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	       What are the aims of the document?

The Recruitment Policy sets out the key principles and standards that should be adhered to all times throughout the recruitment process.



	      What are the objectives of the document?

The objectives of the Recruitment Policy are to ensure a consistent, fair and safe approach to recruitment, ensuring that employment legislation, equality legislation and mandatory checks are complied with.

The Recruitment Policy operates within wider Human Resources related policies including Valuing Diversity Strategy and Equal Opportunities Policy.



	       How will the effectiveness of the document be monitored?

Monthly assurance reports are provided to the Director of Workforce & Organisational Development on standards involving recruitment and selection practice, including professional registrations, speed of issuing contracts, Criminal Record Bureau clearance, Critical Employment Incidents, missing or temporary National Insurance numbers, withdrawal of employment offers, alert letters, immigration exceptions.  Each of the 6 NHS Employment Check Standards the Trust follows are monitored and have assurance processes in place.

	       Who is the target audience of the document (which staff groups)?

Managers and Clinicians responsible for recruitment.

Human Resources staff.



	       Which stakeholders have been consulted with and how?

Director of Workforce and Organisational Development; Assistant Director of HR, Assistant Director of HR Development; HR Managers.

One to one meetings.


	       Who is it likely to impact on?

X

Staff

Patient

Visitors

Carers

X

Other - Applicants

(please specify):  




	
	Yes or No
	Give reasons for decision
	What evidence was examined?
	Is the impact High/Medium/Low

	Does the policy/strategy/function or proposed change affect one group more or less favourably than another on the basis of:
	
	
	
	

	Race
	No
	All ethnicity monitoring information is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.  Ethnic monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website, and starter information from Electronic Staff Record.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low

	Ethnic Origin (including gypsies and travelers)
	No
	All ethnicity monitoring information is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.  Ethnic monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website, and starter information from Electronic Staff Record.  The data does not include information on gypsies and travelers.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Medium 

	Nationality
	No
	All data relating to nationality is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.
	The Trust’s equal opportunities data taken from NHS Jobs website.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low

	Gender
	No
	All data relating to gender is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.  Gender monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website, and starter information from Electronic Staff Record.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low

	Culture
	Possibly
	All personal details and monitoring information is withheld from the shortlisting panel.  Monitoring information is reported to the Trust Board.

Specific information on culture is not held.
	The Trust’s equal opportunities data taken from NHS Jobs website, and starter information from Electronic Staff Record.  The Trust has a code of expectations, dress code, worklife balance policy, flexible working policy, family-friendly policies.

The Trust’s equal opportunities in employment policy.
	Medium

	Religion or belief
	No
	All data relating to religion or belief is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.  All religion or belief monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low

	Sexual Orientation (including lesbian, gay, bisexual and transgender)
	No
	All data relating to sexual orientation is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.  All sexual orientation monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low

	Age
	No
	All data relating to age is withheld from the shortlisting panel and therefore does not impact on the shortlisting process.  All age monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low

	Disability (including learning disability, physical, sensory impairment and mental health)
	No
	All applicants who consider themselves having a disability and meet the essential criteria for the post applied for are invited to interview under the Guaranteed Interview Scheme.  The invite to interview letters includes information on any special requirements a candidate may require on the interview day.  
	The Trust’s equal opportunities data taken from NHS Jobs website.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust is a recognised user of the disability symbol which appears on job advertisements and is provided for on the application form.

The Trust’s equal opportunities in employment policy.
	Low

	Socially excluded groups (eg offenders, travellers)
	Possibly
	Most posts within the Trust are exempt from the Rehabilitation of Offenders Act 1974.  When convictions are disclosed the Trust follows the Fair Treatment Rehabilitation of Offenders Policy.  A criminal record is not necessarily a bar to employment with the Trust.  This information is withheld from the shortlisting panel.  Monitoring information is reported to the Trust Board.
	The Trust’s equal opportunities data taken from NHS Jobs website.  Information is not available on travellers. 

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.

Monitoring information does not include data on travelers.
	Medium

	Human Rights
	No
	All personal details and monitoring information is withheld from the shortlisting panel.  Monitoring information is reported to the Trust Board. Applications are shortlisted on merit in line with guidance following an Employment Appeal Tribunal which refers to the Equalities and Human Rights Commission. 
	The Trust’s equal opportunities data taken from NHS Jobs website.

The Trust’s equal opportunities statement in adverts on NHS Jobs and in external publications.  

The NHS’s statement on equality on application forms.

The Trust’s equal opportunities in employment policy.
	Low


	Action Required:

Demographic data capture of potential applicants and comparison with recruitment equal opportunities data captured for applicants, those shortlisted and those appointed.

A review of recruitment equal opportunities reporting.



	Action Lead: Head of Recruitment & Retention / Recruitment Manager - Governance
	To be delivered by when: By end of December 2009.

	Progress to date:

Equal opportunities reporting meeting arranged for July 2009.



	Next steps:



	How will the impact on the service/policy/function be monitored and evaluated?

Equal Opportunities reporting to the Trust Board; comparisons over time.



	Person completing the assignment:

Head of Recruitment & Retention / Recruitment Manager – Governance.


	Date: 2 July 2009 

Review Date: July 2011


