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Executive Summary 
 

This is a policy for the East and North Hertfordshire Clinical Commissioning Group, 
hereafter referred to within the policy as the CCG.  
 
It is the policy of the CCG to fairly and cost effectively recruit and select the best 
quality staff, in the right numbers, with the right skills, knowledge and experience to 
provide high quality service delivery, ensuring that our appointment procedures are 
consistent with good employment practise. 
 
 The CCG recognises its staff as being fundamental to its success. A strategic and 
professional approach to recruitment processes helps enable  to attract and appoint 
staff with the necessary skills and attributes to fulfil its strategic aims and objectives, 
supporting the delivery of exceptional and appropriate levels of care to our patients 
and users.  
 
The CCG is committed to ensuring that the recruitment and selection of staff is 
conducted in a manner that is systematic, efficient, effective and promotes equality 
of opportunity. 
 
 The CCG will take all necessary steps to ensure that it’s Recruitment Procedures, 
including pre and post employment checks are implemented in accordance with the 
NHS Employment Check Standards.  
 
Recruitment should be treated as a key public relations exercise as the way it is 
managed affects’s image, and consequently its ability to attract and appoint high 
calibre staff.  
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1. INTRODUCTION 

1.1 The CCG is committed to being an organisation within which diversity, 
equality and human rights are valued. We will not discriminate either directly 
or indirectly and will not tolerate harassment or victimisation in relation to 
gender, marital status (including civil partnership), gender reassignment, 
disability, race, age, sexual orientation, religion or belief, trade union 
membership, status as a fixed-term or part-time worker, socio - economic 
status and pregnancy or maternity. 

1.2 The CCG works to a framework for handling personal information in a 
confidential and secure manner to meet ethical and quality standards.  This 
enables National Health Service organisations in England and individuals 
working within them to ensure personal information is dealt with legally, 
securely, effectively and efficiently to deliver the best possible care to 
patients and clients. 

1.3 The CCG, via the Information Governance Toolkit, provides the means by 
which the NHS can assess our compliance with current legislation, 
Government and National guidance. 

1.4 Information Governance covers: Data Protection & IT Security (including 
smart cards), Human Rights Act, Caldicott Principles, Common Law Duty of 
Confidentiality, Freedom of Information Regulations and Information Quality 
Assurance 

1.5 The CCG is committed to attracting, recruiting and retaining competent and 
motivated staff.  Good recruitment and selection practices are critical to the 
success of the CCG and have a direct impact on their capacity to meet their 
goals.  Failure to recruit effectively will increase turnover, be costly and will 
involve the PCT in cases of under-performance and demotivation. 

1.6 The aim of the CCG is to achieve best practice within recruitment and 
selection processes will: 

• Promote non-discriminatory recruitment and selection activities; 
• Facilitate the appointment of the best person for the job; 
• Help the  CCG to recruit a diverse workforce reflective of the 

communities they serve; and  
• Ensure recruitment and selection activities are fair, open and cost 

effective  

2. SCOPE OF THE POLICY 

2.1 This policy applies to the recruitment and selection of all staff. The 
procedures described will be followed by all staff and by the HR Service 
undertaking recruitment on behalf of CCG. 

3. OTHER RELEVANT POLICIES 

3.1 Other policies which should be taken into consideration when applying this 
policy and procedure are: 

• Equality and Diversity in Employment Policy  

• Secondment Policy and Procedure 
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• Disclosure and Barring (DBS) Policy  

• Job Matching, Job Evaluation & Appeals Procedure 

• Employment of Relatives 

• Guidance on the Maintenance of Personnel Files 

4. LEGAL FRAMEWORK 

4.1 In accordance with the Equality and Diversity in Employment Policy the CCG 
aims to ensure that no job applicant or employee is discriminated against.  
People will be treated equally regardless of their role, gender, marital status, 
age, race, colour, nationality, disability, ethnic or national origin, social 
background, sexual orientation, religious belief, political opinion, union 
membership or gender reassignment. 

4.2 The CCG is required to adhere to all relevant employment legislation that 
may affect recruitment and selection. This policy and procedure incorporates 
legal requirements and recommended good practice and are designed to 
support the aims set out in the CCG’S Equality and Diversity in Employment 
Policy. 

4.3 Recruitment of Ex-Offenders: All new and current staff within areas specified 
by legislation will be required to disclose any criminal record.  It should be 
noted, however, that the CCG will not automatically exclude an individual for 
a post on the basis of a criminal record without proper consideration.  (Please 
refer to the CCG’s Disclosure and Barring (DBS) Policy.   

5. RECRUITMENT AND SELECTION PROCEDURE 

5.1 The aim of this procedure is: 

• To attract and retain a diverse workforce which is representative, throughout 
the organisational levels, of the community it serves 

• To promote it’s vision by enabling those involved in recruitment to attract, 
develop and retain the best people across disciplines, putting patients at the 
centre of everything that is done; 

• To promote itself as an employer of choice, with a particular emphasis on 
recruitment from the local community. This will be balanced with a need to 
attract staff with the right skills and experience from both the national and 
international arena; 

• To ensure that recruitment and selection processes are efficient, consistent, 
fair and transparent, within core times and committed to provide equality of 
opportunity for all; 

• To ensure that recruitment decisions are fair, transparent and based on 
objective and justifiable criteria; 

• To set standards of best practice and ensure adherence to these across the 
Trust; 
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• To set a corporate style for advertising to ensure consistency and 
recognisable branding; 

• To follow efficient and effective recruitment practices to new recruits into post 
in the right timescales; 

• To ensure legislative requirements are met. 

• To help recruiting managers to analyse the knowledge and skills required for 
the job 

6. NEW POSTS 

6.1 In order to create a new post the following steps must be followed: 

• The need for the post must be identified by the line manager and supported 
by the relevant Director. 

• The funding for the post, including on-costs, must be identified by the budget 
holder.   

• A job description and person specification must be prepared by the line 
manager prior to the post being advertised. 

• The post must be formally banded using the CCG Job Matching, Job 
Evaluation & Appeals Procedure. 

7. VACANT POSTS 

7.1 When a post becomes vacant, whether it be a permanent or temporary 
vacancy the following should be considered: 

7.2 Appointing to a vacant post without advertising 

• Can the work itself be eliminated? 

• Can the work be absorbed by re-organising existing resources? 

• Is there still a job to be done? 

• Is it the same job as was done previously? 

• Can skill mix be considered as an alternative? 

• Will the job be permanent or temporary? 

• Can the vacancy be covered with a temporary secondment? 

• Is this one vacancy or can a single process be used to fill this and 
subsequent vacancies? 

• Are you recruiting solely to fill this particular post or are you looking for 
somebody with promotion potential? 

7.2.1 If a post becomes available on a temporary basis due to such reasons 
as maternity, or long-term sickness cover, the recruitment process 
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must be considered when selecting a current employee to cover the 
vacancy.  In such circumstances, it may be appropriate to recruit to the 
vacancy from a specific group of staff, for example, where the post is of 
a specialist nature.  

7.2.2 Should the post then become available on a permanent basis, it may 
be possible to waive the standard recruitment process. 

7.2.3 This will only be the case where it can be demonstrated that the initial 
selection for the post was made fairly and equitably, i.e. other people 
were also given the opportunity.  

7.2.4 Temporary appointments will be reviewed between 10 and 12 months 
in order to establish whether the temporary promotion can be ended 
and the employee confirmed into that position.  

7.2.5 The ‘ring fencing’ of vacancies would normally only apply where 
certain jobs are at risk.  Where managers are considering ‘ring 
fencing’ vacancies for any other reason they must first discuss with 
Human Resources prior to doing so.  

8. JOB DESCRIPTIONS AND PERSON SPECIFICATIONS  

8.1 When a post is going to become vacant it is the responsibility of the manager 
with HR input, to review and revise the existing job description or to prepare a 
new one.  This should take into account any organisational changes which 
have occurred since the post was last recruited to or which are planned in the 
immediate future and whether work patterns or new technology have 
impacted upon the post.  

8.2 Job Descriptions    

All job descriptions will be written in line with the CCG Equality and Diversity 
in Employment Policy and must accurately reflect the requirements of the job. 

To ensure consistency of approach a Job Description Template is available 
on the CCG Intranet. 

8.3 Person Specifications 

The person specification describes the ideal person to fill the job and is a 
profile of the skills and knowledge managers look for when recruiting.  It 
indicates the criteria candidates have to meet to be considered for the job and 
should be based as closely as possible on the job description for the post.  

Selection on grounds of a particular race, gender, disability, sexual orientation 
or religion/belief is allowed in certain jobs where it is a genuine occupational 
qualification for that job.  Where applicable, genuine occupation requirements 
classifications will be applied (GOR). 

If candidates are not expected to possess all the necessary skills on joining 
and training is offered then this should also be noted on the person 
specification. 
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All person specifications will be in line with the CCG’s Equality and Diversity in 
Employment Policy and must accurately reflect the knowledge, training and 
skills, which are essential and desirable for the post concerned. 

To ensure consistency of approach a Person Specification Template is 
available on the CCG Intranet. 

9. RECRUITMENT AUTHORISATION PROCEDURE   

9.1 Introduction  

This procedure must be used to seek approval to fill a post irrespective of the 
status of the vacancy.  

Process 

When the line manager determines that a post should be filled or cover is 
required he/she should ensure sections 1-3 of Form ESR 3.9 (Appendix 1) are 
completed in full, with the exception of the Director sign off.    

The form should then be submitted to the Director for sign off.   

Once completed the line manager will send the form to the HR Team for them 
to action and start the recruitment process. 

10. ADVERTISING THE JOB 

10.1 The advertisement, written in conjunction with the HR Team and using 
Advertisement Information Form (Appendix 2), should show clearly the 
following points:  

• job title 
• salary  
• job type i.e. permanent, fixed term – the length of time included 
• location 
• hours of work, full time, part time, job share 
• brief outline of duties and key criteria from the person specification 
• any special conditions of employment, e.g. driving licence 
• any training provided 
• contact person for enquiries from applicants/informal visits 
• where/how to get an application form and further details 
• closing date for applications  
• interview date 

10.2 The advertisement should be compiled using information from the job 
description and person specification.  In this way managers should receive 
applications from candidates with the required skills, abilities and experience. 

10.3 All jobs will be placed on the CCG intranet together with the NHS Jobs 
website as applicants are required to apply online.   

10.4 Where external advertising is appropriate, the recruiting manager should 
establish, with HR input, the most efficient and effective method of 
advertising e.g. newspapers and/or professional journals/websites. 
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10.5 The advertisement should be brief but interesting and designed to attract 
applicants to find out more about the job.  It should describe the job simply, 
avoid jargon, be non-discriminatory and avoid any gender or culturally 
specific language.   

10.6 No advertisements are to be placed in professional journals, etc. without 
having first been advertised on the NHS jobs website and the CCG intranet 
for at least 10 days. 

10.7 Should no suitable applications be forthcoming via the NHS jobs         
website the recruiting manager will have to agree with the budget holder 
which additional media to use.  

11. THE HR TEAM 

11.1 Will provide assistance to line managers in determining the most appropriate 
recruitment methods/media to use. 

11.2 Will provide applicants with sufficient information to enable them to make an 
informed application. The following are also made available to prospective 
applicants on the NHS jobs website: 

• Advertisement 
• A current, accurate job description and person specification 
• Relevant application form 
• Equality and Diversity in Employment policy. 
• Statement that disabled applicants who meet the minimum selection criteria 

for the position will be guaranteed an interview 
• Confidential Help for Disabled Applicants  
• Statement that the CCG operates a “no smoking policy” 
• Information on family friendly policies 
• The benefits of working with the CCG (link to be included) 
• Protocol on the Recruitment of Ex-offenders. 

• ENHCCG Pack 

12. SHORTLISTING 

12.1 Following the closing date the HR team will send on all applications within 
24 hours of the closing date to all nominated Panel members, with the Short 
listing form (Appendix 3). 

12.2 Short listing should take place as soon as possible after the closing  date 
from the receipt of applications and should be carried out by at least one 
nominated Panel member. Any conflict of interest should be declared at this 
time. 

12.3 Candidates should be assessed for short listing on the basis of information 
given on the application form in comparison with the essential and desirable 
criteria given on the Person Specification and the job description. The criteria 
for initial selection need to be consistently applied to all applications. 

12.4 Clear notes and records of short listing decisions will be made and the 
outcome recorded. These general comments will be scanned and kept by HR 
for a period of 6 months. 
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12.5 The short list of candidates should ideally be sent to HR at least 5 working 
days prior to the interview date, using the Shortlist form provided (Appendix 
3). It should also include details of the schedule, tests and interview slots for 
the interviews.   

12.6 The Guaranteed Interview Scheme ensures that any applicants who have 
declared they have a disability under DDA and who meet the minimum 
requirements on the person specification are interviewed.  Where such 
candidates have not been shortlisted the recruiting manager will be contacted 
by HR who will advise them of this fact. 

13. SELECTION METHODS 

13.1 Selection methods will need to be determined as early as possible in the 
recruitment process, preferably prior to the advertisement being placed. 

13.2 The Chair of the selection panel will decide how each of the criteria in the 
person specification will be most appropriately assessed.  The method(s) 
used will be determined by the nature of the post, but may include a 
combination of any of the following: panel interview, presentation, test, e.g. 
in-tray exercise, discussion.  It should be noted that there is a statutory 
format for the recruitment of medical staff. 

13.3 A structured interview should be designed to discover all the relevant 
information and to assess the competencies of the applicants.  Interview 
questions should be related to the requirements and circumstances of the job 
and notes made of each candidate’s response. 

14. INTERVIEW PREPARATION 

14.1 Responsibilities of the HR Team 

The HR Team will: 

• Use the Checklist (Appendix 5) which will then be forwarded to the Chair 
of the interview panel, to ensure all aspects of the recruitment are 
managed efficiently. 

• Find and book a room for the interview. 

• Prepare and email or send out the letters inviting candidates for interview, 
within 48 hours of receipt of the shortlisting.  The letter will include the 
following: 

• date and time of interview 
• address of the venue   
• what certificates must be presented at the interview                              
• the person to contact if further information is required or if the candidate 

has any specific requirements, e.g. wheelchair access, sign language, 
interpreter, etc. 

• the person in HR to contact to confirm attendance and arrange time 
• information about documents to bring to interview, including Pre-

Employment Health Questionnaires  
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• Take up references for the invited candidates, if they have given their 
consent in their application. Two referees will be sought – one of which 
must be from the individual to whom the successful candidate reports in 
their current position. A job description and person specification will be 
provided to the referees.   The references will be received in to the HR 
office for holding until an appointment decision has been made.  

• Inform the Chair of the interview panel of any candidates who may require 
assistance on the day due to disabilities which they have disclosed. 

• Provide the Chair of the panel with:  

• Names, address and phone number of candidates and the confirmed 
times of their interviews (Appendix 4) 

• an interview scoring sheet    
• authority to appoint form and guidance notes 
• granting incremental credit form if required.   

14.2 Interview Panel 

The interview panel member will be required to be reflective of the role, have 
undergone training and have an understanding of equality legislation. 

The panel should meet before the interviews commence to agree the format 
of the interview and the questions to be asked.  They should also ensure the 
environment is conducive to interviewing, that mobile phones are switched off 
and that they will not be disturbed. 

If tests are used as part of the selection process, results should be available 
to the interview panel prior to the decision making process. 

Each candidate should be assessed against the person specification. 
Consideration may be given for the provision of professional and personal 
development in line with the outline for the post. 

All reasonable adjustments as required by the Single Equality Act 2010 shall 
be considered in order to accommodate the declared needs of applicants with 
disabilities. HR should be contacted for further advice.   

Clear notes and records of the decisions made by the panel on each 
candidate will be retained by HR for a minimum period of 6 months. 

The Recruiting Manager/Panel Chair should record the final decision. 

References, if received, for the successful candidate will then be made 
available for the Panel if requested. 

14.2 If there is more than one candidate who could be successfully appointed, to 
ensure a robust process is followed, there is always the opportunity for a second 
interview to arranged.  The HR Team will support with additional interviews 
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15. PRE-EMPLOYMENT CHECKS   

These will be completed in line with the NHS Employment Checks Standards 
(2012).   

15.1 Verification of Identity 

All candidates will have been told by the HR Team what documents they must 
bring with them to the interview.  A member of the interview panel must 
scrutinise these documents in order to check the prospective employee’s full 
name – forenames and last name, signature, date of birth and full permanent 
address. 

Prospective employees must provide acceptable documents containing their 
photograph, such as a passport or UK driving licence, and acceptable 
documents providing their current address, for example a recent utility bill 
(note: mobile telephone bills should not be accepted as they can be sent to 
different addresses), local authority tax bill valid for the current year1, bank, 
building society or credit union statement or passbook containing current 
address, current local council rent card or tenancy agreement1.   

Two documents confirming the candidates address must be provided 

All documents must be originals or copies of originals which have been 
certified by a solicitor. 

Where a person is not able to provide photographic documentation, they must 
provide a passport sized photograph of themselves, endorsed on the back 
with the signature of a ‘person of standing’, e.g. a magistrate, medical 
practitioner, officer of the armed forces, teacher, lecturer, lawyer, who has 
known them for at least three years.  The photograph should be accompanied 
by a signed statement from that person, indicating the period of time that the 
individual has been known to them.  The signature on the statement should 
match with the one on the back of the photograph and the statement should 
contain a legible name, address and telephone for the person concerned.  A 
copy should be taken and retained on file.  It is good practice to contact the 
signatory to authenticate the details of the statement. 

All documents provided must be photocopied and retained on file.  The 
person taking the copy must sign and date the copy to show that it has been 
certified. 

Documents must be checked thoroughly and cross-referenced with other data 
supplied.  If the data does not match further advice should be sought from 
HR.  If there is any doubt that the documentation being presented is genuine 
the recruiting manager must ask the applicant to come back for a second 
interview to give time to follow up the documentation with the relevant 
sources. 

1 The date on these documents should be within the last six months (unless there is 
a good reason for it not to be, e.g. clear evidence that the person was not living in 
the UK for six months or more) and they must contain the name and address of the 
applicant. 
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Where the candidate has not previously provided a signature, for example 
because of an e-application, the individual should be asked to provide it at 
interview for checking against the relevant documents. A specimen signature 
form is included in the electronic Interview Pack provided to interview panel 
members. These signatures will be taken by the person nominated by the 
Chair, together with other documents needed for verification.     

15.2 Right to Work Checks 

Changes to the Immigration, Asylum and Nationality Act (2006), which came 
into effect on 29th February 2008, introduced a new criminal offence for 
employers who knowingly employ illegal migrant workers and a continuing 
responsibility for employers of migrant workers to check their ongoing 
entitlement to work in the UK. 

There are three steps employers must go through to confirm a prospective 
employee has the right to work in the UK: 

• Request right to work documents 

• Validate the documents 

• Copy and store these 

HR informs all prospective candidates of the Right to Work Checks that will be 
carried out and what original documents they must bring with them to the 
interview.  These documents must be photocopied on the day of the interview 
and retained on file.  The person taking the copy must sign and date the copy 
to show that it has been certified. 

15.3 Registration and Qualification Checks 

The purpose of registration and qualification checks is to ensure that a 
prospective employee is recognised by the appropriate regulatory body and 
that they have the right qualifications to do the job.  The Recruitment Service 
informs all prospective candidates that they must provide evidence of their 
professional registration.  It is not necessary for them to provide evidence of 
their qualifications separately. 

If a qualification is essential for the position candidates are asked by the 
Recruitment Service to bring with them to the interview the original certificate.  
Recruiting managers must check that the details on certificates match those 
the prospective employee provides as part of their application and should 
contact the awarding body directly, where possible, to confirm the applicant’s 
attendance, course details and grade awarded.  

All documents provided must be photocopied and retained on file.  The 
person taking the copy must sign and date the copy to show that it has been 
certified. 

If checks return information that contradicts the details provided by the 
applicant and raises concerns managers should proceed in a sensitive 
manner – there is often a reasonable explanation for apparent 
inconsistencies.  Concerns should be addressed directly with the candidate 
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and recruiting managers may wish to call the candidate back for a second 
interview. 

15.4 Employment History and Reference Checks -  

References will be sought for all shortlisted candidates and no appointment 
may be made before references have been obtained.  

References will be required from the two most recent employers, but where 
the applicant has had more than two employers in the preceding three years, 
further references will be required. 

For the purposes of checking employment history, references must provide 
details on dates of employment, the position held, details on the duties carried 
out and the skills required.  

Where the applicant has been self-employed, evidence should be obtained 
(for example, from HM Revenue & Customs, bankers, accountants, solicitors, 
client references, etc.) to confirm that the individual’s business was properly 
conducted and the applicant’s involvement in the business was terminated 
satisfactorily. 

Any gaps in employment history, indicated in the application form, should be 
explored carefully with the applicant at interview by the Chair.   

15.5 Overseas Employment or Training 

Prospective employees will need to give a reasonable account of any 
significant periods of time spent overseas (three months or more). 

The following documentation can be requested as an assurance of time spent 
overseas: 

• Proof of residence for time spent abroad 

• Overseas employer or academic references 

• References from UK department and agencies based overseas, for 
example the Foreign and Commonwealth Office missions, British Council, 
non-government departments and agencies 

Information on time spent overseas should always be requested early to 
prevent unnecessary delays in the recruitment process.  Confirmation of dates 
should be cross-referenced with passports, work permits and by contacting 
embassies and consulates, where appropriate.  UK representatives for 
overseas countries can be found on the Foreign and Commonwealth Office 
website at www.fco.gov.uk or by phone on 020 7008 1500. 

If checks return information that contradicts the details provided by the 
applicant and raises concerns managers should proceed in a sensitive 
manner – there is often a reasonable explanation for apparent 
inconsistencies.  Concerns should be addressed directly with the candidate 
and recruiting managers may wish to call the candidate back for a second 
interview.  
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15.6 Criminal Record Checks  

The Criminal Records Bureau (CRB) has now merged with the ISA to 
establish the new Disclosure and Barring Service (DBS). It provides access to 
information across England and Wales about criminal convictions and other 
police records to help employers make an informed decision when recruiting 
staff.  If an applicant has resided in Scotland in the past 5 years the DBS will 
contact the Scottish forces to search their local records. The information 
provided by the DBS is known as a ‘disclosure’.   

The DBS provides two levels of disclosure – standard and enhanced.  
Standard and enhanced checks are mandatory in the NHS for all staff who, as 
part of their appointment, will have regular contact with patients in the course 
of their normal duties.   

The decision rests with recruiting managers as to whether to employ a person 
whose disclosure reveals a conviction or other information.  However, advice 
should always be sought from the HR Department.  A person’s criminal record 
should be considered in the light of all the relevant circumstances and judged 
on a case by case basis.  Possession of a criminal conviction does not 
automatically make an applicant unsuitable for employment in the NHS but 
some offences (e.g. involving violence or sexual abuse) should preclude an 
applicant from having access to patients.  Further guidance is provided in the 
CCG’s Disclosure and Barring Policy. 

Where a Disclosure is required it must be obtained before an individual begins 
work.  In exceptional circumstances managers may apply to the Accountable 
Officer for an individual to begin work pending receipt of a CRB Disclosure.  If 
authorisation is given managers must carry out a risk assessment, part of 
which must include the level of supervision required for staff employed on this 
basis. This also applies to working in Safeguarding Adult roles. 

The above exception does not apply to staff working in Children’s Services. 

16. POST INTERVIEW PROCEDURE  

16.1 The Interview Panel Chair/Recruiting Manager will: 

• Telephone or communicate in writing as appropriate to the successful 
candidate at the earliest opportunity, usually within one working day of the 
interview, or at the earliest opportunity to offer them the post.  

• All offers will be subject to the Immigration, Asylum and Nationality Act (2006), 
satisfactory references, clearance from the DBS (where applicable), 
Occupational Health clearance, confirmation of registration with a 
Professional body (where applicable) and of a valid Leave to Remain and 
Work Permit (where applicable).  

• Communicate the name of the successful candidate to the HR team by 
returning the completed Authority to Appoint form (Appendix xxx) confirming 
the appointment details for the successful candidate. 

• If the preferred candidate declines the job offer and other candidates were 
deemed by the panel to be suitable for the post then the next most suitable 
candidate should be offered the post by the Panel Chair. 

Page 15 of 29 
 



• Telephone, or communicate in writing as appropriate, all unsuccessful 
candidates at the earliest opportunity and offer verbal feedback within two 
days of the interview.  It is sensible to maintain a favourable view of the CCG 
amongst applicants.  There may be future job vacancies for which they may 
be suited.   If an external assessor has been involved then, subject to their 
prior agreement, their name may be offered for to the unsuccessful 
candidates for further feedback. 

• Return all documentation, e.g. authorisation to recruit, interview assessment 
form, signed copies of all documents provided by applicant and completed 
checklist to the HR Team. 

• All new employees should be appointed on a salary point in the relevant band 
that is no higher than the second Gateway point in that band. If there is a 
need to appoint above the minimum point a Granting Incremental Credit form 
can be completed (obtained from HR) 

• Only in exceptional circumstances will a starting salary which is higher than the 
second gateway point be agreed, this would normally be where posts is of such a 
specialist nature that the higher salary is necessary to secure the best candidate 
for the post. Such cases must be discussed with a Human Resources 
representative prior to the salary offer being made.  

• When an internal candidate is offered a job at a higher pay band, the pay is 
set at the minimum of the banding.  However if this results in no increase in 
pay, the candidate would go to the first point on the banding which would 
result in an increase in pay.  

• When an internal candidate is offered a job that is at the same pay band as their 
current role, they would normally move across on the same pay point. Where an 
employee has been in receipt of an additional payment in their current role, this 
may be consolidated and a higher pay point offered. However, this will be no 
higher than the top point of the relevant pay band and no protection will be 
payable. 

• The incremental date for new employees will normally be the anniversary of their 
start date with the CCG 

•  When an internal candidate is appointed, and they move up only one pay point, 
their incremental date will remain the same. Where they move up two or more 
pay points, their incremental date will become the anniversary of the date of 
change. 

• All papers from short listing and interviewing, including the application forms, 
etc. of unsuccessful candidates must be returned to HR as soon as possible.  
All recruitment files will be held securely by the HR Office and will be kept for 
a minimum of 12 months. 

• All personal information i.e. Passport details, utility bills from the unsuccessful 
candidates will be confidentially shredded within 24 hours by the HR Team.   

16.2 Making the Offer of Employment 

HR will:  
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• Confirm the conditional offer of the post to the successful candidate within 48 
hours of receipt of the paperwork from the Recruiting Manager/ Panel Chair.  

• Will check professional registration and warrants to practice online where 
applicable. 

• Apply for references and instigate CRB disclosure and checks under the 
Immigration and Asylum Act (2006) where applicable.  

• If necessary, chase pre-employment or full medical clearance for all staff. 

• Keep line manager informed of progress on a weekly basis and confirm when 
a start date can be agreed with the applicant. 

• The line manager will then contact the successful candidate once all checks 
are complete and arrange a start date. 

• Issue unconditional offer letter and full written statement of terms and 
conditions of employment within 48 hours of the start date being confirmed by 
the Line Manager. 

• The offer letter will make reference to the induction process and a copy of the 
Local Induction checklist will be sent to the employee and the line manager for 
completion on the first day of employment. 

16.3 Withdrawing an offer of employment 

If, after careful consideration, it is decided to withdraw the provisional offer of 
employment the grounds for withdrawal must be very clear e.g. due to 
unsatisfactory references or other pre-employment checks and the offer of 
employment rescinded in writing. This decision must be made in conjunction with 
a Human Resources representative. 

16.4 Making Reasonable Adjustments 

• If a disabled candidate is selected for appointment, the need for reasonable 
adjustments to the role will need to be discussed with the individual concerned. 
Where it is agreed that reasonable adjustments need to be made this should be 
discussed with Occupational Health and the HR Representative involved in the 
recruitment process. 

• In order to establish what adjustments are required, and whether these 
adjustments are reasonable, the recruiting manager must complete the 
Organisation’s disability pro forma with the candidate concerned. 

16.5 Complaints 

 If an applicant is unhappy with the outcome of their feedback, or any stage of the 
recruitment and selection process they can address their concerns, in writing, to the 
Human Resources Manager. Where the Human Resources Manager is involved in 
the recruitment and selection process, concerns should addressed to the Director of 
Human Resources. 
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16.6 Recruitment Files 

New employees will have personnel files made up by HR.  These will contain 
all of the necessary pre-employment documentation outlined in this 
procedure, which will have been checked to ensure that all the checks have 
been recorded and are in order, before being despatched to the relevant 
manager. Personnel files will be sent securely to the line manager to be held 
appropriately once the contract of employment is issued.  Further information 
on personnel files can be found in the CCG Guidance on the Maintenance on 
Personnel Files.   

16.7 HR will update the Electronic Staff Record with all relevant pre-employment 
information following appointment of the successful candidate 

17. INTERNAL APPOINTMENTS/ TEMPORARY/ AGENCY/ BANK WORKERS 

17.1 The same stringent criteria that apply to permanent staff also apply to the 
recruitment and selection of internal applicants and temporary, agency or 
bank workers. 

17.2 Buying Solutions, which is audited by the NHS, is responsible for monitoring 
and assuring the CCG that all the necessary pre-employment checks are 
carried out by the external agencies the Trust uses. 

17.3 In the event of an agency being used which is outside of the PASA 
agreement the internal recruitment procedure should be applied. 

18. MONITORING 

18.1 The effectiveness of this policy and procedure will be monitored through the 
Annual CECSU Performance Management report and the monthly KPI’s 
agreed between the CCG and the CSU. 
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Appendix 1 

 
 

ESR 3.9 
AUTHORITY TO RECRUIT       

 
All vacancies (including temporary vacancies) need to be agreed and signed by Line 
Manager and then the appropriate Director.  
 
Please complete sections 1-3 and pass to your Director. The Director will review 
your request and if agreed will sign for approval. The vacancy control form will then 
be returned to you for you to action. 
 
SECTION 1      VACANCY DETAILS  
 

Department 
 

 
 
 

Post Title 
 

 
 
 

Work Base 
 

 
 
 

Band 
 

 
 
 

WTE   

Recruiting 
Managers name: 

 
 
 

Recruiting Managers 
contact number: 

 

Post Type 
(shared/single 
incumbent) 

 
 

New Post/Replacement  
( name of employee if 
replacement)                                        

 

 
 
SECTION 2      REASONS FOR REQUEST 
 

Fill a new permanent post 
 
 

 Cover unpaid maternity leave  

Fill a new fixed term post 
 
 

 Cover long term sickness/absence  

Fill a vacant post on a permanent basis 
 
 

 Appoint for project work/consultancy  

Fill a vacant post on a secondment basis 
 
 

 Acting up to fill vacant post  

Fill a vacant post on a fixed term basis 
 
 
Time period 
 

 Other (please provide details)  

 

 
 
 
SECTION 3    FINANCE DETAILS (Completion by Financial Management) 
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Cost Proposal for Current Year 
 
 

£ 
 

Cost Proposal for Current Year 
 

£ 
 

Funding Implications 
 
 
 

 

Cost Centre  Subjective Code 
 

 

Finance Representative Signature  
 

 
 

Please Print Name 
 
 

 

Date 
 

 
 

 

SECTION 4      LINE MANAGER 
 

Signature 
 
 
 

 
 

Date  

Please Print Name 
 
 
 

 

 

SECTION 5      DIRECTOR 
 

Approved/Not Approved  
 

Signature 
 
 

 

Please Print Name 
 
 

 

Date 
 

 
 

SECTION 6      ADDITIONAL COMMENTS i.e. Reason if not approved 
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Appendix 2 

Advertisement Information Form (AIF)  
Please use this form to provide information about your vacancy.  The information is required in order 
to advertise the vacancy internally on the Zone and on the NHS jobs website, www.jobs.nhs.uk.   

Please email this form with the Request to Advertise form – ESR 3.9, together with the evaluated Job 
Description, Person Specification together with any other vacancy / department specific information 
which they would like to be included when the vacancy is advertised. 

On receipt of an authorised Authority to Recruit to a Vacancy form, the HR team will e-mail 
confirmation of the reference number which has been allocated to the vacancy to the Recruiting 
Manager.  

Remember a vacancy can not be advertised without electronic versions of the supporting paperwork. 

Please note that all questions are mandatory.  Any incomplete forms will be returned to the 
Recruiting Manager and may lead to a delay in advertising the vacancy. 

Please do not hesitate to contact your HR Team if you need any help completing this form. 

                                             Employer Name East and North Herts CCG 

                           Vacancy reference if known   

                                                         Job Title  

                                                       Pay Band 
 

  

 

   
Closing Date D   

Interview Date a   

                                            Qualified position?  Yes  /  No 

           Does this job require a DRB Disclosure?  Yes  /  No 

               If Yes please advise level of check  Standard / Enhanced  

 

Please provide below the wording for the advert, or ask HR for assistance.  Please note, on the NHS 
Jobs website only the first five lines of text, approximately 60 words, are visible to the jobseeker when 
first accessing your advert. Use them well to encourage the job seeker to apply for your vacancy.  

NB Incorporate in the body of the advert any words you think the job seeker may use as search criteria 
otherwise your advert may not be found.  
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Delete if not applicable – In addition to the basic salary, this post attracts a High Cost Area 
Supplement of 5% of basic salary subject to a minimum and maximum payment per annum (pro rata 
where applicable) in line with Agenda for Change.  

Delete if not applicable - A full valid driving licence and access to a car to use regularly for 
business purposes is essential (unless you have a disability as defined by the Single Equality Act 
2010). 
 

Note to candidate: Please note this vacancy may close before the advertised closing date if a sufficient 
number of suitable applications are received. Early application is therefore recommended. 

 

All adverts are placed on the NHS Jobs website, www.jobs.nhs.uk, for a minimum of 10 calendar days.  
If no suitable resident workers apply for our skilled jobs, the vacancy must be advertised for a further 
14 calendar days to fully test the resident labour market.  Only after this are we able to recruit a 
migrant worker if there are still no applications from suitable resident workers.  (A resident worker is a 
person who is a national of the European Economic Area (EEA) or is legally settled in the United Kingdom 
with permission to work here).  This is to ensure compliance with Border and Immigration regulations. 
 
Early closure is recommended.  
 
Only if there are no suitable applicants will the vacancy be advertised in an external publication. 
 

Page 22 of 29 
 



 
Do you wish to advertise in an external publication 
/ journal if there are no suitable applicants through 
NHS jobs?  
 

 
Yes  /  No 

 
If Yes please state the name/s of the external 
publication/s - HR can advise on alternative 
media. 
 

 

 
Please specify any other document/s you wish to 
be uploaded to the NHS jobs website, i.e. 
information providing the applicant with further 
detail about the vacancy or department and e mail 
the information to your Recruitment Officer 
 

 

 
Please provide the e-mail addresses for all 
individuals to whom applications are to be sent for 
consideration for short listing 

 

 
 Name of person the applicants can contact for 
further information about the vacancy 
 

 

 
Contact‘s job title 

 

 
 Contact’s e-mail address 

 

 
 Contact’s phone number 

 

Thank you for completing the AIF.  Please now send it electronically together with the evaluated JD 
and PS to your HR Team 

An email will be sent to the Recruiting Manager / named contact, who will then receive an e-mail to 
confirm when the advert has been placed on the NHS jobs website, confirming the closing date and 
the interview date. 
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Appendix 3        
                                                           

 
 
SHORTLIST FORM 

 
Please return this form via email to HR team within 5 days of the Job Closing Date. Please 
ensure you retain the application forms for the applicants you wish to interview.  
Please also ensure the application forms for unsuccessful applicants are confidentially 
destroyed.  
 
From:       Title: 
 
Phone No:       Date: 
 
Job Ref;                                                            Vacancy Post Title:     
 
     
APPLICANTS TO BE INVITED TO INTERVIEW 

‘AR’ REFERENCE NUMBER OF APPLICANT ‘AR’ REFERENCE NUMBER OF 
APPLICANT 

  
  
  
  
  
 
Interview date/s: 
 
Time slots available: 
 
Length of interview: 
 
Special Arrangements:    Please delete as appropriate and provide specific information, 
including if OHP/Powerpoint are available (where applicable): 
   
Test Yes/No*   Type of Test  
 
Presentation Yes/No*  
  
Presentation Title:  
 
Other Yes/No*     

INTERVIEW PANEL MEMBERS 
Chair:  
 
2 
 
3 
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Appendix 4  
 

 
 

INTERVIEW DETAILS 
Vacant Post Title:  

Job Ref:   

Interview Date:  
 

Interview Venue:  
 

Panel Members: 
Chair: 

2. 

3. 

 
Confirmed Candidates and times 

 
CHAIR: 
NB  Please check, copy, sign and date all original documents seen at interview.  If all 
relevant documents are not provided at the time, a subsequent face to face meeting 
 must be arranged for documents to be checked, copied, signed and dated.  

 
New criteria have been introduced for posts which require Criminal Records Bureau       
(CRB) clearance.   Please refer to the Guidance document for details. 

‘AR’ Reference 
Number of 
Applicant 

Name and Contact Details of Applicant Time allocated 
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Appendix 5      
 

Checklist Approved / Signed 
by 

1ST STAGE – ADVERT  
(for HR use) 

  

Job Reference   
Job Title   
Manager   
Location   
Authority to recruit form received & scanned– 
date 

  

Create electronic job folder   
Advert information form (AIF) received & 
scanned – date 

  

JD, PS received & scanned – date   
Closing Date      
Interview date   
Date advertised on Zone & NHS Jobs   
Details on job file spreadsheet   
Closing Date on Outlook recruitment calendar    
Interview date on Outlook recruitment calendar   
Advert printed from Job Centre   
Room for interview booked   
   
2nd STAGE – Shortlisting  
(for HR and Recruiting Manager use) 

  

Applications sent to Recruiting Manager   
Shortlist form sent to Recruiting Manager   
Shortlist form returned back to HR   
Invitations sent out by HR   
Applicants confirmed to Recruiting Manager   
All candidates confirmed to Line Manager     
   
3rd STAGE – Interviewing  
(for HR use and Recruiting Manager) 

  

Interview paperwork to Recruiting Manager: 
• Assessment Form 
• Signature Form 
• This Checklist Form 
• CRB form if required 

  

– Interviewing  
(for Recruiting Manager use) 

• Assessment Form completed for all 
candidates 

• Signature Form completed for all 
candidates 

• Successful candidate informed 
• Provisional Start Date Agreed 
• Unsuccessful candidates informed  
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• Authority to Appoint  Form completed for 
successful candidate 

• All paperwork including this Checklist 
Form returned to HR 

4th Stage – Appointment /Checks 
(for HR use) 

  

All paperwork received    
References for successful given to Recruiting 
Manager (if received) 

  

Offer letter issued   
Unsuccessful candidates – ID Paperwork 
confidentially destroyed 

  

References requested (if required)   
Occupational Health Form sent   
CRB form sent (if required)   
Recruiting Manager updated 
Date: 
Date: 
Date: 
Unconditional Offer issued 
Contract offered 

  

Final Stage – Starting 
(for HR use) 
Starting paperwork /Change of Circumstance 
Form sent to Recruiting Manager 

  

(for Recruiting Manager use) 
Completed form returned to HR 

  

(for HR use) 
Paperwork actioned 

  

Personal file updated     
Personal file checked and complete   
Personal file given to Line Manager   
Spreadsheets completed   
Paperwork filed   
COMMENTS 
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Appendix 6 – Equality Impact Assessment Stage 1 Screening amend dates 
1. Policy EIA Completion Details 
Title: Recruitment and Selection Policy Names & Titles of staff involved in completing the 

EIA:  
Anne Ephgrave  HR Manager 
 

 Proposed 
 Existing 

Date of Completion: 
April 2013 

Review Date: April 2014 
2. Details of the Policy. Who is likely to be affected by this policy? 

 Staff  Patients  Public 
3. Impact on Groups 
 Probable impact on group? High, 

Medium or 
Low 

Please explain your 
answers Positive Adverse None 

Race, ethnicity, nationality, 
language etc. 

                       

Gender (inc. transgender)                        
 

Disability, inc. learning 
difficulties, physical disability, 
sensory impairment etc. 

                       

Sexual Orientation                        
 

Religion or belief                         
 

Human Rights                   
 

Age                    
 

Other:                        
 

No impact on any of 
the groups above.  

Please explain and provide evidence 
 
 

4. Which equality legislative Act applies to the policy? 
 Human Rights Act 1998 
 Single Equality Act 2010 
 Health & Safety Regulations 
 Part time Employees Regulations 

 

 
 

5. How could the identified adverse effects be minimised or eradicated?  
N/A 

6. How is the effect of the policy on different Impact Groups going to be monitored? 
N/A 
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Appendix 7 – Privacy Impact Assessment Stage 1 Screening 
1. Policy PIA Completion Details 
Title: Recruitment and Selection Policy Names & Titles of staff involved in completing the 

PIA:  
Anne Ephgrave HR Manager 

 Proposed 
 Existing 

Date of Completion: 
April 2013 

Review Date April 2014 
2. Details of the Policy. Who is likely to be affected by this policy? 

 Staff  Patients  Public 
 Yes No Please explain your answers 
Technology     
Does the policy apply new or additional 
information technologies that have the 
potential for privacy intrusion?  
(Example: use of smartcards) 

  
 

Identity 
By adhering to the policy content does 
it involve the use or re-use of existing 
identifiers, intrusive identification or 
authentication? 
(Example: digital signatures, 
presentation of identity documents, 
biometrics etc.) 

  

 

By adhering to the policy content is 
there a risk of denying anonymity and 
de-identification or converting 
previously anonymous or de-identified 
data into identifiable formats? 

  
 

Multiple Organisations 
Does the policy affect multiple 
organisations? 
(Example: joint working initiatives with 
other government departments or 
private sector organisations)   

  

 

Data 
By adhering to the policy is there 
likelihood that the data handling 
processes are changed? 
(Example: this would include a more 
intensive processing  of data than that 
which was originally expected) 

  

 

If Yes to any of the above have the 
risks been assessed, can they be 
evidenced, has the policy content and 
its implications been understood and 
approved by the department?  
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