | am not available?

HR will try to provide you with another interview time where possible however this cannot

be guaranteed.
Will my references be requested before my interview?

No, references will only be requested for the successful applicant after the offer of
employment has been made. Please note that all offers of employment are subject to

satisfactory references being received.

Do my references have to be from a previous employer or can | provide

character references?

You will need to provide the names and details for references which cover the last three

years of employment, and from your last two employers.

Character references will only be acceptable where the applicant has just left school or
hasn’t been employed in any capacity. Applicants must provide one referee from a senior
member of staff from their school, college or university and the other should be a suitable
character reference. A relative, friend or partner will not be permitted to supply a character

reference.
How will | know if | have been successful after interview?

A member of the interview panel should contact you by telephone to inform you if you

have been successful or not. This will be followed up by an email.
If | am successful, when will | be able to start work?

Your new manager will contact you to arrange a mutually convenient start date. Successful
applicants will not be able to commence employment until we have cleared all our safer
recruitment checks; satisfactory references, DBS clearance (where applicable), medical

clearance, Right to Work in the UK evidence, driving licence (where applicable).
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Where on the salary scale would | start?

All new entrants in to the Council start at the beginning of the grade. However, in
exceptional circumstances where an applicant can demonstrate and provide evidence that
they bring a higher level of skills, qualifications and experience to the post then, with the
agreement of the recruiting manager and Head of Service, they may start at an agreed
point on the grade.

Internal Denbighshire applicants only - If you are appointed to a post within your existing
grade, then you will be paid a salary in accordance with the new grade which is at least
one spinal column point in excess of the salary you would have received on the old grade
on the date of appointment or promotion

Teacher terms and conditions only — Teachers who are not registered with the EWC will
be paid on the unqualified pay table. Those who are registered will be paid on the qualified
teacher pay table, and will be paid in accordance with pay portability. HR will contact the
relevant HR department of the applicant’s previous school to confirm the salary they are
currently paying, and the expected salary as of 1st September of the new academic year.

The teacher will then be paid in accordance with this salary.

| currently work for another authority. Will my previous service be

counted?

Yes, if there is not more than a week’s break between moving from one authority to
another. Continuous service will also be counted if you currently work for the Local Police
Authority, various schools and some other public sector bodies, those covered by the

Modification Order. To check please speak to the recruiting manager or HR.

If | am unsuccessful after shortlisting and/or interview, can | get

feedback?

Yes, if you contact the recruiting manager they will be able to provide you with feedback or
you can contact HR who will be able to pass your feedback request onto the recruiting

manager to respond.
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Do you have a register for people interested in employment with

Denbighshire County Council?

Unfortunately, it is not currently possible to maintain a general register of people interested
in possible future positions within Denbighshire County Council. Therefore, we cannot

accept speculative application forms or CVs.
What if | have feedback or a complaint?

If at any stage of the recruitment process you feel aggrieved that the correct procedures
were not followed, you were treated less favourably or you want to pass on some feedback
please write to: HR, Denbighshire County Council, PO Box 62, Ruthin, LL15 9AZ or email
hrdirect@denbighshire.gov.uk

If | am successful in gaining an interview, will the Council pay my

expenses?

Applicants will only be able to claim interview expenses where the recruitment involved an
assessment centre held over two days. The applicant will be able to claim overnight
accommodation and travel in accordance with our travel and subsistence policy.
Applicants will need to contact Payroll and complete the ‘Claim for travelling,
accommodation and/or subsistence expenses’ form before any expenses will be

reimbursed.

| am 14 years old, am | able to apply for a job with Denbighshire County

Council?

As part of the Purple Book terms and conditions, it states that junior entrants to local
government service shall normally be appointed between the ages of 16 and 18 following

an interview.
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Can | offer the second best person a job if we have the same job vacant

within 3 months of the original advert?

Sometimes more than 1 person would have been suitable for the job on the day. Where a
second vacancy becomes available within a reasonable time frame, on the exact same job
description as the role they previously applied for, the recruiting manager is able to contact
the person second in line and offer them the new position. A reasonable timeframe would
be within several weeks, 3 months is considered too long. Consideration must be given to
redeployee’s, and anyone on the redeployment list who could be suitable will be offered
first refusal.
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APPOINTMENT FORM                    


In order for HR Direct to send the appointed person a contract of employment, please ensure that this form is completed in full and emailed to Human Resources (at hrdirect@denbighshire.gov.uk), along with photocopied and signed documents as outlined below, without delay.   

		Person details



		Process followed:

		 FORMDROPDOWN 
  

		Reason for appointment:

		 FORMDROPDOWN 
  



		Job Advert Ref No.

		     

		Existing Payroll No. (if applicable)

		     



		Title:

		 FORMDROPDOWN 
  

		HR use only: Pos Occ Letter

		    



		Full Name:

		     



		Address including post code:

		                                                            

		Email address:

		



		Contract details



		Contract Type:

		 FORMDROPDOWN 




		Start Date:

		            

		End Date:

		     



		Staff Type: 

		 FORMDROPDOWN 


		Budget code (for appointment):

		     



		Job Title:

		     

		Work Base:

		     



		Line Manager:

		     

		Hours per week:

		     



		Salary Grade:  (all roles commence on the bottom scp of the Grade, except where 1 increment should be granted in line with the Pay Policy, unless full justification is noted in the ‘Other relevant details’ section below. Supply staff remain on bottom scp)

		     

		Salary note (career grade etc):

		     



		Term time only:

		 FORMDROPDOWN 
   If yes, please state TTO percentage*:      %



		*For schools, term time only percentage can be sought from the Cluster Business/Finance Manager.

For corporate staff, please see the ‘Guide – working out term time only rates’ on the Intranet



		Schools - SEN:

		No   FORMCHECKBOX 
       Yes   FORMCHECKBOX 
  £        

		Schools - TLR:

		No   FORMCHECKBOX 
       Yes   FORMCHECKBOX 
  £        



		Working Pattern – please state pattern in hours and minutes, e.g  AM =  3hrs 42 mins = 3.42



		

		MON

		TUES

		WEDS

		THURS

		FRI

		SAT

		SUN



		AM

		     

		     

		     

		     

		     

		     

		     



		PM

		     

		     

		     

		     

		     

		     

		     





		Systems details



		Please remember to complete the new starter process on the ICT Self service portal for any ICT equipment



		Vision Time account required?

		Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 
  or  Account held already    FORMCHECKBOX 




		Is a Vision Time Supervisor account required?

		Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 
  or  Account held already    FORMCHECKBOX 




		Level of iTrent access required?

		 FORMDROPDOWN 




		Employees that directly report to this role – Please list full names and job titles (if applicable):

		     



		Safer recruitment details



		Please remember it is the Recruiting Manager’s responsibility to ensure all safer recruitment checks have been met before the employee commences employment. Please ensure the employee’s start date is agreed with this in mind. Employees must not start until the below checks have been satisfied.



		Is a DBS check required?   It is the responsibility of the Recruiting Manager to ask the employee for the original DBS certificate. If you are unsure if your employee requires a DBS please contact Emma Safhill on 01824 712644 for clarification. 

		 No  FORMCHECKBOX 
    Yes  FORMCHECKBOX 
      



		Health Screening Questionnaire Analysis required? (select all that apply):

		 FORMDROPDOWN 
       FORMDROPDOWN 


 FORMDROPDOWN 
       FORMDROPDOWN 




		Please select which of the following factors apply to this position (select all that apply):

		 FORMDROPDOWN 
       FORMDROPDOWN 
 


 FORMDROPDOWN 
       FORMDROPDOWN 




		Have you checked, photocopied, signed and dated the following:


1) Right to Work in the UK documentation 


2) Proof of qualifications/certificates  


3) Proof of other documents required for the post, e.g   Driving licence?

		Yes  FORMCHECKBOX 
     No   FORMCHECKBOX 
  


Employees must not start work until HR have received this documentation.  (Please email signed and dated documents to HRDirect as soon as possible).



		Is the employee likely to ever drive in relation in their job role (e.g. to meetings etc.) The DVLA D906 driving consent form will be sent to enable us to check and confirm whether a person has the entitlement to drive and that all driver details are up to date. This form is valid for 3 years, upon which Fleet will re-check. 

		Yes  FORMCHECKBOX 
     No   FORMCHECKBOX 
 



		Other relevant details:

		     



		Management Authorisation – Declaration 

Email signatures are preferable but they must be sent from the approver’s mailbox. Emails sent on behalf of approver will not be accepted. In signing this document you are confirming you have checked the above details and are satisfied they are correct.  

Schools - in signing this, it is a declaration that the decision has been fully ratified by the Governing Body and that the person signing has the delegated responsibility to do so on behalf of the Governing Body.



		

		Print Name

		Date



		Recruiting Manager / Headteacher / Governing Body

		     

		     



		Denbighshire Leisure Ltd. only



		Managing Director

		     

		     



		Company Accountant

		     

		     





#
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INTERVIEW ASSESSMENT FORM                                                

Please note: All copies of this form and related paperwork must be sent to Human Resources and placed on the successful candidates personal 

file, once the selection process is complete.  Schools will need to retain this form in the recruitment file.  This form is to be completed individually by the members of the selection panel.


		Candidate Name 

		     

		Panel Member

		     



		Post Title

		     

		Interview Date

		     

		Requisition Ref

		     



		The recruiting manager must take copies of the following documents at interview:



		Please photocopy  ‘Original Qualifications’ outlined in person specification

		  FORMCHECKBOX 
 (send to HR)



		Please check, photocopy, sign and date (each photocopy) all ‘Right to Work in the UK’ documents and proof of identity – see attached list for what documents must be provided

		  FORMCHECKBOX 
 (send to HR)



		Original copy of driving license and driving documents (where applicable)

		  FORMCHECKBOX 
 (send to HR)



		Interview panel consisted of the following (print names):



		1.       

		2.      



		3.       

		4.      





Scoring:  

5  =  Significantly above the acceptable standard, 4  =  Above the acceptable standard, 3  =  Acceptable standard, 2  =  Below the acceptable standard, 1  =   Significantly below the acceptable standard / no evidence

		

		Scoring



		Interview Question / Selection Criteria

		Evidence Notes

		1

		2

		3

		4

		5



		1.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		2.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		3.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		4.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 






		

		Scoring



		Interview Question / Selection Criteria

		Evidence Notes

		1

		2

		3

		4

		5



		5.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		6.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		7.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		8.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		Scoring



		Interview Question / Selection Criteria

		Evidence Notes

		1

		2

		3

		4

		5



		9.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		10.       

Looking for:      



		     

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		Do you have any questions for us?

		     

		No score





		Comments: 




		     





		Decision:    

		Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 




		Justification, please outline: 




		     





		Signature of panel member:  

		     

		  Date

		     





Please also attach the photocopied documents taken at interview.  

The successful candidate will NOT be able to commence employment until Human Resources have received the required documentation.  

Schools must ensure that that they retain this information.
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INTERVIEW SCHEDULE FORM    

Please complete all sections of this form and return to Human Resources along with the completed and signed Short-listing Matrix Form. HR will send out ‘invite to interview’ correspondence when both forms have been received.  This does not apply to schools.

		Vacancy Title

		     



		Requisition Reference No.

		     



		Location of Interview(s)

		     



		Date of Interview(s) 


(please give at least 5 working days notice of interview)

		     



		Please invite the following candidates to interview:



		No.

		Candidate Name

		Interview Time



		1

		     

		     



		2

		     

		     



		3

		     

		     



		4

		     

		     



		5

		     

		     



		6

		     

		     



		7

		     

		     



		8

		     

		     



		Please outline below any assessment/s or further details to be included within the ‘Invite to interview letter.’  Please include presentation title, method, time allocated etc if applicable.  This does not apply to schools.



		     



		Recruiting Manager Name (print):

		     

		Date
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INTERVIEW TERMS AND CONDITIONS FORM      

		Post Tile

		     



		Department

		     



		Permanent or Fixed Term Post

		 FORMDROPDOWN 
  


If this post is fixed term, please ensure that you confirm this to the candidate and outline the end date of the post.  Explain that this will also be confirmed in writing if successful.



		Full time / Part time

		 FORMDROPDOWN 




		Hours of Post

		     



		Post located at

		     



		Salary

		     



		If successful - starting salary will be

		     



		Paid on a monthly basis

		 FORMDROPDOWN 




		Option to join County pension fund unless you ‘opt’ out

		The Local Government Pension Scheme guidelines state that an employee must have an employment contract of at least 3 months to be eligible to join the scheme.



		Flexitime

		 FORMDROPDOWN 




		Annual Leave Entitlement

		Full time in days / Part time in hours



		References

		Internal staff require 1 reference from current line manager.  External candidates require 2 references.



		Probationary Period 

		All staff new to role, review at 3, 5 and then final sign off after 6 months.  



		Hoping to get back to you?

		     



		If successful when could you start?

		Applicants must not commence employment until all of the relevant checks are complete.  



		Notice period from current post / employer?
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SHORTLISTING MATRIX                                                           [image: ]                                        

    

Please ensure that you shortlist candidates based on each individual criteria based within the five different sections (Education & Qualifications, Relevant Experience, Job related Skills & Knowledge, Personal Qualities and Other Requirements) within the person specification.  For example, under Education & Qualifications, there might be 4 criteria points under that section, therefore you must assess whether the candidate meets each one of those.  



Please check if the Guaranteed Interview Scheme boxes on the application form are ticked.  If the candidate has ticked either of these and they meet all of the essential criteria then they must be invited to interview.  Please see the Recruitment and Selection Policy for more information on the Guaranteed Interview Schemes.





		Vacancy / Requisition Title

		[bookmark: Text17][bookmark: _GoBack]     

		Requisition Ref No.

		[bookmark: Text18]     

		Closing date

		[bookmark: Text19]     



		

		ESSENTIAL CRITERIA

		



		Candidate Name

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		[bookmark: Text50] Disability Confident Employer ticked?

		[bookmark: Text30]Veterans Guaranteed Interview Scheme ticked?

		Comments



		[bookmark: Text5]1.      

		[bookmark: Check1]|_|

		[bookmark: Check2]|_|

		[bookmark: Check3]|_|

		[bookmark: Check4]|_|

		[bookmark: Check5]|_|

		[bookmark: Check6]|_|

		[bookmark: Check7]|_|

		[bookmark: Check8]|_|

		[bookmark: Check9]|_|

		[bookmark: Check10]|_|

		[bookmark: Check11]|_|

		[bookmark: Check12]|_|

		[bookmark: Check13]|_|

		[bookmark: Check14]|_|

		[bookmark: Check15]|_|

		[bookmark: Check16]|_|

		[bookmark: Check17]|_|

		[bookmark: Check18]|_|

		          

		     

		     



		[bookmark: Text6]2.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text7]3.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text8]4.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text9]5.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text10]6.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text11]7.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text12]8.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text13]9.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     



		[bookmark: Text14]10.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		          

		     

		     







		

		                                   DESIRABLE CRITERIA



		Candidate Name

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		Shortlist Candidate?

		Comments



		1.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text60]     

		[bookmark: Text72]     



		2.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text61]     

		[bookmark: Text73]     



		3.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text62]     

		[bookmark: Text74]     



		4.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text63]     

		[bookmark: Text75]     



		5.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text64]     

		[bookmark: Text76]     



		6.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text65]     

		[bookmark: Text77]     



		7.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text66]     

		[bookmark: Text78]     



		8.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text67]     

		[bookmark: Text79]     



		9.      

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text68]     

		[bookmark: Text80]     



		10.     

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		|_|

		[bookmark: Text69]     

		[bookmark: Text81]     



		Recruiting Manager (print name)

		     

		Date

		     



		Panel Member (print name)

		     

		Date

		     





Please return this completed Short-listing Matrix Form with the Interview Schedule Form to Human Resources hrdirect@denbighshire.gov.uk   



Please note - Invite to Interview letters will not be sent by Human Resources until a copy of this Shortlisting Matrix is received.  This does not apply to schools.    
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Version control

This document is subject to regular review due to legislative and policy changes. The latest
versions of all our publications can be found on our website. Before contacting us about the
content of this document, we recommend that you refer to the most recent version on the

website and any relevant guidance.

Version | Date approved | Approved by | Notes / changes

1.0 03/09/15 SLT New guide
2.0 16/04/18 Andrea Formatting
Malam
. Reviewed in line with Warner
2.1 01/02/20 Felicity

Chandler guidance

Updated Right To Work in the UK

2.2 18/02/21 Felicity section in line with legislation
Chandler
changes
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Timescales

Please note: For the purpose of timescales, ‘days’ are classed as working days and are

based on a full time week (Mon-Fri) and not the contracted days of an employee.

Action

Minimum timescale

Job evaluation of new post/amended post to receive

an indicative grade prior to the Job Evaluation Panel

(Pay and Reward Specialist)

Up to 10 working days

Vacancy advertised (from receiving final versions of
the VCF, Advert, JD and PS)

Up to 5 working days

Vacancies will be advertised for a period of

2 weeks

Time of vacancy closing on the closing date

Midnight — 23:59:59

Managers will be sent / or will be able to collect

submitted application forms for shortlisting

Up to 2 working days after
closing date

Reference checks (schools request their own

references but 10 days should still apply to schools)

10 working days minimum

Time it takes for ICT to set up a new starter on

system (not applicable for schools)

10 working days






Roles and responsibilities

Denbighshire Leisure Ltd. (DLL)

For the purposes of interpretation of roles and responsibilities please see below:

Denbighshire County Council

Denbighshire Leisure Ltd

Head of Service

Managing Director / Executive Team Member

Director

Company Board Director

Senior Management Team

Company Executive Team

Section 151 Officer

Company Accountant

Monitoring Officer

Company Secretary

Head of Service, Governing Body

e Responsible for approval of vacancy. Signature of authorisation required on Vacancy

Control Form

¢ Promoting the use of Web Recruitment

e Ensuring managers are committed to implementation of Recruitment and Selection

policy and procedure and appropriate training is provided

e Promoting living and working in Denbighshire

Recruiting Managers / Head Teacher / Chair of School Recruitment Panel

e Ensuring policy and procedure is followed and implemented






Ensuring consistent job descriptions and person specifications are up to date and

evaluated appropriately with the Job ID included on the job description.

Consider all applicants and make the recruitment decision in line with the council’s
equal opportunities policy and safer recruitment practices

Ensuring that they have completed appropriate recruitment and selection training
Completing the Vacancy Control Form and gaining appropriate authorisation
Creating the advert

Making the necessary arrangements for interview using the Interview Schedule Form

Shortlisting — ensuring that Disability Confident scheme is adhered to and highlighting
both this and the Welsh language preference on the Shortlisting Matrix where

applicable
Interviewing applicants fairly and consistently using the Interview Assessment Form

Making provisional offers of employment and contacting those unsuccessful after
interview to confirm and offer feedback

Sending details of those unsuccessful after interview to HR within 2 days of

interviewing
Verifying and taking copies of qualifications as deemed essential to the post

Providing constructive feedback to applicants unsuccessful after shortlisting and

interview upon request.

Completing the Appointment form and ensuring that the vacancy information,

including interview notes, are sent back to HR.

Ensuring no new starter commences employment without all safer recruitment checks

in place

Setting up a new starter with ICT equipment and log-ons etc. (This may take 10

working days minimum)





e Obtaining Occupational Health advice declaring individual suitable for the role, where

appropriate
Human Resources (HR)

HR will support all recruiting managers in exercising their responsibilities in the following

areas:

e Advertise all vacancies, checking redeployment list for employees prior to

advertisement release
e Advise on appropriate recruitment methods
¢ Arrange translation of recruitment documents into Welsh

e Ensure advertisements and recruitment documents are quality controlled to ensure no

discriminatory content has been included

e Ensure all recruitment documentation and recruitment file has been received and is

satisfactory.

e Sending confirmation of unsuccessful after interview correspondence following

prompt receipt of information from managers

e Ensuring safer recruitment procedures are followed — obtaining employment

references, carrying out DBS checks, verifying Right To Work in the UK evidence

e Ensure new starter receives up to date terms and conditions of appointment

documentation in accordance with legislation
e Create personal file for new starter
e Monitoring equal opportunities

e Produce recruitment data

Responsible for monitoring, use and application and reviewing the policy
Elected Members

Elected members are only involved in the recruitment and selection of the Council’s most

senior staff (Chief Executive, Directors and Heads of Service)





Employees

Any employee may request assistance from HR at any stage of the recruitment process





Definitions

Definition of a ‘child’ or ‘young person’

Under the Children Acts 1989 and 2004 respectively, a child or young person is anyone who
has not yet reached their 18" birthday. The fact that child has reached 16 years of age, is
living independently or is in further education, is a member of the armed forces, is in
hospital, in prison or young offenders institute does not change his or her status or

entitlement to services of protection under the Children Act 1989.

Definition of a ‘vulnerable adult’

The term ‘vulnerable adult’ has been amended as it was felt to be inappropriate to label an
adult as vulnerable solely due to their circumstances, age or disability. In general terms, an
adult (a person aged 18 or over) is classed as vulnerable when they are receiving one of the

following services:

e Health care;

¢ Relevant personal care;

e Social care work;

e Assistance in relation to general household matters by reason of age, iliness or
disability;

¢ Relevant assistance in the conduct of their own affairs; or

e Conveying (due to age, iliness or disability in prescribed circumstances) This

document refers to vulnerable adults as vulnerable people.

Definition of a ‘volunteer’
The Disclosure and Barring Service define a volunteer as:

“A person who is engaged in any activity which involves spending time, unpaid (except for
travelling and other approved out of pocket expenses), doing something which aims to

benefit someone (individuals or groups) other than or in addition to close relatives.”





Definition of ‘staff’

Employment context:

A person working under the control or direction of another, under a contract of employment

in return for a wage of salary.

Background to guidance

e All organisations and individuals who work with children and/or vulnerable people or
are involved in providing services for them, have a duty to safeguard and promote
their welfare.

e Whatever the background, making sure that we do everything we can to prevent
appointing people who may pose a risk to children and a vulnerable person is an
essential part of safeguarding.

e As Sir Michael Bichard stated in his report into the Soham murders: “The harsh reality
is that if a sufficiently devious person is determined to seek out opportunities to work
their evil, no one can guarantee that they will be stopped. Our task is to make it as

difficult as possible for them to succeed...”





12 step approach to safer recruitment

Regardless of the size or nature of the organisation, a consistently applied and robust
process is always needed to ensure the safest levels of staff recruitment. The following 12
steps to safer recruitment provide a brief overview of the steps that should be taken when

recruiting staff.

Before you release your post. ..

1. Ensure that you have read an up to date version of the recruitment and selection
policy that describes the process and roles before you begin.

2. Ensure that you have read an up to date version of the Disclosure and Baring
Services (DBS) policy and that a statement about the commitment to safeguarding is
included in all recruitment and selection materials.

3. Ensure that you have an up to date job description and person specification for the
role(s) you wish to recruit to.

4. Ensure that you have an appropriate advertisement prepared that contains all
necessary information about the role, timetable for recruitment and your commitment
to safeguarding.

5. Ensure that you have compiled a suitable candidate information pack containing all
the required information about the organisation, role, recruitment timetable,

safeguarding statement and application form (applicable to schools only).
Before you interview...

6. Ensure that each application received is scrutinised in a systematic way by the
shortlisting panel in order to agree your shortlist before sending invitations to
interview. Candidates who have ticked the Disability Confident Scheme section on the
application form must be shortlisted if they meet all of the essential criteria.

7. Decide on what selection tools are going to be used in addition to an interview.

8. Ensure that all shortlisted candidates receive the same letter of invitation to interview,
supplying them with all necessary information, including the offer to make any

reasonable adjustments.





Before you select your preferred candidate...

9. Ensure that a face-to-face interview is conducted for ALL shortlisted candidates
based on an objective assessment of the candidate’s ability to meet the person
specification and job description.

10. Ensure that all specific questions designed to gain required information about each
candidate’s suitability have been asked, including those needed to address any gaps

in information supplied in the application form.

Before you formally appoint ...

11.Ensure that you are able to make a confident selection of a preferred candidate
based upon their demonstration of suitability for the role.

12.Ensure that your preferred candidate is informed that the offer of employment
(including volunteer positions) is conditional on receiving satisfactory information from

all necessary pre-employment checks.





Planning, advertising and shortlisting

Produce a job description and person specification

Include skills, abilities, experience, behaviours and attitude/motivation towards children and
vulnerable people. Make clear the boundaries and expectations in terms of relationships with

children/vulnerable people.

Sample wording for job description:

e To promote the safety and wellbeing of the children and vulnerable people.

e To ensure that the organisations child protection and safeguarding policies and
procedures are promoted within the organisation and adhered to by all members of
staff.

¢ Include a clear statement regarding the organisations commitment to safeguarding
and the need for an Enhanced DBS check where relevant.

¢ Include statements about the safeguarding responsibilities of the post in the job

description
Sample wording for person specification:

e Evidence of working within a child protection culture
e Evidence of promoting welfare and safety
e Understanding and commitment to welfare and safety

e Knowledge of protection procedures
Shortlisting

e Only fully completed application forms should be considered. CV’s alone will not be
accepted. The Denbighshire County Council application form must completed for all
job applications.

e Ensure appropriate time is put aside for all members of the panel to shortlist together.

e Shortlisting must take place as soon as possible after the closing date and involve
more than one person.

e Consider whether candidates who have ticked the Disability Confident Scheme meet

the essential criteria and ensure that they are shortlisted.





¢ |dentify any gaps in the application or inconsistencies that you need to explore further
with candidates at interview.
e Apply the shortlisting criteria equally using the criteria outlined on the person
specification.
¢ Only those candidates who meet the essential criteria should be shortlisted for
interview. Where the majority of the candidates meet all of the essential criteria, the
panel will need to shortlist using the desirable criteria to reduce the number of
candidates if required.
e Keep the process objective and consistent.
e Take into consideration all relevant qualifications, training, work experience,
knowledge and skills required, level of responsibility and competencies.
¢ Record and document the shortlisting process which will outline the justification for
shortlisting/not shortlisting.
e The shortlisting panel should not take the following protected characteristics (Equality
Act 2010) into consideration:
e Age
e Disability
e Gender Reassignment
e Pregnancy and Maternity
e Race
¢ Religion or Belief
e Sex
e Sexual Orientation
e Marriage or civil partnership
e Caste
e The shortlisting panel should not have bias on an application form which contains
grammar or spelling errors where this is not a requirement of the role. Errors could be

due to a disability, for example, dyslexia.





Selection tools and invites

You may want to consider other methods of selection in addition to an interview, this could

include:

¢ Role play with another adult e.g. dealing with a complaint, dealing with a member of
staff

e Presentation, either prepared beforehand or to be produced on the day

e Group exercises to see how they work within a team

o Written exercises to test theory or technical knowledge

e Lesson observations (applicable to schools)

¢ Interviews or other interactions with children/vulnerable people which can be
observed. These must be structured and appropriately supervised

Individual exercises

Individual presentation to the whole group which are then discussed and debated to the

whole group. Topics could include:
“How should staff control young people in children’s homes?”

“What are the differences between boys and girls behaviour at certain ages?” Each

individual presentation and interaction can then be assessed by the panel.
Structured role plays

Structured role plays which depict a practical scenario involving one or more candidates

which are observed and critically appraised by the rest of the group or panel.
Group discussion on key topic

These help identify interactive skills and the attitudes which underlie them. Consider those

that dominate the conversation and stifle others.





Assessing the outcomes

A structured method of assessing the outcomes of the group exercises is required. ldentify
from the person specification which are the main criteria you wish to test against using

feedback from the assessors and rate each candidates on a scale.
Model written exercise

Ask each candidate to follow the instructions. This test is linked to a home visit but the test

may be used independently.

“If you are employed in the position you will be required to write reports based on clear,
factual events in logs and reports. You will be able to demonstrate your ability to do so in this
written exercise. A visit to home has been arranged along with other candidates on [date].
Please observe the events of your visit carefully. After the visit you will be asked to write one

paragraph on each of the following situations:

e an interaction between a young person and member of staff
e an interaction between two young people
e an activity which took place

e The description should be objective and factual. The events may be routine.

They do not have to be dramatic or exciting. The report should be clearly written with

attention to grammar and punctuation. The exercise should take no more than 40 minutes.”
Invitation to interview

Invitations to interview will be sent out from via HR (not applicable to schools) and must

include the options to make reasonable adjustments if required.

Invites must also specify any assessment centre details and any pre-interview assessments.





Interviews and assessment centres

Preparation for the interview

e Only those involved in shortlisting should be on the interview panel and the panel
should consist of at least two people with a gender balance where possible.

e Ensure you have structured questions that you have agreed beforehand and you
know who is going to ask the questions and who is recording the answers. Use
supplementary questions to probe any gaps or vagueness in answers (these will be
different for each candidate).

e Ensure questions ask candidates about their own experience rather than asking
hypothetical questions, questioning experience is more likely to highlight any
possible child safeguarding concerns.

e Ask about attitudes towards children/vulnerable people and child protection and
motives for working with children/vulnerable people.

e A scoring mechanism is recommended.
During the interview

e Clearly record answers and document decisions and keep these.

e Leave any scoring and judgements until the end of the day.

Data Protection Act (2018)

Please be aware the at the DPA and GDPR gives people certain rights in respect of the
processing of personal information about them that takes place during the recruitment
process. Applicants are able to ask for a copy of their interview notes.

Personal Suitability Interviews (PSl)

Warner interviews are a result of ‘Choosing with care’ (The Warner Report, 1992) which
was established to review selection, development and management of staff in children’s
homes. This highlighted recruitment as a particular concern. Warner has since been
developed for use within all settings working with children and young people. It can also be

extended to use within vulnerable people settings.

Published March 2020
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The four keys areas are:

¢ Motivation to work with children and vulnerable people.

e Ability to form and maintain appropriate relationships and personal boundaries with
children and vulnerable people.

¢ Emotional resilience in working with challenging behaviours.

e Attitudes towards the use of authority and maintaining discipline.

The interview

Depending on the structure of the interviews/assessment centre, the personal interview

can be incorporated in the following ways:

a) If a number of candidates are being interviewed then the personal interview should
be incorporated for all candidates as part of the range of selection tests and
preferably separate from and prior to the skills interview.

b) Where it would be impractical to conduct a personal interview separate from the
skills interview, a joint process can be followed. This however can become a very
lengthy process.

c) The personal interview is an intrinsic part of the appointment process but where
there are a large number of candidates attending an assessment centre, the panel
may decide to only conduct personal interviews for only those who are appointable

after the earlier parts of the process.

The setting for the interview should ideally be comfortable and relaxed, with the interviewer
and the interviewee seated as equals rather than in a formal position; a conversational
style in probably most effective. The preamble should tell the candidates that the object of
this part of the process is to find out about their feelings and attitudes to a variety of issues

that are important to the post.
Recording the personal interview

Written notes should be recorded by each panel member and stored confidentially with all
other recruitment documentation. At the end of the recruitment process the notes for the
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successful candidate will need to be kept on their personnel file and stored confidentially.
The notes for the unsuccessful candidates must be kept with the recruitment file within HR
for a period of 6 months. After this period of 6 months all notes will be destroyed.
Candidates may request in writing to see the information relating to their application within
that 6 month period.

Involving young people in the recruitment process

It is good practice (where appropriate) to involve children and vulnerable people in the
recruitment process in order to involve key stakeholders in the recruitment process and

give those involved a part in the decision making process.
Managing candidates’ expectations

Candidates will need to be reminded that their appointment will be based on all the

evidence presented throughout the whole recruitment process.

Organisations should be reminded that even though the candidate has the required skills,
knowledge and experience, if the personal interview leads to concerns about the ability to
safeguard the welfare of the child/vulnerable person then they should not be offered the

post.

All offers of employment will be subject to satisfactory pre-employment checks.
Feedback to candidates

When providing feedback, recruiting managers should comment on the candidate’s
suitability for the post in relation to the requirements of the person specification, the parts

of the assessment centre process and not just deal with the personal interview in isolation.

Feedback should be constructive, honest and relate to the person specification. Feedback
must not involve discussions around other candidates or include criteria which are new, as

the comments must relate to the person specification.
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Clarification of detail arising from application form

e Previous employment (pay special attention to small private organisations not in the
mainstream network).
e Reasons for leaving previous employment (be concerned over anxiety to get the job

and lack of interest in pay and conditions).

For suggestions of lines of questioning, assessments, or sample Warner questions, please
contact HR.

The selection process

Person specification

The person specification depicts the ideal person that a recruiting manager would want to
fill the position and must accurately reflect the skills, knowledge and experience which are
essential and desirable to the post. Candidates must meet all of the essential criteria in

order to be invited for interview.
Personal qualities

The personal interview is the panel’s opportunity to try and assess whether the candidates

personal qualities and values make them suitable to work with vulnerable groups.
Assessments

In addition to the interview, it is advisable to use different forms of candidate assessment
which could be in the form of an assessment centre. The assessments used could help to
predict a candidate’s performance within a role and help the panel to make a more

informed choice.

Please see the HR pages on the Intranet for information on Assessment Centres.





Guide — Safer recruitment for managers

Pre-employment checks

Conditions of employment
All offers of employment are subject to satisfactory pre-employment checks.

DBS checks

HR will apply for the necessary DBS checks as soon as the verbal offer of appointment
has been made. The potential start date must accommodate the return of the DBS check.

In exceptional circumstances, where the date of commencement cannot accommodate the

return of the DBS check then a risk assessment must be completed and relevant

authorisation must be approved before the person commences. The recruiting manager
must ensure that the individual is appropriately supervised.

Please remember that a person is not DBS cleared until confirmation has been sent by the

registered body.

Please see Disclosure and Barring Services (DBS) policy for further information.
References

The purpose of a reference is to gain factual and objective information to support an
appointment decision.

For external candidates — Two references are required. References must be obtained from
a current or last employer (if unemployed) and the two references must cover a period of
three years. If the references do not cover a period of three years then references must be
sought for the whole period. For Social Worker roles, references from all previous
employers will be sought.

For internal candidates — one reference is required from the candidate’s current line

manager.

All references must be received in writing (on headed paper or from the organisations
emails address) and scrutinised in line with the application form.
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Character references are not permitted unless the person has not been employed in any
capacity. Where possible the start date must accommodate the return of the necessary

references.
Previous employment history checks

Employers should always ask for information about previous employment and obtain
satisfactory explanations for any gaps in employment. This information contained with the
application form will need to be scrutinised against the references also. If a candidate for a
post is not currently employed in work with children and/or vulnerable people, it is also
advisable to check and confirm with the previous employer the details of their employment
and reasons for leaving. References must be from the last 2 employers, and must cover a
three year period. More references will be required for Social Workers, and those without

the three year period covered by just 2 employers.
Qualification and registration checks

Employers must always verify that the candidate has actually obtained any qualifications
or professional registrations claimed in their application, which are legally required for the

job or the employer regards as essential. Photocopies of ‘original’ certificates must be

taken at interview and kept on file.
HR will perform any required registration checks and keep a copy on file.

Eligibility to work in the UK checks

Employers must confirm the right of those they employ to work in the UK. Please see the
list of acceptable documents contained within the Right to Work in the UK checks for
EEA and Swiss nationals — until 30th June 2021. HR will conduct this check as
applicants may also demonstrate this right through being granted Settled Status, which is

an online check.

Further information and details on permission to work in the UK is available Gov.uk

website.
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Medical fitness and suitability for the role

Successful applicants will be required to complete a Job Analysis & New Starter Health
Assessment Form. Occupational Health will then assess whether any reasonable
adjustments are needed in order to carry out the role. This form is to be completed before
the successful applicant commences work and is purely for the purpose of making
reasonable adjustments in line with the Equality Act 2010.

Post-employment checks

Where a role supports vulnerable people, there should be an induction for all new staff and

volunteers.

The content of the induction will vary according to the role and previous experience of the
new member of staff or volunteer, but should always include information relevant to
safeguarding, including policies, procedures, codes of conduct and how to identify and
raise concerns about the welfare of children or vulnerable people. The induction period
should be used to set clear expectations and boundaries of the role to ensure that the
individual is clear on what is acceptable and unacceptable behaviour.

Probationary periods apply to all staff, including non-teaching schools based staff, who are
new to local government or who have had a break in service between jobs. This does not

apply to teachers.

Monitoring and maintaining awareness

e |tis important that all staff have appropriate training, induction, probation and
appraisal (where applicable) so that they understand their roles and responsibilities
and are confident about carrying them out. Everyone needs to feel confident that
they can raise issues or concerns about the safety or welfare of children/vulnerable
people and that they will be listened to and taken seriously.

e The relevant e-learning modules relating to Safeguarding must be completed as
part of new employee's inductions.

e Keep safeguarding high on everyone’s agenda. Establish the belief that it ‘can’

happen here.
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e Never rely on any one process to keep children or vulnerable people safe.

e Monitoring of the recruitment process, induction and probationary arrangements will
allow for future recruitment practices to be better informed. Feedback from new
appointees and other employees may assist in understanding how improvements

can be achieved.

Reporting safeguarding concerns

If an employee has any concerns relating to safeguarding, they must contact the relevant

person immediate and advise them of this. All employees have a duty towards safeguarding.

e Each service has a safeguarding officer appointed and your Head of Service will be
able to tell you who this is if you are not currently aware.

e Concerns relating to children should be reported to the Children and Families
Support Gateway team on 01824 712200

e Concerns relating to vulnerable people should be reported to the Single Point of
Contact team on 0300 456 1000

e Concerns relating to Right to Work in the UK, references, or other employment
related matters should be reported to HR on 01824 706200
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Job Advertisements

A job advert is the opportunity to attract potential applicants to a vacancy and to ‘sell’
ourselves in order to maximise the likelihood of attracting a high performer. With this in

mind, the below points should be considered when writing a job advert:

Advertisements must be written using the corporate Advertisement template within the
vacancy pack. The advertisement template includes a standard paragraph about how to
apply, displays the Disability Confident Employer symbols, and a statement relating to our
commitment to both Equal Opportunities and the Welsh Language Standards. These are

all required so please ensure you use the most up to date template.

Denbighshire County Council's Equal Opportunity Policy is to be considered and applied
throughout the advertisement preparation and advertisement procedure.

Advertisements should be contained on 1 page and should include key information to
attract potential candidates to read further about the job. Therefore careful consideration
should be given to what the council can offer them as an employee and what will likely
appeal to their target audience, e.g. development opportunities, excellent pension, flexible

working, job sharing etc.

Advertisements must not contain discriminatory words or phrases such as ‘young,

energetic, mature, youthful’ etc.

Advertisements must state the DBS statement where appropriate ‘This post is subject to
an enhanced DBS check.’

The aim at the advertising stage is to appeal to probable applicants by bringing out the
main points of interest in a job. It is important to avoid statements which are long and
unnecessary. Remember that the job description, person specification and any other
relevant information will be sent out with the application form to all applicants.

The salary, hours of the post, permanency of the post and any associated benefits should

be clearly stated.
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The closing date must be 2 weeks from the vacancy going live although this may be
extended where appropriate. It is recommended that the interview date is included within

the vacancy advert.

Recruiting managers may wish to contact Human Resources for previous examples of

advertisement content.
Job Descriptions

The main benefits of a good job description are as follows:

e Job holders know what is expected of them

e |t helps to assess the value of the duties in the job

e |t removes areas of confusion within jobs

¢ It can highlight training and development requirements
e It helps to draw up a person specification

e |t gives applicants a clear idea of the job

Job descriptions should be reviewed on a regular basis and must be written using the
corporate job description template contained within the Vacancy Pack.

To support the equal opportunities policy, the job description should follow these

principles:

e The job description should be as clear and simple as possible. Anyone reading it
should be able to have a clear idea of exactly what the post holder is expected to
do.

e |t should take into consideration all elements of the organisation's Policy
responsibilities e.g. for every managerial or supervisory post the job description
should spell out the tasks involved (i.e. investigating complaints, keeping all
employees informed and up-to-date etc.).

e Any job where the post holder might be involved in recruitment should state that as
a task, and make clear the responsibility to adhere to the relevant policies and Code
of Practice.
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e Job descriptions of managers and supervisors should specifically state the post
holders' responsibility for ensuring the implementation of the equal opportunities
policy in employment and service delivery.

¢ Where contact with the public is involved, the job description should spell out that all
members of the public are to be treated with equal respect.

¢ Where work on the physical environment is involved, the job description should
state the specific tasks involved in ensuring that the work contributes towards

achieving full access for disabled people.

It is essential that any substantial changes to job descriptions for recruitment purposes are
sent through to HR to check whether a re-evaluation will be required and to ensure HR

retain an up to date version.

Applicants who are appointed without the essential requirements of the role may be

subject to down-grading.
Person Specification

The following should be taken into account when drawing up the person specification:

e The person specification relates to the human characteristics required in order to do
the post

e |tis derived from the demands of the job description and matches the knowledge,
qualifications and experience outlined within the job description.

e [tis most widely used in the recruitment and selection process, but is also used in

the promotion, transfer, training and human resource planning purposes.

The corporate Person Specification template is used.
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Avoiding Discrimination
Avoid the following:

e Over emphasising the need for a particular skill, for example, the need for manual
dexterity which can discriminate against disabled people.

e Over emphasising qualifications and experience as this can seriously mislead a
selection panel to place greater importance on these instead of the skills and
abilities.

e Asking for a driving licence when driving is not part of the role. Do not list ‘Driving
licence’ under the essential criteria where the job doesn’t involve any driving or
involves limited driving. Recruiting managers should use ‘ability to travel to various
locations throughout Denbighshire’ under the essential criteria where possible if the
post doesn’t require driving a company vehicle or excessive driving. Applicants
may be discriminated against if they cannot drive due to a disability for example but
they can use public transport as a reasonable alternative.

e Using discriminatory words or phrases such as ‘young, energetic, mature, youthful’

e Asking for a certain number of years’ experience as this can be seen as being
discriminatory against younger applicants as they may not be old enough to have
the 5 years’ experience that you have stated.

e Asking for criteria that cannot be measured e.g. good sense of humour, common

sense, personal kudos.

Completing a Person Specification

The person specification should not be too prescriptive or vague as the purpose is to
assist the recruitment process and find an applicant who can meet those expectations. It is
important to consider your essential criteria each time you recruit. Excessive essential

criteria will limit your selection pool.

The person specification must be non-discriminatory, job related, relevant, measurable
and consistently applied. It is essential that the person specification includes the
knowledge, skills and competencies in order to do the job.
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It is possible for someone to acquire certain skills with induction or on-the-job training,
therefore it is unnecessarily restrictive to specify these skills as minimum requirements.

The minimum requirement is the potential to acquire these skills.

The person specification outlines the behaviours, knowledge and skills that an individual
must demonstrate in order to be effective in their role and meet the objectives of the
organisation. A job description describes the tasks and accountabilities that the role has,
whereby the person specification outlines the skills and behaviours that are required to

carry out those tasks.

Competencies can play an important part within the recruitment and selection process,
they provide examples of behaviours required for effective performance in the role, a
consistent common language across the organisation and can be used in determining

assessment centre methods.

It would be unrealistic for recruiting mangers to focus on all competencies allocated to a
job role and therefore only the competencies that critical for the role should be used in a

person specification.

The person specification should state the methods of selection which are to be used for

each criteria described.

Experience linked to timescales should be avoided as this can be seen as age or gender
discriminatory. The alternative would be to focus on the quality and type of experience
which is essential. For example, rather than asking for 2 years customer service
experience, the focus could be on experience within a customer service environment and

in particular working with customer complaints.

It is essential that any substantial changes to person specifications for recruitment
purposes are sent through to HR to check whether a re-evaluation will be required and to

ensure HR retain an up to date version.

Applicants who are appointed without the essential requirements of the role as stated on

the person specification may be subject to down-grading.
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Shortlisting

The recruiting manager must use the Shortlisting Matrix and send the original copy to HR

before any interview arrangements can be made.

The information contained within the application forms will be screened against the
essential and desirable criteria outlined within the pre-defined person specification for that
post. The same criteria must be applied to all applicants. Recruiting managers must read
all application forms and only those applicants who meet the essential criteria must be
shortlisted, the rest should be rejected. If there a high number of applicants who all meet
the essential criteria then the recruiting manager should use the desirable criteria to filter

applicants.

Shortlisting an applicant who does not meet all of the essential criteria is not justifiable. It is
expected that only those applicants who have outlined within their application form how

they meet all the essential criteria will be shortlisted.

The recruiting manager, when completing the shortlisting matrix, must determine whether
the applicant meets or does not meet each criteria listed within the person specification for
example, G.C.S.E Maths and English Grade A — C, NVQ level 4, ECDL. Recruiting
managers must not take each heading e.g. Knowledge, Qualifications and Experience and

give an overall Yes or No for that section of the person specification.

Consider the essential criteria first and only if you have too many applicants who meet all
the essential criteria to interview, do you then move to consider the desirable criteria.

Only applicants who meet all the essential criteria should be shortlisted. The person
specification criteria contributes to the final grade of the role, therefore appointing
someone without the essential qualifications, experience, knowledge etc. can result in the
role being down-graded.

The last column of the person specification contains the method of assessment, i.e. how
you will assess whether they have met that criteria. Some will be tested at application form
stage, others may be more suited to test at selection stage through an interview or
assessment task. When shortlisting, consider those you have stated will be tested at
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application form stage, and applicants who have not met all these criteria should not be
shortlisted.

The recruiting manager must assess each application form to ensure that any gaps in
employment, training or experience are detailed and any anomalies are noted to ensure
that they are explored at the face to face interview. This is a mandatory requirement for all
posts.

Records must be placed on the successful applicants file to demonstrate that the relevant

checks have been explored and any reasons for these anomalies should be noted also.

HR will send ‘Invite to interview’ letters and/or emails to applicants who have been
shortlisted for interview.

Managers must also note on the shortlisting matrix if an applicant would like the process
conducted in Welsh or English, and whether they have ticked either of the Guaranteed

Interview Scheme boxes.
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According to Gov.uk there are 9 qualifications levels in Wales, England and Northern
Ireland, from Entry to Level 8. The below provides their examples of qualifications in each

level, expanding on the chart on the previous page.

Entry level

Each entry level qualification is available at three sub-levels - 1, 2 and 3. Entry level 3 is

the most difficult.

e entry level award

e entry level certificate (ELC)

e entry level diploma

e entry level English for speakers of other languages (ESOL)
e entry level essential skills

e entry level functional skills

e Skills for Life

Level 1

o first certificate

e GCSE-grades3,2,1orgradesD,E,F, G

e level 1 award

e level 1 certificate

e level 1 diploma

e level 1 ESOL

o level 1 essential skills

e level 1 functional skills

e level 1 national vocational qualification (NVQ)

e music grades 1,2 and 3

Level 2

e CSE -grade 1
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e GCSE-grades9,8,7,6,5,4orgrades A*, A, B,C
e intermediate apprenticeship
e level 2 award

e level 2 certificate

e level 2 diploma

e level 2 ESOL

e level 2 essential skills

e level 2 functional skills

¢ level 2 national certificate

¢ level 2 national diploma

e level 2 NVQ

e music grades 4 and 5

e level-grade A,BorC
Level 3

o Alevel

e access to higher education diploma
e advanced apprenticeship

e applied general

e AS level

e international Baccalaureate diploma
e level 3 award

o level 3 certificate

e level 3 diploma

e level 3 ESOL

¢ level 3 national certificate

e level 3 national diploma

e level 3NVQ

e music grades 6, 7 and 8

e tech level
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Level 4

certificate of higher education (CertHE)
¢ higher apprenticeship

e higher national certificate (HNC)

e level 4 award

o level 4 certificate

e level 4 diploma

e level 4 NVQ

Level 5

e diploma of higher education (DipHE)
e foundation degree

e higher national diploma (HND)

e level 5 award

o level 5 certificate

e level 5 diploma

e level 5NVQ

Level 6

e degree apprenticeship

e degree with honours - for example bachelor of the arts (BA) hons, bachelor of
science (BSc) hons

e graduate certificate

e graduate diploma

e level 6 award

o level 6 certificate

e level 6 diploma

e level 6 NVQ
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e ordinary degree without honours

Level 7

integrated master’s degree, for example master of engineering (MEng)

e level 7 award

o level 7 certificate

e level 7 diploma

e level 7 NVQ

e master’s degree, for example master of arts (MA), master of science (MSc)
e postgraduate certificate

e postgraduate certificate in education (PGCE)

e postgraduate diploma

Level 8

e doctorate, for example doctor of philosophy (PhD or DPhil)
e level 8 award
e level 8 certificate

e level 8 diploma

To compare the above levels with qualifications obtained in a European country, you can

find information via this link: https://europa.eu/europass/en/compare-qualifications

To compare the above levels with qualifications obtained in a non-European county, you
may need to contact the UK National Academic Recognition Information Centre (UK
NARIC) via this link www.naric.org.uk/naric/Default.aspx They will compare a UK
qualification with any non-UK qualification but they do charge a fee for their services.

Assessments

Assessments are used to effectively measure and assess a candidate’s ability or
performance in an area specific to the role you are recruiting to. Using assessments in

addition to an interview can provide a much clearer insight into whether that candidate is

4
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able to undertake the role, and if they are the best person for the job. The recruiting
manager will be able to design the exercise to be able to assess the behavioural

competencies and the application of both knowledge and skills.

It is important that recruiting managers consider what they need to know about a
candidate to assess their suitability, and then select/design an assessment that will
provide that information.

Presentations

Presentations are a simple method of assessment and should only be used when

communication is essential for the post. Presentations will demonstrate:

e Oral communication skills — persuasiveness, verbal fluency, confidence, ability to
sell ideas, analyse information and articulate information in easily understood terms.

e Areas of knowledge required for the post.

e Organisation and planning skills — the applicant will be able to demonstrate how
they structure their presentation to get their message across within specified

timescales.

The recruiting manager can choose one of the following:

a) Give the applicants the topic of the presentation on arrival, allowing a specified amount
of time to prepare and present to the panel at the beginning of the interview. The topic
must be relevant to an area of knowledge, expertise or understanding to the post. The
applicant must be provided with the relevant equipment needed, for example, flip charts,

pens and projector.

b) Include the presentation topic in the invite to interview letter, giving the applicant time to
prepare in advance. This will allow the applicant to research and demonstrate their ability
to gather and draw upon evidence for a specific purpose. Applicants should be asked to
inform HR if they require equipment to deliver their presentation. Managers are advised to
consider whether the applicants email their presentation to them as USB'’s are not always

compatible with DCC laptops.
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In-tray Exercises

In-tray exercises are a way of assessing how applicants deal with the day to day demands
of the job and are specifically designed to measure job skills such as: ability to organise
and prioritise work, analytical skills, communication with team members and customers,

written communication skills, and delegation.

Typically, applicants are asked to sit at a desk and to sort through an ‘in-tray’ of
paperwork. Applicants are usually given a list of 12 — 15 items which include emails,
memos, telephone messages and other documents related to that job. Applicants will be
required to make recommendations as to how they would detail each item within a set

timescale. In-tray exercises can also be to undertake a piece of work typical to the role.
Written Exercises

Written exercises can assess a variety of skills to include, written communication and

external awareness. Examples of written exercises are:

e Write a report on a subject relevant to the role

e Summarise findings of a report produced

e Write a newsletter to parents of a school

e Draft a response to a letter/email that has come in

e Provide a/multiple scenario/s and ask candidate to write their approach

Applicants will need to be informed in advance if they are to complete this exercise by
hand or using a laptop/pc. All applicants should follow the same format unless a particular

format is needed for any reasonable adjustments.
Role Plays

Role plays are useful in simulating the type of encounters that will take place within the
role. Role plays will help to identify and assess skills such as communication, negotiation,

persuasion and conflict handling etc. The applicants will be assessed by a panel who will
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have agreed the behaviours to assess and the scoring methods in advance. Role play

exercises will require preparation and careful planning.
Group Discussions

Group discussions involve a specific brief/exercise, discussion of a general topic or
debating a work related problem or a task that is given to approximately 4 — 5 applicants at
the same time and is observed by a trained assessor. Group exercises help demonstrate
competencies in action and are very effective in management skills and behaviours. They

are not suitable for day to day recruitment.

Group exercises should be carried out in an assessment centre environment for senior,
graduate and professional roles. The design of the group exercise can be very complex,
time consuming and will need one or more trained assessors involved in the exercise

itself.
Aptitude/Ability Test

Aptitude/ability tests are structured systematic ways of evaluating how people perform on
tasks or react to different situations. They have standardised methods of administration
and scoring with the results quantified and compared with how others have done at the
same tests. The majority of aptitude tests must be administered by a qualified assessor

from HR. Examples of ability assessments include:

¢ Numerical reasoning

e \Verbal reasoning

e Management Scenario’s
¢ Inductive reasoning

e Deductive reasoning

Occupational Personality Questionnaires

Occupational personality questionnaires are used in order to determine typical reactions
and attitudes to a range of situations. They ask about preferences and try to identify how
well applicants will get on with others, reactions to stressful situations or feelings about the
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kind of people applicants like to work with. They assess how applicants prefer to do things
whereas ability tests assess how well they perform tasks. They help the recruiting
manager find out an applicant’s style and way of doing things. Recruiting managers will
use this in conjunction with application form, interview and other to make decisions rather
than in isolation, as unlike all the other assessments, this form of assessment cannot be

scored.
Preparing for Interview

Prior to the interview:

e Ensure all applicants have confirmed attendance; it is useful to telephone any
applicants who have not confirmed a few days before the interviews.

e Decide who is to act as Chair of the panel, and in which order the panel will
question the applicants.

e Always prepare the interview questions in advance. Questions should arise from the
person specification and ensure all requirements are assessed. Applicants must be
asked the same questions. However, depending upon answers given by applicants,
follow on questions will naturally differ.

e Please ensure that you assign a scoring system to the questions you will ask and
allocate a percentage or weighting to that scoring to any additional methods of
assessment used at interview, for example, a presentation.

e Ensure reception staff have a list of the applicants attending so that they can greet
them and give them any necessary information

e Organise appropriate (accessible) room, make arrangements for any reasonable
adjustments to be made in advance and organise equipment which may be needed
e.g. laptop, screen and overhead projector for presentations.

e Arrange translation services where required. This is the responsibility of the

recruiting manager.
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Interview Day

e Ensure that the environment is appropriate for example, phones are unplugged, use
a round table if possible or position chairs round the corner of desk, the temperate
of room is suitable and that water is provided for applicants.

e Make sure you have the necessary information available i.e. pay and other
conditions, copy of the full vacancy pack, application forms and Interview
Assessment Form. Notes should be taken for each of the applicants recording the
questions asked and their responses as this information may be required at a later
date.

e Ensure that any telephones are switched off and put a note on the door to stop
interruptions.

e Stick to the times allocated, as the whole programme could be thrown out if you
over run.

e Be aware that unless presentation skills are part of the role, it will be the content of
the presentation that is important rather than the delivery itself.

e Most importantly, try to put the applicant at ease as much as possible and in an
appropriate way. The applicant will perform better if they feel more comfortable
meaning you will be able to gather more information from them. It is also important
to remember that the interview is their opportunity to assess whether they want to

work for us and is ultimately a two way process.

Please do not.....

Ask a disabled applicant about the nature of their disability. Applicants who wish to
engage in conversation regarding reasonable adjustments is fine. Please note that the
obligation to make reasonable adjustments applies not only to the physical adjustments to
the workplace, but also to actual working arrangements. The recruiting manager must

make clear that:

a) Selection decisions will not be influenced by the extent of the reasonable

adjustments.
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b) Medical clearance (where appropriate) will be needed depending on the nature of
the post after an offer of employment has been made.
c) The applicant will be unable to commence employment until all reasonable

adjustments have been made.

Ask an applicant about their absence/sickness record. The Equality Act 2010 states that
except in very restricted circumstances or for very restricted purposes, the Act aims to
prevent employers from asking any job applicant about their health or any disability before

the person has been:

a) Offered a job either outright or on conditions (such as ‘subject to satisfactory
references/health check’), or

b) Included in a pool of successful applicants to be offered a job when a position
becomes available (for example, if an employer is opening a new workplace or
expects to have multiple vacancies for the same role but doesn’t want to recruit

separately for each one).

Ask questions that are discriminatory or make assumptions about an application e.g. a
disability or ask questions where it is necessary to make some assessment as to whether
the applicant’s personal circumstances or domestic obligations would prevent them
undertaking an aspect of the post i.e. on-call, these questions should be asked of all
applicants and this will need to explained to all applicants before asking the question.

Ask other questions relating to the domestic circumstances of the applicant, and
interviewers should be careful to avoid making assumptions about male/female roles

within the home when assessing the answers to any such questions.

Make any decisions based upon the first impressions of an applicant, known as ‘Halo or
Horns’ effect. Recognise your own opinions and views should be put to one side during
an interview. Do not stereotype, for example assume that older applicants will be unable

to use modern technology.

Give informal feedback after the exercise / interview. Do not indicate how an applicant is

doing during an exercise.

10
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Leave your notes lying around and be conscious of the security of the paperwork for
example, the Application Form and your notes — make sure all materials are collected in
after the interview and stored / disposed of in line with GDPR and data protection

regulations.
Conducting an interview

Beginning of Interview

e Introduce each member of the panel along with their job title. It may be appropriate
to give a brief summary of the organisation or Service

e Agree the interview purpose e.g. “to interview for the role of...”

e Outline how this purpose will be achieved e.g. “have 6 set questions we will
ask/task...”

e Inform the applicant that notes will be taken during the interview
Middle

e Question the applicant

e Maintain rapport (listen actively, use summarising techniques)

e Encourage the applicant to talk (the applicant should do about 80% of the talking)

e Use mostly competency based questions such as “Tell us about a time when you
had to deal with a conflict within your team”

e Closed questions may be needed to check certain points but should otherwise be
discouraged

e |If applicable to the post, ask whether the applicant has any non-protected
convictions or cautions to declare

e Use all the written material available to identify and probe areas which may require

scrutiny for example an unexplained gap in their work history
End

e Check that all the panel members have asked all their questions

11
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e Ask if the applicant has any further questions
e Confirm the terms and conditions of the post
e Ask when the applicant would be able to start if appointed
¢ Inform the applicant how and when he/she is likely to hear of the outcome of the
interview and how
e Take copies of each applicant’s:
o Original academic qualification certificates
o Right to work in the UK documents (see Policy as some applicants may not
have a document to check and may require an online check)
o Original driving license if their job requires driving for work reasons.
e Confirm applicants references outlined on application form and seek email
addresses for referees where none provided

e Thank the applicant for attending
After the Interview

e The recruiting manager must telephone the successful applicant to offer them the
post and clarify if they are still interested in the post. Please explain that this offer is
subject to the following:

o Satisfactory references being received

o Receipt of satisfactory DBS Disclosure, where appropriate

o Receipt of original certificates of qualifications obtained

o Receipt of your documentation to meet our obligations under the Asylum and
Immigration Act (Right to Work in the UK documents)

o Receipt of applicant’s original driving license if their job requires driving for
work reasons

o Medical Clearance (where applicable)

e Allow enough time to offer the position to one person and receive their acceptance,
before advising the unsuccessful applicants.

e Recruiting managers must telephone unsuccessful applicants to inform them of the

decision and arrange any feedback.

12
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When speaking to the successful applicants please also confirm:

e Salary, start date, location of post, who to report to on first day and what time etc.

¢ Give the applicant details of how to contact you if needed

¢ Inform the applicant that references will now be requested

e Explain that a contract of employment will be sent out by HR

e Managers should confirm the offer of employment on the above terms and
conditions via email with the candidate to ensure clarity. Often candidates prefer to
wait to serve the current employer with their notice to resign until they have
received a formal offer in writing from the new employer.

e Recruiting managers will need to complete the Appointment Form and send to HR

Competency Based Scoring

The same scoring process and approach can be applied for strengths-based interview

questions and some assessments.
5 = Significantly above the acceptable standard

The applicant has demonstrated most of the behavioural indicators related to the

competency throughout the exercise with no evidence of any negative behaviour.

Very strong examples / evidence provided — this is clearly an area of strength. There

would be no need for personal development in this area for the role applied for.
4 = Above the acceptable standard

The applicant demonstrated most of the behavioural indicators related to the competency
in the exercise and limited evidence of negative behaviour. Strong examples / evidence

provided — potentially an area of strength.

Limited need for personal development in this area in the role applied for.

13
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3 = Acceptable standard

The applicant demonstrated more positive behavioural indicators related to the
competency than negative indicators in the exercise. Any negative behaviours

demonstrated would not raise concern regarding ability to perform in the role.
Development is desirable but not essential for the role.
2 = Below the acceptable standard

The applicant demonstrated more negative behaviours than positive or failed to display

positive behaviour to a satisfactory level.

Personal development would be required concentrating on strengthening their positive
behaviour in this competency area before suitability for the role could be established.

1 = Significantly below the acceptable standard / No evidence

The applicant demonstrated significant negative behaviour with little, if any, positive

behaviour related to the competency. Limited contribution to the exercise.

Strong development needed concentrating on addressing negative behaviour.

14
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		Teitl Y Swydd



Cyfeirnod y swydd: 

Lleoliad:

Cyflog: Gradd …, £ - £

Oriau:   y wythnos

Contract: Parhaol / Cyfnod Penodol / Adeg Tymor

Swydd Fewnol / Allanol

		

		Job Title



Job reference: 

Location:

Salary: Grade…, £  - £

Hours:   per week

Contract: Permanent / Fixed Term until / Term Time

External / Internal vacancy



		

Dylai ymgeiswyr sy’n dymuno cael eu hystyried ar gyfer secondiad gael caniatâd eu Rheolwr cyn ymgeisio am y swydd.



Paragraff fan hyn i ddenu pobl i mewn - beth fydd y swydd hon yn cyflwyno i'r ymgeisydd - gwobrwyo, ymgysylltu, cymhelliant, cyffrous, deinamig, cyfleoedd datblygu, buddion ar gyfer staff, pensiwn ardderchog - pam y dylai'r ymgeisydd wneud cais gyda ni yn lle cyflogwyr eraill? Hysbyseb byr, i ffitio ar un dudalen.



Penodiad yn amodol ar Wiriad Gwasanaeth Datgelu a Gwahardd a geirdaon boddhaol.



Os hoffech chi drafod unrhyw agwedd ar y swydd, ffoniwch enw rheolwyr ar rhif rheolwyr.    





Os oes gennych ddiddordeb yn y swydd wag hon, gwnewch gais ar-lein trwy ein gwefan www.sirddinbych.gov.uk Am ddulliau eraill o wneud cais, cysylltwch â’r Adran Gwasanaethau Cwsmeriaid ar 01824 706100.



Rhaid i ymgeiswyr gwblhau ein ffurflen gais i gael ei ystyried. Mae’n ddrwg gennym nad ydym yn gallu ateb pob cais. Os nad ydych wedi derbyn ateb o fewn tair wythnos i’r dyddiad cau, dylech gymryd yn ganiataol nad ydych wedi cyrraedd y rhestr fer am gyfweliad.



Dyddiad Cau: Dyddiad

Dyddiad Cyfweliad: Dyddiad               

		

		

Candidates who wish to be considered for a secondment opportunity for this role must gain permission from their manager prior to applying.



[bookmark: _GoBack]Paragraph to draw people in – what will this job deliver to the candidate – rewarding, engaging, motivating, exciting, dynamic, development opportunities, benefits for staff, excellent pension – why should the candidate apply with us above other employers? Short advert, to fit on one page. 



Appointment subject to Disclosure & Barring Service Check and satisfactory references.



If you would like to discuss any aspect of the post, please call manager’s name on manager’s number.



If you are interested in this vacancy, please apply on-line via the website www.denbighshire.gov.uk. For alternative methods of applying please contact Customer Services on 01824 706101.



Candidates must complete our application form to be considered. We regret that we are unable to reply to all applications. If you have not received a reply within three weeks of the closing date, you must assume that you have not been short listed for interview.



Closing Date: Date

Interview Date: Date 



		Mae Cyngor Sir Ddinbych yn ymroddedig i Gyfle Cyfartal a’i Safonau Iaith Gymraeg.  Rydym yn croesawu ceisiadau yn y Gymraeg.  Sylwch na fydd unrhyw ffurflenni cais a dderbynnir yn y Gymraeg yn cael eu trin yn llai ffafriol na ffurflenni cais a gyflwynwyd yn Saesneg.

		

		Denbighshire County Council is committed to Equal Opportunities and its Welsh Language Standards. We welcome applications in the Welsh Language and application forms received in the Welsh Language will not be treated less favourably than an application form submitted in English.











		CYNGOR SIR DDINBYCH SWYDD-DDISGRIFIAD



		[bookmark: Text49]Teitl y Swydd: 

		     



		Graddfa: 

		[bookmark: Text2]            



		[bookmark: Text3]Gwasanaeth: 

		     



		[bookmark: Text4]Maes Gwasanaeth: 

		     



		[bookmark: Text5]Yn atebol i: 

		     



		[bookmark: Text6]Cyfeirnod y Swydd / Dyddiad cyhoeddi: 

		     



		Pwrpas y Swydd



		Brawddeg neu ddwy.

e.e. Trefnu a rheoli cynlluniau cynnal a chadw ar ffyrdd y sir



		Prif Gyfrifoldebau	



		Diffinio'r cyfrifoldebau mewn datganiadau yn nodi'r meysydd gwaith.

e.e. Asesu hawliadau colled enillion ar gyfer anafiadau diwydiannol a mynychu cyrsiau i roddi ad-daliadau cywir a chyflym i hawlwyr.

Cynghorir nodi 10 prif gyfrifoldeb ar y mwyaf



		Adnoddau / Offer / Deunyddiau



		Manylion unrhyw offer y bydd deiliad y swydd yn bersonol gyfrifol amdano

e.e. arian mân

Cerbyd Gwastraff



		Goruchwylio / Rheoli Pobl



		Manylu unrhyw gyfrifoldebau goruchwylio a rheoli y bydd gan y swydd.

e.e. rheolaeth atebol uniongyrchol 6 o weithwyr ac 20 aelod staff contract



		Gwybodaeth, Sgiliau, Hyfforddiant a Phrofiad



		Manylu gofynion hanfodol y swydd, gan gynnwys cymwysterau, profiad a nodweddion personol

e.e. rhaid bod yn llyfrgellydd cymwysedig gyda phrofiad sylweddol mewn gwaith llyfrgell plant. Rhaid bod yn frwdfrydig a chreadigol.



		Amodau Gwaith Arbennig



		Manylu unrhyw amodau gwaith penodol sy'n berthnasol i'w swydd

e.e. tywydd garw

sŵn cymedrol, darperir amddiffyniad clyw



		Archwiliadau Cyflogaeth / Gofynion Penodol



		Manylu unrhyw archwiliadau sydd eu hangen sy'n ofyniad i'r swydd

e.e. DBS, Archwiliad Iechyd, Swydd wedi ei chyfyngu'n wleidyddol



Mae'n ofynnol i bob aelod newydd o staff fynd drwy ein gwiriadau recriwtio mwy diogel; clirio DBS, 2 eirda boddhaol yn cwmpasu 3 blynedd o gyflogaeth, tystiolaeth o gymwysterau hanfodol, tystiolaeth o'r Hawl i Weithio yn y DU.



Mae Cyngor Sir Ddinbych yn cydnabod ei rwymedigaethau i ddiogelu plant ac atal caethwasiaeth a masnachu mewn pobl, gan wneud popeth o fewn ei allu i atal caethwasiaeth a masnachu mewn pobl o fewn ei fusnesau. Mae sawl math o gaethwasiaeth modern, gan gynnwys masnachu mewn pobl, llafur gorfodol, caethiwed a chaethwasiaeth. 



Mae diogelwch yn bwysig i bawb, ac mae gofyn i holl gyflogeion Sir Ddinbych weithio yn unol â pholisïau a gweithdrefnau Diogelu Oedolion / Plant y Cyngor, mae dyletswydd arnynt i roi gwybod am unrhyw bryderon sy’n codi yn ystod eu dyletswyddau a bod yn ymwybodol o arwyddion camfanteisio. Dylid codi unrhyw bryderon â’r Rheolwr Diogelu Penodedig er mwyn i’r Cyngor allu gweithredu pan gaiff camfanteisio ei adnabod.





		Gweledigaeth / Cyd-destun



		Ysgrifennwch baragraff neu ddau yn disgrifio gweledigaeth y swydd pan fydd yn swydd newydd, neu ddiffinio'r cyd-destun pan fo'n swydd sydd wedi ei sefydlu eisoes.

e.e. Crëwyd y swydd hon i roddi ffocws i holl weithgareddau plant yng ngwasanaeth newydd Llyfrgell y Sir






















		CYNGOR SIR DDINBYCH MANYLION AM YR UNIGOLYN



		Mae'r Manylion yn nodi'r sgiliau, yr wybodaeth a'r profiad a ystyrir yn hanfodol er mwyn ymgymryd â dyletswyddau'r swydd yn effeithiol. Caiff ei defnyddio wrth lunio rhestr fer ac ar gyfer y broses o gyfweld am y swydd hon. Dylech ddangos ar eich ffurflen gais sut rydych yn bodloni'r meini prawf hyn.  Byddwch ddim ond yn cael eich cynnwys ar y rhestr fer os ydych yn bodloni pob un o’r meini prawf hanfodol (â’r meini prawf dymunol lle bo’n berthnasol).



		[bookmark: Text48]Teitl y Swydd: 

		     



		[bookmark: Text8]Gwasanaeth: 

		     



		[bookmark: Text9]Graddfa: 

		     



		MEINI PRAWF

		HANFODOL

		DYMUNOL

		DULL ASESU

Ffurflen Gais / Cyfweliad / Cyflwyniad / Geirda ac ati



		1. ADDYSG A CHYMWYSTERAU

		Sicrhewch y defnyddir meini prawf rhesymol, gan fod yn ymwybodol o ddefnyddio’r rhain ar gyfer y rhestr fer 



Uchafswm a argymhellir = 2

		

		



		2. PROFIAD PERTHNASOL

		Canolbwyntio ar brofiad ystyrlon, ymarferol, nid hyd gwasanaeth 



Uchafswm a argymhellir = 4

		

		



		3. GWYBODAETH A SGILIAU CYSYLLTIEDIG Â’R SWYDD

		Ystyried sgiliau / gwybodaeth trosglwyddadwy



Uchafswm a argymhellir = 5

		

		



		4. NODWEDDION PERSONOL

		Canolbwyntio ar nodweddion mesuradwy y gallwch eu hasesu yn y cyfweliad 



Uchafswm a argymhellir = 5

		

		



		5. GOFYNION ERAILL

		Uchafswm a argymhellir = 2



Empathi gyda’r Gymraeg a diwylliant Cymru. 

		Yn rhugl yn yr Iaith Gymraeg

		









		DENBIGHSHIRE COUNTY COUNCIL JOB DESCRIPTION



		[bookmark: Text25]Job Title: 

		     



		[bookmark: Text26]Grade: 

		     



		[bookmark: Text27]Service: 

		     



		[bookmark: Text28]Service Area: 

		     



		[bookmark: Text29]Responsible to: 

		     



		[bookmark: Text30]Job ID Number / Date Issued: 

		     



		Job Purpose



		Give one or two sentences.

e.g. To organise and project manage maintenance schemes on County Roads



		Principal Accountabilities and Responsibilities



		Define the accountabilities in statements stating the areas of work.

e.g. Assess claims of loss of earnings for industrial injuries and attendance at courses to provide claimants with accurate and speedy reimbursements.

A Maximum of 10 principal accountabilities is advised.



		Resources/Equipment/Material



		Detail any equipment that the post will be personally responsible for.

e.g. petty cash

Refuse Truck



		Supervision/Management of People



		Detail any supervision and management responsibilities that the post will have.

e.g. Direct line management of 6 employees and 20 contract staff



		Knowledge, Skills, Training and Experience



		Detail the essential requirements of the post, including qualification, past experience and personal qualities.

e.g. Must be a qualified librarian with substantial experience in children’s library work.  Must be enthusiastic and creative.



		Special Working Conditions



		Detail any working conditions that the post may be exposed to.

e.g. exposure to extreme weather

exposure to moderate noise, ear protection provided



		Employment Checks/ Specific Requirements



		Detail any employment checks that will be a requirement of the post

e.g. DBS Check, Health Surveillance, Politically Restricted Post

If you need further clarification on DBS checks please contact HR Direct for advice



All new starters are required to undergo our standard safer recruitment checks; DBS clearance, 2 satisfactory references covering 3 years employment, evidence of essential qualifications, evidence of Right to Work in the UK. 



Denbighshire County Council recognises its obligations to safeguard children and adults together with preventing slavery and human trafficking and will do all in its power to prevent slavery and human trafficking within its business. Modern slavery can take many forms including the trafficking of people, forced labour, servitude and slavery.



Safeguarding is everyone’s business and all Denbighshire employees are required to work in accordance with the Council’s Child / Adult Safeguarding policies and procedures and have a duty to report any concerns which may be noted during the course of their duties and are asked to be alert to the signs of exploitation. Concerns should be raised via their Designated Safeguarding Manager in order that the Council can take prompt action when exploitation is identified.





		Vision/Context



		Write one or two paragraphs to describe either the vision of the post when it is a new post, or to define the context when it is an established position.

e.g. This job was created to give focus to all children’s activities in the new County Library Service.  















































		DENBIGHSHIRE COUNTY COUNCIL PERSON SPECIFICATION



		The Person Specification sets out the skills, knowledge and experience that are considered to be necessary to carry out the duties of the post effectively. It will be used in the short-listing and interview process for this post. You should demonstrate on your application form how you meet these criteria as you will only be shortlisted if you meet all of the essential criteria (and desirable criteria where applicable).



		[bookmark: Text68]Post Title: 

		     



		Service

		     



		Grade: 

		     



		

CRITERIA



		ESSENTIAL

		

DESIRABLE



		METHOD OF ASSESSMENT

Application Form / Interview / Presentation / References etc



		1. EDUCATION & QUALIFICATIONS

		Please ensure a reasonable amount of criteria are included, being mindful of using these for shortlisting 



Recommended max = 2

		

		



		2. RELEVANT EXPERIENCE

		Focus on meaningful, practical experience, not length of service



Recommended max = 4

		

		



		3. JOB RELATED KNOWLEDGE & SKILLS

		Consider transferable knowledge / skills



Recommended max = 5

		

		



		4. PERSONAL QUALITIES

		Focus on measurable qualities you can assess at interview



Recommended max = 5

		

		



		5. OTHER REQUIREMENTS

		

Recommended max = 2



Empathy with the Welsh Language and Culture

		Fluent in Welsh language
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VACANCY CONTROL FORM – Schools and DLL only

Job Adverts will be placed by Human Resources within 5 working days of receiving the completed and authorised Vacancy Control Form, evaluated Job Description, Person Specification and Advertisement (using the current format). Templates can be found on the intranet on the HR home page. Please review the timescales within the Recruitment & Selection policy and plan recruitment according to these timescales. 

		Section Details



		Job Title (as stated on JD)

		     



		Have you reviewed the JD and PS to ensure they are still relevant and fit for purpose? E.g. are essential qualifications still correct?

		 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No (please contact HR)



		Has the JD been evaluated?  

		 FORMDROPDOWN 


		Budget Code for Advertisement

		     



		Position reference


(this can be found on iTrent > position details for existing position) 

		     

		Budget Code for Appointment

		     



		Section

		     

		Location

		     



		Line Manager

		     



		Reason for Recruitment



		Reason for Vacancy

		 FORMDROPDOWN 




		Employee Name(s)

		                 



		Termination Date(s):

		     /     /     

		HR Notified?

		 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No (please email HR)



		Please state the reasons and justification for requesting the recruitment to this position: 

		     



		Career Pathway Consideration



		If you would like to develop a Career Pathway, please speak to HR for support in creating this using the correct templates and ensuring a consistent process. If a Career Pathway is already in place, please ensure the table is included within vacancy pack when submitting this VCF.



		Is this position part of a Career Pathway?

		 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No 



		If YES: 

		Job title/ID of starting position:      

Job title/ID of end position:      

		Ideally, are you seeking to appoint someone at the top, or the bottom of the Pathway?

		 FORMCHECKBOX 
 Top

 FORMCHECKBOX 
 Bottom



		If YES, is there a Framework that provides the essential qualification / experience / skills / competencies? (Please contact HR if unsure)

		 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No



		College/Learning Provider: 


     

		Name of Framework: 


     

		Level of qualification:


     



		Contract Details



		Contract Type

		 FORMDROPDOWN 




		If Fixed Term

		From     /     /      To      /     /     



		Salary Grade

		     

		Hours per week

		     



		Working Pattern In hours & minutes (supply staff don’t have a working pattern)

		

		Mon

		Tues

		Weds

		Thurs

		Fri

		Sat

		Sun



		

		a.m

		     

		     

		     

		     

		     

		     

		     



		

		p.m

		     

		     

		     

		     

		     

		     

		     



		Is this position term time only?

		 FORMDROPDOWN 
   If yes, please state TTO percentage*:       %


*For schools, term time only percentage can be sought from the Cluster Business / Finance Manager. For corporate staff, please see the ‘Guide – working out term time only rates’ on the Intranet



		Schools: Does this post attract TLR/SEN allowance?

		 FORMCHECKBOX 
   TLR            



		

		 FORMCHECKBOX 
   SEN            



		Teachers Percentage (if applicable)

		     %



		What level of Welsh language skills are required?              

		 FORMDROPDOWN 




		Health Screening Questionnaire Analysis required? (select all that apply):

		 FORMDROPDOWN 
      FORMDROPDOWN 


 FORMDROPDOWN 
      FORMDROPDOWN 




		Is the post holder required to undergo a DBS check?     




		 FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes


Please state the full reason below.  A DBS check must be justified and if ‘yes’ is selected, this may be challenged by HR. Guidance can be found on the intranet.



		     



		Advertising details



		All job adverts are placed internally only for a minimum of 2 weeks, and only go to external advert if internal is unsuccessful. If you require a job advert to go externally straight away, please provide the justification for this below. Adverts with a request for external recruitment without justification will be placed internally by default. 



		Advert Type

		 FORMDROPDOWN 




		     





		Advertising locations


Please note, all vacancies will be advertised on both the Intranet and the DCC Website. If the vacancy is authorised for external recruitment by Head of Service & Finance, please state where it is to be advertised, including estimated costs if known. If you require adverts to be placed in specialist publications, please provide names and costs below. PR can assist with obtaining quotes for adverts. 



		     

		£      



		     

		£      



		     

		£      



		Interview date(s) (if confirmed)

		       



		Are there any assessments required in addition to the normal interview process? Or do you want to run an assessment centre?

		 FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes, 


Please contact the Organisation Development Specialist to discuss prior to advertisement.   



		Does this post fall under Domiciliary Care?  (Additional references may need to be requested)

		 FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes



		Headteacher / Head of Service and Finance Authorisation


Email signatures are acceptable if sent from the approver’s mailbox.  Emails sent on behalf of the approver will not be accepted. Application forms will only be sent to the recruiting manager (the manager who emails the information in to HR Direct), and only after the vacancy has closed. 



		

		Date

		Signed Name



		Headteacher / Head of Service

		     

		     



		Finance

		     

		     



		Denbighshire Leisure Ltd. only



		Managing Director

		

		



		Company Accountant

		

		





Please forward the completed and authorised vacancy control form along with electronic copies of an evaluated Job Description, Person Specification and Advertisement to hrdirect@denbighshire.gov.uk. All documents need to be on the same email. Failure to follow this procedure or provide the correct information will result in a delay in the vacancy being advertised. 

Version 3. AM schools and DLL only
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VACANCY CONTROL FORM - CORPORATE SERVICES

Please note that as of 7th September 2023, there are additional recruitment controls in place for vacancy approvals, which require CET approval. This form needs to be completed by the recruiting manager along with the relevant Head of Service and submitted to Human Resources (hrdirect@denbighshire.gov.uk).

Job Adverts will be placed by Human Resources on receipt of CET approval and the completed and authorised Vacancy Control Form, evaluated Job Description, Person Specification and Advertisement (using the current format). Templates can be found on the intranet on the HR home page. Please review the timescales within the Recruitment & Selection policy and plan recruitment according to these timescales. 

		Section Details



		Job Title (as stated on JD)

		     



		Have you reviewed the JD and PS to ensure they are still relevant and fit for purpose? E.g. are essential qualifications still correct?

		 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No (please contact HR)



		Has the JD been evaluated?  

		 FORMDROPDOWN 


     

		Budget Code for Advertisement

		     



		Position reference


(this can be found on iTrent > position details for existing position) 

		     

		Budget Code for Appointment

		     



		Section

		     

		Location

		     



		Line Manager

		     



		Employee Name(s) (being replaced)

		     



		Is the post grant funded? If so, through which grant funding scheme?

		     



		Reason for Vacancy

		 FORMDROPDOWN 




		Termination Date(s):

		     /     /     

		HR Notified?

		 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No (please email HR)



		Exemptions



		The following categories are exempt and do not require a Business Case for CET approval: 


1. Any job role which requires backfilling by an agency worker from day 1 of absence – i.e. Catering, Cleaning, Refuse Collector, Day/Night Care Assistants


2. Social Workers in Children’s Services


3. Schools





		Does this post fall under the above exemptions?



		 FORMCHECKBOX 
 Yes - please explain your rationale:



		

		     





		

		 FORMCHECKBOX 
  No -  please complete the ‘Business Case for CET Approval’ Box below.





		Business Case for CET Approval



		Please outline the business case and justification for requesting the recruitment to this position: 

		





		What alternative options have you considered?

		





		What are the implications of not filling this vacancy?

		     





		Career Pathway Consideration



		If you would like to develop a Career Pathway, please speak to HR for support in creating this using the correct templates and ensuring a consistent process. If a Career Pathway is already in place, please ensure the table is included within vacancy pack when submitting this VCF.



		Is this position part of a Career Pathway?

		 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No 



		If YES: 

		Job title/ID of starting position:      

Job title/ID of end position:      

		Ideally, are you seeking to appoint someone at the top, or the bottom of the Pathway?

		 FORMCHECKBOX 
 Top

 FORMCHECKBOX 
 Bottom



		If YES, is there a Framework that provides the essential qualification / experience / skills / competencies? (Please contact HR if unsure)

		 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No



		College/Learning Provider: 


     

		Name of Framework: 


     

		Level of qualification:


     



		Contract Details



		Contract Type

		 FORMDROPDOWN 




		If Fixed Term

		From     /     /      To      /     /     



		Salary Grade

		     

		Hours per week

		     



		Working Pattern In hours & minutes (supply staff don’t have a working pattern)

		

		Mon

		Tues

		Weds

		Thurs

		Fri

		Sat

		Sun



		

		a.m

		     

		     

		     

		     

		     

		     

		     



		

		p.m

		     

		     

		     

		     

		     

		     

		     



		Is this position term time only?

		 FORMDROPDOWN 
   





		What level of Welsh language skills are required?              

		 FORMDROPDOWN 




		Health Screening Questionnaire Analysis required? (select all that apply):

		 FORMDROPDOWN 
      FORMDROPDOWN 


 FORMDROPDOWN 
      FORMDROPDOWN 




		Is the post holder required to undergo a DBS check?     




		 FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes


Please state the full reason below.  A DBS check must be justified and if ‘yes’ is selected, this may be challenged by HR. Guidance can be found on the intranet.



		     





		Advertising Details



		All job adverts are placed internally only for a minimum of 2 weeks, and only go to external advert if internal is unsuccessful. If you require a job advert to go externally straight away, please provide the justification for this below. Adverts with a request for external recruitment without justification will be placed internally by default. 



		Advert Type

		 FORMDROPDOWN 




		     



		Advertising locations


Please note, all vacancies will be advertised on both the Intranet and the DCC Website. If the vacancy is authorised for external recruitment by Head of Service & Finance, please state where it is to be advertised, including estimated costs if known. If you require adverts to be placed in specialist publications, please provide names and costs below. PR can assist with obtaining quotes for adverts. 



		     

		£      



		     

		£      



		     

		£      



		Interview date(s) (if confirmed)

		       



		Are there any assessments required in addition to the normal interview process? Or do you want to run an assessment centre?

		 FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes, 


Please contact the Organisation Development Specialist to discuss prior to advertisement.   



		Does this post fall under Domiciliary Care?  (Additional references may need to be requested)

		 FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes





		Head of Service and Finance Authorisation



		Email signatures are acceptable if sent from the approver’s mailbox.  Emails sent on behalf of the approver will not be accepted. 

Application forms will only be sent to the recruiting manager (the manager who emails the information in to HR Direct), and only after the vacancy has closed. 






		

		Date

		Signed Name



		Headteacher / Head of Service

		     

		     



		Finance

		     

		     



		CET Approval 



		Recruitment Decision 

		 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
 No



		Comments:

		     



		Date of Decision:

		     



		HR Services Manager Signature:

		     





Please forward the completed and authorised vacancy control form along with electronic copies of an evaluated Job Description, Person Specification and Advertisement to hrdirect@denbighshire.gov.uk. All documents need to be on the same email. Failure to follow this procedure or provide the correct information will result in a delay in the vacancy being advertised. 

Version 3.4 AM DUPLICATE





