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1. Policy Statement 
 
1.1 The Council recognises that its employees are crucial in delivering the highest 

standards of service and achieving its priorities as an organisation.  The Council 
also understands the need to attract the best talent and ensure that fair and effective 
recruitment and selection procedures are adopted, complying with relevant 
employment legislation.  This will ensure that the Council recruits and retains the 
right people with the necessary skills, attributes, and commitment to deliver high 
quality services to the community. 

 
1.2 It is essential that the approach to recruitment and selection responds to an 

increasingly competitive market and fits with the overall needs of the organisation, 
through a carefully planned and systematic approach to workforce planning, 
alongside consideration of service delivery, and new ways of working which could 
prove more effective. 

 
1.3 The aims of this policy are, but not limited to: 
 

¶ Attracting and retaining talented individuals with the appropriate skills, 
experience  and competencies; 

¶ Promoting the Council as an Employer of Choice, and showcasing the 
organisational brand and values; ensuring all candidates have a positive 
experience; 

¶ Supporting the achievement of the Council’s Workforce Strategy; 

¶ Safer recruitment being central to the safeguarding of children, young people 
and adults at risk; 

¶ Recruiting openly, ensuring opportunities are available to all and to attract from 
a diverse pool of talent; 

¶ Making selection decisions which are non-discriminatory and based on objective 
and justifiable criteria that are impartial and applied consistently; 

¶ Demonstrating commitment to the responsibilities within the Public Sector 
Equality Duty, as highlighted within the Equality Act 2010; 

¶ Appointing in accordance with Welsh language guidance; 

¶ Ensuring an efficient and cost-effective recruitment and selection process; 

¶ Understanding why employees are leaving the Council and aim to address the 
issues by informing strategies to reduce turnover and improve employee 
retention. 

 
1.4 The Council is committed to being an Employer of Choice, and operates the 

following schemes in respect of recruitment: 
 

¶ Disability Confident – under this scheme, where candidates with a disability, 
defined under the Equalities Act 2010, meet the essential criteria for a job the 
Council guarantees an interview. 
 

¶ Defence Employer Recognition Scheme - under this scheme, the Council 
guarantees an interview to the Armed Forces Community (those currently 
serving, have previously served, reservists and their partner/spouse) if they 
meet the essential requirements for the job. 
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3.7 Employees involved in the recruitment process have a responsibility for ensuring 
compliance with relevant data protection legislation.  This legislation regulates the 
use of personal data and covers some manual records as well as electronic records 
and is concerned with the processing of personal data.  Under this legislation 
individuals have certain rights relating to personal data about them during the 
recruitment process. 

 
 

4. Responsibilities 
 
4.1 The Council is a large, diverse employer; and therefore, the recruitment and 

selection of employees will be the responsibility of individuals across the 
organisation to ensure maximum effectiveness of the process and decision-making. 

 

¶ Senior appointments

therefore,
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5. Code of Conduct 
 
5.1 Appointments must be made on merit and in line with the Council’s Code of Conduct 

(Section 27 – Appointments and Other Employment Decisions).  In order to avoid 
any possible accusation of bias, members of the recruitment and selection panel 
should not be involved in any stage of an appointment if they are related to a 
candidate or have a close personal relationship with a candidate outside work. 

 
5.2 Line management of an employee by a relative is to be avoided wherever possible, 

in line with the Council’s Code of Conduct (Section 26.7 – Line Management of 
Relatives), to avoid conflicts of interest or allegations of nepotism or favouritism.  In 
a situation where a manager may be required to manage a relative, efforts will be 
made to relocate one of the parties. 

 

 

6. Safeguarding 
 

6.1 The Council’s Corporate Safeguarding Policy sets out the Council’s commitment to 
ensuring that everyone living within the County Borough is safe and protected and 
that the statutory responsibilities to safeguard and protect children, young people 
and adults at risk are effectively met.  Safeguarding children and adults from abuse 
is everyone’s responsibility, both corporately and individually, to ensure that all 
children and adults are treated with respect and protected from others who may 
abuse them. 

 
6.2 Safer recruitment is central to the safeguarding of children, young people and adults 

at risk.  This Policy sets out robust recruitment and selection processes to deter, 
identify and prevent individuals who might abuse children and/or adults or are 
otherwise unsuitable for employment. 

 
Recruiting managers need to ensure safer practice in recruitment by giving 
consideration to safeguarding arrangements at every step of the process which 
includes: 
 

¶ Information provided to candidates on safeguarding responsibilities and the 
requirement for the successful candidate to undertake a Disclosure and 
Barring Service check in accordance with statutory and regulatory 
requirements where appropriate. 

 

¶ Application forms scrutinised to ensure that they are fully and properly 
completed; the information is consistent and does not contain any 
discrepancies or any gaps in employment 
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7. Assessing the need to recruit 
 

7.1 A vacancy can arise for a number of reasons, such as employee turnover, 
restructuring, or internal promotion.  Where vacancies arise as a result of employee 
turnover, managers should read the leavers guidance in Appendix 1. 

 
7.2 When a vacancy arises, there may be a need to review the position and / or structure 

considering both the current and future service needs ensuring that any recruitment 
is consistent with the workforce plan for the directorate. 

 
7.3 Where there are significant changes to an existing position, or the required 

qualifications/experience, this must be subject to job evaluation to determine the 
appropriate grade prior to advertising.  Where a job evaluation has already 
determined a grade for a position, a vacancy must be advertised using the job 
description/person specification that was submitted as part of the evaluation 
process.  This is to ensure that the Council maintains the integrity of the evaluated 
grading structure. 

 
7.4 If there are any changes to a directorate structure, or creation of a new position this 

must be the subject of an approved restructure report. 
 
7.5 The Principles & Approval Process – Recruitment, Contractual & Structural Reviews 

is available on the intranet and should be followed to initiate recruitment.  These 
processes 

http://intranet/organisational-development-(hr)/policies-procedures/policies-managers-guides.aspx
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http://intranet/organisational-development-(hr)/other-information/forms.aspx
http://intranet/organisational-development-(hr)/other-information/forms.aspx
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9.3 Job Description 
 

¶ The job d

http://intranet/organisational-development-(hr)/other-information/forms.aspx
http://intranet/organisational-development-(hr)/policies-procedures/competency-frameworks.aspx
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¶ During the course of the recruitment and selection process, consideration should 
be given to Welsh language guidance.  The Welsh language requirements of the 
position must be clearly indicated in the person specification. 

 

¶ The person specification must describe the person sought for the job in terms of 
essential and desirable qualities.  The essential criteria must be justifiable, 
measurable and essential for the effective performance of the job and the 
desirable criteria will enable a person to perform more effectively. 

 

¶ The person specification should be clear, concise and non-discriminatory.  It 
should not create any barriers for potential candidates as a result of any protected 
characteristics covered by the Equalities Act 2010. 

 
9.5 Recruitment Authorisation 
 

¶ In order to initiate the advertising process, it is the recruiting managers 
responsibility to obtain authorisation to recruit. Once the authorisation has been 
sought, the Recruitment Authorisation Proforma should be forwarded to 
Organisational Development along with the following organisational branded 
documents, including Welsh translations: 

 

¶ Job Description and Person Specification 

¶ Advert 

¶ Recruitment pack (where required) 

¶ Report / Recruitment Authorisation Proforma 
 

9.6 Applications 
 

¶ The Council operates an on-line recruitment system and all vacancies will be 
advertised on the Council’s website.  Candidates should apply for the relevant 
position online by completing the Council’s application form.  Curriculum Vitae’s 
will not normally be accepted.  However, if candidates covered by the Equality 
Act 2010 experience difficulties applying online, they are able to request an 
alternative format from Organisational Development. 
 

¶ Application forms must be submitted by the specified closing date and will be 
acknowledged via email.  Late applications will only be accepted in exceptional 
circumstances agreed by the recruiting manager in conjunction with 
Organisational Development.  No late applications will be considered once the 
shortlisting process has commenced and no application forms will be issued after 
the closing date. 
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11.3 Panel members should not take part in the recruitment and selection process, if they 
are related to, or a close friend of a candidate.  Panel members should not normally 
take part in the recruitment process if they have agreed to act as a referee for a 
candidate 
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¶ Following the completion of the interview, panel members must separately 
consider the candidate’s responses provided during the interview and recorded 
on the Interview Record and Assessment Proforma and make an assessment of 
the candidates performance. 

 

¶ The overall assessment of candidates should normally wait until after all the 
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¶ This process needs to be as open and transparent as the interview process, and 
all results will be documented, and recorded as part of the selection stage. 

 

¶ Where recruiting managers are considering the use of a presentation, this should 
be clearly outlined to the candidates who are selected for the next stage of the 
process, and they should be provided with sufficient time to prepare for the 
presentation.
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¶ The Council will not normally accept certificates carried out by other organisations 
unless the candidate is registered to use the update service. 

 

¶ In circumstances where employees are externally seconded from another 
organisation into the Council, the above process will apply.  Where employees 
are externally seconded from the Council into another organisation, the above 
process would continue to apply for their substantive position. 
 

13.7 Other pre-employment checks include: 
 

¶ 
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14.7  In some cases where an employee within their probationary period has a significant 
proportion of the six-month period away from the workplace, advice should be 
sought from Organisational Development regarding an extension to the 
probationary period to take account of this period 

 
 

15. Induction 
 
15.1 After a successful recruitment and selection process, supporting a new employee  

through a robust induction programme is the best way to help a new employee settle 
into the organisation and is the first part of a successful retention programme.  All 
new employees who commence with the Council, whether an internal or external 
appointee will need to receive an induction into their position and service as well as 
information about the broader priorities and operations of the Council. 

 
15.2 Local, job-specific induction will be the responsibility of the employing directorate 

and managers should ensure that a programme is in place to welcome the newly 
appointed individual, encourage them to feel part of the organisation and to be 
effective in their new position.  A good induction programme reinforces positive first 
impressions and makes the new employee feel welcome and ready to contribute 
fully.  A manager’s guide to induction and induction checklists are available on the 
intranet.  It is every m

http://intranet/organisational-development-(hr)/other-information/forms.aspx
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18. Complaints 
 
18.1 
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22. Secondments 
 
22.1 A secondment is where an employee temporarily covers the full duties of a higher 

graded, or alternative position within the Council for a period of at least four weeks 
for any other reason than the annual leave of an officer.  Secondment opportunities 
can provide valuable opportunities for both career and personal development. 

 
22.2 Secondments can offer an effective means of filling vacancies; however, it is 

important to recognise that secondments are only a short-term solution to a 
particular situation and should not be used as a substitute for permanent, or for long 
term temporary appointments.  It is recommended that a secondment, in normal 
circumstances should be no longer than one years duration and should be subject 
to regular review. 

 
22.3 Managers will exercise their discretion to decide whether a vacancy is a suitable 

secondment opportunity with advice from Organisational Development. 
 
22.4 Selection will be based solely on merit and the 
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Appendix 1: Leavers Questionnaires and Exit 
Interviews 
 
Leaver’s questionnaires and interviews are voluntary but are good practice to gather 
valuable feedback on how well the Council is performing as an employer.  They help to 
understand the reasons why employees are leaving and where change is necessary to 
improve the employment experience and assist with employee retention. 
 
All employees voluntarily leaving the employment of the Council will be given the opportunity 
to provide feedback normally prior to their employment ending.  The following sets out the 
process for leavers questionnaires and exit interviews

http://intranet/organisational-development-(hr)/other-information/forms.aspx
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Relief employees should be regularly monitored by managers and termination paperwork 
completed routinely when the employee is no longer required, to ensure there is an accurate 
record of all current employees. 
 
Term-Time Employees 
A term-time contract is defined by an employee working only during periods that coincide 
with the school terms and is not required to work during school holidays.  Term-time 
employees will be employed based on the number of weeks they work per year and 
remuneration will be calculated on a pro rata basis which will be inclusive of their annual 
leave entitlement. 
 
Term-time employees will not be permitted to take leave during school time but will be 
entitled to the same other benefits of the Council such as sick pay. 
 
Part Time Employees 
A part time employee will be defined as such if they work fewer hours than the Council’s 
normal full-time hours (37 hours per week).  Part time employees will not be treated less 
favourably than comparable full-time workers, nor will they be entitled to any benefits which 
exceed a full time equivalent. 
 
Agency Workers 
The Council has a contract to source all agency workers.  All administration relating to 
annual leave and sick pay will be administered by the contractor directly.  It should be 
understood that Agency Workers are not employees of the Council. 
 
 
When recruiting, a manager should carefully consider the type of contract that would best 
suit the required need to ensure efficiency of the service.  Due consideration should be given 
throughout the duration of any contract that is not permanent to ensure that it is still fit for 
purpose and meets the need of the service.  Managers should change the nature of the 
contract if the situation changes e.g. a relief employee who has started to pick up regular 
shifts as a result of long-term sickness should be terminated as a relief employee and given 
a temporary contract. 


