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Leeds Women’s Aid

Policy for the Recruitment and Selection of Staff

1
Introduction

Leeds Women’s Aid recognises and values the diversity in society and is committed to operating fair and non-discriminatory recruitment and selection policies and procedures. 

Any procedures that are implemented by Leeds Women’s Aid will ensure that

· all applicants for positions within the organisation will be considered on their skills, knowledge, experience and ability in relation to the stated job requirements

· no applicant will receive less favourable treatment on the grounds of sex, sexuality, race, disability, age, HIV or criminal conviction

· all employees and volunteers will receive equal access to supervision and support, training and personal and professional development opportunities on the basis of their skills, experience, knowledge and ability

2
Selection and Recruitment

Vacancy advertising 

· Wherever appropriate, all job vacancies will be advertised as widely as possible, within the financial constraints of the organisation.

· Wherever possible, steps will be taken to ensure that knowledge of job vacancies reaches under-represented groups internally and externally.

· All vacancy advertisements will include a short statement on LWA’s commitment to equal opportunities and will state that Leeds Women’s   Aid is an equal opportunities employer.

· Wherever possible, job vacancies will be distributed to community groups and community and cultural centres, and other relevant organisations as well as the local media. 

· Information for job applicants will be available in large print, Braille and on audiotape, on request.

· All posts will be advertised to encourage applicants from a broad spectrum of society.  
Selection and Recruitment
· Selection criteria (job description and person specification) will be kept under review to ensure that they are non-discriminatory and essential for the effective performance for the job.

· Formal qualifications should not be required unless they are necessary to fulfil the requirements of the post. Relevant overseas qualifications should also be acceptable.

· At least two women will be involved in the selection, interview and recruitment procedure and wherever possible Black women, lesbians or disabled women will be included.  Wherever possible one woman will be a trustee.  All women involved in this process should have received equal opportunities training related to selection and recruitment.


· Reasons for selection and rejection of applicants for vacancies must be recorded. Unsuccessful candidates shall be given an explanation as to why they were unsuccessful, if requested.

· All questions at interview shall relate directly to the person specification. Applicants will not be asked about their personal circumstances.

· Leeds Women’s Aid will guarantee an interview for job applicants with a disability providing they meet the person specification.
Positive action-training, promotion and conditions of service
· Positive action measures are permitted under the Race Relations Act to address the under-representation of racial groups in the workforce.

· Under-represented groups of women will be encouraged to apply for training and employment opportunities. Wherever possible, special training will be provided for such groups to prepare them to compete on genuinely equal terms for jobs and training. However, actual recruitment to all jobs will be strictly on merit.

· Wherever necessary, use will be made of lawful exemptions to recruit suitably qualified women to cater for the special needs of particular groups.

· Wherever possible, steps will be taken identify and remove unnecessary and unjustifiable barriers and provide appropriate facilities and conditions of service to meet the special needs of disadvantaged and/or under-represented groups.

Personnel records

· In order to ensure the effective operation of the equal opportunity policy (and no other purpose) a record will be kept of all staff and job applicant’s age, racial origin, disability and sexuality as recorded on the Equal Opportunities Monitoring Form.

Such records will be analysed regularly, and appropriate follow-up action taken.

3
Application Packages

All requests for information relating to an advertised vacancy will be forwarded an Application Package containing

· an introductory letter

· general information about Leeds Women’s Aid

· an application form

· a job description

· a person specification

· an equal opportunities statement

· an equal opportunities monitoring form

· a policy on the recruitment of ex offenders

· a Disclosure statement

4
Job Descriptions and Person Specifications

When the decision is taken to advertise a vacant post or create a new post within the organisation the (appropriate person(s) within the organisation), will review the job description and person specification.  They will identify any changes that may need to be made to the criteria, grading and salary of the post and make recommendations to the (authorised person / body).
5
Short Listing and Interviewing Panel

The personnel comprising the short listing and interviewing panels will be the same persons, unless extraordinary circumstances prevent this, and they will have received training in the recruitment and selection of staff.

6
Disclosure of Criminal Convictions

Leeds Women’s Aid will not automatically regard a criminal record as a bar to employment within its organisation.  Any conviction an applicant holds will be assessed and considered in relation to the post applied for.

Where a position is considered to require a Criminal Record Check (Disclosure) this will be clearly stated within the recruitment literature and on the application form.  The candidate will be informed that confirmation of the post will be subject to a satisfactory disclosure and be asked to sign to agree to a disclosure statement being sought.

In accessing and handling Disclosure Information Leeds Women’s Aid will exercise strict confidentiality complying with the Criminal Records Bureau’s Code of Practice and the organisation’s ‘Policy Statement on the Recruitment of Ex offenders’.

7
Canvassing

Any attempt by or on behalf of a candidate to influence the recruitment decision by seeking the support of any Leeds Women’s Aid personnel may disqualify the candidate.

8
Confidentiality

Strict confidentiality will be maintained at all times, applications and associated materials will be confidential to the recruitment panel and identified administration personnel. 

All information relating to a Disclosure (Criminal Record Check) will be handled in strict confidence according to the ‘Policy Statement on the Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information’ and the ‘Confidentiality Statement In Respect Of Disclosure Information’.

This policy was approved by    …………………………………………………..

Signed   ……………………………………   Date   ………………………………
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