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For internal use or external use as required
Purpose


Barnardo’s purpose is to transform the lives of the most vulnerable children and we are committed to ensuring the safety and promoting the welfare of children, young people and vulnerable adults in all circumstances. Our ability to achieve this is dependent on the quality, competence and professionalism of our people. Our recruitment practices reflect regulatory and legislative requirements and aim to select the most talented people whilst achieving efficient and cost effective recruitment practices. 
We are also committed to achieving a diverse and representative workforce at all levels that reflects the communities we work in and the diverse backgrounds of the children, young people and families who use our services.  We aim to achieve this through creating equal access to job opportunities and ensuring recruitment processes are fairly and consistently applied.  
Barnardo’s recruitment and selection procedures enable us to attract the right people, select the most suitable applicants equitably and carry out checks appropriate for the role before successful applicants start work. This policy sets out the key standards we maintain and aspire to in ensuring safe, fair and effective recruitment and selection procedures:
Scope 


This policy statement applies to all Barnardo’s recruitment activity, processes and applicants, except volunteers.  Relevant aspects may also be applied to the sourcing of agency workers and self-employed consultants.

Roles and responsibilities

Line managers/recruiting managers are responsible for the efficient handling of recruitment activity, selecting suitable candidates for vacancies and for verifying that all pre-employment checks have been carried out and are satisfactory.  They are responsible for upholding the commitments and key standards set out in this Policy Statement. 
Recruitment Centre and Local People Teams are responsible for handling the administration of recruitment processes efficiently within the legal and regulatory framework and for working with Recruiting Managers to ensure that Barnardo’s commitments and key standards for this activity are upheld.
The role of Recruiter is undertaken by the Recruitment Centre for roles in Strategy and Performance, Finance and Resources, Income and Innovation, and Children’s Services England; and currently by the Local People Teams for the roles based in the Children’s Services Celtic Nations.
Policy – Our Standards

Promoting Equality and Diversity

1. All recruitment processes relating to paid positions will follow a ‘name blind’ anonymised application and short-listing process. 

2. Job adverts and Job Descriptions/Person Specifications (JD/PSs) will contain no discriminatory wording.  

3. JD/PSs will only specify as essential and desirable criteria the knowledge, skills and qualifications that are necessary for the job.

4. The type and level of experience required will be restricted to what is necessary for effective job performance.

5. All applicants will be invited to complete a Diversity Monitoring form.  Any information given will not be shared with those shortlisting or used during the selection process.  The information provided by applicants on the form is confidential and used only by People Teams for statistical reporting and to monitor Barnardo’s performance against recognised diversity standards.

6. Occasionally we will advertise posts requesting only applicants with a specific diversity characteristic where this has been authorised via the Local People Team as a Genuine Occupational Requirement (GOR) as permitted by the Equality Act (or NI equivalent).  The required GOR will be clearly specified in the JD/PS and the knowledge and skills required will reflect this.
7. Occasionally we will advertise posts with positive statements seeking applicants from specific diverse groups where there is evidence these groups are under-represented within the workforce.  Where positive statements are used to attract applications, selection processes will be applied equally to all candidates and appointments will be made on the basis of merit.

8. Applicants who declare a disability on their application, and who indicate they wish to participate in the Disability Confident Interview Guarantee Scheme, will be offered an interview where they meet the essential criteria for the job in accordance with the scheme.  Any reasonable adjustment the applicant requests in advance for interview and selection processes will be provided.  Wherever practicable, on the spot requests from disabled applicants for adjustments will be accommodated.

9. Interview panels will consist of at least two members, including a relevant diversity mix wherever possible.
Advertising

10. All jobs advertised will use either a generic or an approved job evaluated JD/PS.

11. Unless agreed otherwise, adverts will provide the main details of the job, salary, closing date and interview dates.
12. Job vacancies (both internal and external) including temporary vacancies which are not filled in advance via the redeployment process will be advertised on Barnardo's Careers Site (BCS) and redeployment portal (when launched) for a minimum of seven days. ‘As & when’ vacancies will also be advertised on BCS and redeployment portal.

13. The use of additional advertising media will be considered and used where this is necessary and affordable.

14. Where recruitment agencies are used to fulfil permanent vacancies we will ensure they work to our aim of promoting equality and diversity.    

Pre-employment Checking

15. All applicants will be made aware at the application stage of the pre-employment checks, including checks required by any relevant regulatory body, required for the role.

16. Applicants for jobs working with children and/or vulnerable adults will be required to declare whether they are disqualified from working with children and/or vulnerable adults before they can apply. Shortlisted job applicants will be required to declare criminal record details, regulatory body sanctions, police enquiries as part of a Safeguarding Self Declaration. 

17. In accordance with Barnardo’s policy on the Recruitment of Ex-Offenders, applicants for general posts (i.e. those that do not involve working with children or vulnerable adults) will be required to declare only their ‘unspent’ convictions, in line with any rules on ‘filtering’ of convictions.
18. All short-listed applicants will be asked to prove their eligibility to work in the UK at the interview stage.

19. Applicants’ essential qualifications certificates, professional registration documents and documents for other essential requirements e.g. driving licence will be checked and copied at the interview stage. 
20. Only conditional offers of employment will be made before references and other pre-employment checks are returned and satisfactory.  (Excepting references for some Retail jobs, see ‘Obtaining References’ policy.)  

21. Start dates will only be finalised once pre-employment checks are all completed and signed off by the recruiting manager as satisfactory, with the exception of retail.

Selection Processes

22. All external and internal applicants will be required to complete an application form.

23. Applicants whose application forms demonstrate that they meet the essential criteria for the vacancy will be considered for short-listing.

24. All selection methods used will be consistently applied to all applicants.

25. Selection activity will be conducted as an evidenced based process taking account of relevant experience, knowledge, skills and qualifications to perform the role as set out in the JD/PS.

26. Where required for jobs in residential establishments subject to the Residential Special Schools’ National Minimum Standards, one member of the interview panel will have undertaken Safer Recruitment in Education training.

27. Short-listed applicants will be alerted in advance of the interview about venue accessibility and practical requirements for any selection tests, so that disabled applicants can take account of these factors when requesting reasonable adjustments.

28. Interviews will be structured, questions will be non-discriminatory and applicants’ responses will be recorded and scored.


Record Keeping & Data Protection

29. Barnardo’s processes data collected through the recruitment and selection
process in accordance with Barnardo’s Privacy Statement located on our  website http://www.barnardos.org.uk/privacy_statement.htm. Data is held securely and accessed by, and disclosed to, individuals only for the purposes of managing the recruitment process effectively.


Associated guidance and documents

· Recruitment & Selection Procedure 
· Online Recruitment System User Guides


References

This policy complies with all relevant employment and related legislation for the UK.
Review

This policy will be reviewed by the Policy & Advice Team at three yearly intervals.   Proposed changes will be subject to consultation with UNISON.  

Statutory changes will be incorporated automatically and any legal or organisational developments may prompt more frequent reviews.  

Compliance 

Local People Teams/Recruitment Centre monitoring

Feedback from managers and UNISON

Feedback from Equality, Diversity & Inclusion (EDI) Networks
Disputes

Audits
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