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[bookmark: _Toc234138484]Introduction
Our employees play a most important role within our ability to beat the expectations of every customer every time.
To succeed with this aim we must attract, recruit and retain more of the right sort of people. Stag Security depends on the quality of its workforce, and the company recognises the need for effective recruitment practices in which the customer will have confidence in our ability to provide employees who are suitable for positions of trust and responsibility. To manage the recruitment and selection process effectively and professionally Stag Security has embarked on a number of major personnel initiatives. These include employing separate Recruitment Managers & Training Managers who are dedicated to a region.

[bookmark: _Toc234138485]Scope
This policy and procedure encompass all activities that form part of the recruitment and selection process. It is applicable to all staff recruitment irrespective of staff group or nature of employment. In order for the policy and procedure to be effective it is essential that any employee who is involved in any aspect of the recruitment and/or selection of staff is aware of this document and adheres to it. Ultimately it is the responsibility of the senior management in the company in conjunction with Human Resources to ensure that this is the case.

[bookmark: _Toc234138486]Job Description
A job description is a key document in the recruitment process. The job description must be produced for every vacancy and drafted prior to taking any other steps in the process. The job description sets out the main duties and responsibilities of the position and has a number of purposes

· It is the key document by which appropriate grading of the post is assessed by the Personnel Department.
· It indicates to potential candidates the range of duties and responsibilities of the post
· It is used during appraisal to help evaluate the performance of an individual.
· It is a tool for performance management to ensure that the post holder is fulfilling the appropriate duties to a required standard

The language in job descriptions should:
· Avoid jargon and unexplained acronyms and abbreviations
· Be readily understandable to potential applicants to the post
· Avoid ambiguity about responsibilities and be clear about the post holders accountability for resources, staff, etc

[bookmark: _Toc234138487]Person Specification
The person specification is of equal importance to the job description and informs the selection decision.  The person specification details the minimum skills, experience and abilities that are required to do the job.  It should be drawn up after the job description and, with the job description should inform the content of the advert.  The person specification should be specific, related to the job, and not unnecessarily restrictive for example only qualifications strictly needed to do the job should be specified.  The inclusion of criteria that cannot be justified as essential for the performance of the job may be deemed discriminatory under race and sex discrimination law, if equal proportions of men and women and those of from different racial groups could not meet them. The person specification enables potential applicants to make an informed decision about whether to apply and those who do apply, to give sufficient relevant detail of their skills and experience in their application.  The person specification forms the basis of the selection decision and enables the appointment panel to ensure objectivity in their selection.  

The person specification details the:
· Education/Qualifications and Training
· Knowledge/Skills
· Previous experience 
· Personal Characteristics/Other requirements

For some jobs a particular qualification(s) may be essential, while for others no single qualification may be appropriate and a particular type of experience may be just as relevant as a formal qualification.  Where qualifications are deemed essential these should reflect the minimum requirements necessary to carry out the job to an acceptable standard.  UK qualifications should be stated but (other than for required membership of a UK professional body) it should be made clear that overseas equivalents will be accepted.  




It will also provide the criteria against which candidates must be evaluated. In that
regard;
[bookmark: _Toc234138488]Essential criteria are those qualities which are necessary for performance of the job at a satisfactory level from the first day in the job. They represent a minimum standard and an applicant lacking an essential criterion will not be appointed to a vacancy. The over specification of essential criteria can lead to the unfair exclusion of good applicants.
[bookmark: _Toc234138489]Desirable criteria are those which would enable an applicant to perform the job more effectively. The setting of criteria covering personal qualities and circumstances must be justifiable in terms of the requirements of the post and be applied to all applicants.

[bookmark: _Toc234138490]Further Details for Applicants
The further details provided to an applicant will be as follows:
· Advertisement
· Information about the Stag Security Services and the post
· Job description and person specification
· Summary of the terms and conditions of service
· Application procedure
· Application form
· Equal opportunities monitoring form  

[bookmark: _Toc234138491]Monitoring
To ensure Stag Security Services’ Equal Opportunities policies are working to benefit all concerned, it is considered good practice to keep up to date information on how staff groups are made up (e.g., gender, religion or belief, ethnic groups, those with disabilities, sexual orientation). Therefore the organisation asks all applicants to complete an equal opportunities monitoring form as part of the application process
Access to this information will be restricted to a limited number of authorised Institute staff. The information may also be used for the purposes of compiling employee statistics and equal opportunities monitoring.


[bookmark: _Toc234138492]Arrangements for Interviews
The recruitment manager will arrange all interviews once a date has been arranged for the interviews to be held. The applicants are sought from our main database which retains all candidates’ applications until this stage. In order of date, the applicants are contacted and informed of the position in question and the date the interview will be held. Should the position be of interest to them, a suitable time is arranged for the interview.  All applicants are asked to bring the following documentation to the interview:
1. Passport
1. Visa – (if required)
1. SIA License
1. Proof of address
1. NI Number
1. Driving License (if applicable)
1. 4 passport photos
1. Any training certificates
1. 3 Character references – Must provide full name, address and contact number.
1. Full 5 year checkable work history – Must provide company name, address and contact number.
Failure to bring these documents will result in there interview being postponed to another suitable date when they can provide the documents required. 
A letter is send to all applicants attending the arranged interview which states the following information:
· Date of interview
· Time of interview
· Location of interview
· Interviewer
· Documentation required
· Contact details of the office should any queries arise

A personnel specification and job description are also sent to all candidates prior to the interview.


[bookmark: _Toc234138493]Interviewing
Interview questions should be phrased so that they do not favour any one candidate.  
Supplementary questions should be used to probe for further information or clarification where answers are incomplete or ambiguous.  
Care must be taken to avoid questions that could be construed as discriminatory e.g. questions about personal circumstances that are unrelated to the job, for example, it is legitimate to ask for confirmation of whether individuals can comply with the working patterns of the post but not to ask details of their domestic or child care arrangements etc.  It is the responsibility of the Interviewer to ensure that such questions are not asked.  

[bookmark: _Toc234138494]Application Packs
During the interview process all candidates should read, understand and agree to the Code of Conduct before providing a signature. 
The rest of the application must be filled out in its entirety during the interview, providing signatures where necessary and full details where applicable.  The interviewer must ensure that each section of the application form is filled correctly providing all relevant details before its return to head office. Forms to be completed within the application pack are as follows:
· Declaration
· Opt Out Agreement
· Equal Opportunities Monitoring
· Health Screening Form
· Authorisation for Medical Examination
· Declaration Of Confidentiality
· Interview Assessment
· Data Protection Act – Authorisation
· Declaration of Training & Licensing
· Declaration of Right to Work

Stag Security Services will ensure that all documentation is check and verified at the point of interview. All our managers/supervisors must stamp all documentation using the “Certified true copy of the original” stamp.

[bookmark: _Toc234138495]

Interview Assessment
The interview must fully asses the candidate using the assessment form within the application pack. 
Within the assessment all interviewers must conduct a sense test on all candidates. The sense test will include the following four elements.

[bookmark: _Toc234138496]Hearing – to conduct the hearing test the interviewer must follow the 6 steps
· The interview must stand behind the candidate
· Explain to candidate to clap their hands if they hear a high pitched noise
· The interviewer hits the tuning folk and allows 2 seconds for the candidate to clap their hands
· If no response is given after 2 seconds, repeat the test. 
· Again if no response is given repeat for the third time. 
· After the third time and no response is given the candidate has failed the hearing test.

[bookmark: _Toc234138497]Eye Sight – to conduct the eye sight test the interviewer must follow the 3 steps
· The interview must ask the candidate to read car number plate from a distance of 20.5 meters.
· If they can not read this then choose another car number plate from a distance of 20.5 meters.
· If they can not read either number plate they have failed the eye sight test.

[bookmark: _Toc234138498]Colour - to conduct the colour test the interviewer must follow the 3 steps 
· Show them card one and ask them to try to find a circle, star and/or square and what colour they are. 
· Everyone should be able to see all three shapes and their correct colours, if not they have failed the colour test.
· Show them card two and ask them to try to find a circle, star and/or square in three seconds and what colour they are. 
· Everyone should be able to see a yellow square and a faint brown circle.
· If they can only see the yellow square and not the faint brown circle they are colour blind.
· Show them card three and ask them to try to find a circle, star and/or square in three seconds and what colour they are. 
· Everyone should be able to see a yellow circle and a faint brown square.
· If they can only see the yellow circle and not the faint brown square they are colour blind.

[bookmark: _Toc234138499]Smell- to conduct the smell test the interviewer must follow the 3 steps 
· Ask the candidate if they are allergic to anything
· If they are allergic to vegetable oil, natural oil or alcohol please do not continue with the test
· Ask them to smell bottle a first and what do they smell. ( they should be able to smell Vanilla)
· Repeat this process with bottle B. (they should be able to smell lemon)
· If they can not smell the senses then they have failed the smell test.

[bookmark: _Toc234138500]Making a decision
The information obtained in the application, the interview and references obtained will allow candidates to be assessed against the person specification to ensure they meet the required criteria.

[bookmark: _Toc234138501]Offers
Verbal offers are initially made by the Operations Departments and followed up by a written offer letter and contract of employment.

[bookmark: _Toc234138502]Vetting
Stag Security will not employ individuals whose career or history indicates that they would be unlikely to resist the opportunities for illicit personal gain, or the possibilities of being compromised, or the opportunities for creating any other breach of security, which such employment might offer.
We will not employ individuals who, where required, cannot produce a valid work permit, visa or accession state worker registration card within the timescales required by law.
We will carry out security screening in accordance with this British Standard prior to the engagement of individuals for relevant employment or to their being transferred to relevant employment from other duties for which they have not previously been subjected to security screening in accordance with this British Standard. (See British Standard 7858 for guidance) 

[bookmark: _Toc234138503]References
All candidates must provide a full five year Background & Employment information for Vetting including BS7858:2006 and two character references. The HR department will ensure that all Verbal Screening is complete before employment commences. The full screening and vetting process must be complete within 12weeks of the employment starting.  All candidates will be subject to satisfactory references before commencing employment.

[bookmark: _Toc234138504]Entitlement to Work in the UK
To comply with the provisions of the Asylum and Immigration Act 1996, successful candidates will be asked to provide evidence of their entitlement to work in the UK before an offer of employment can be confirmed. 

[bookmark: _Toc234138505]Induction
It is company policy that Heads of Department/Managers ensure that all members of staff - whether they are new to the company or moving to a new role from within – go through an induction process so that they gain an understanding of their work and potential contribution to the company, feel supported in their new working environment and are able to apply their experience and skills at an early stage. 

[bookmark: _Toc234138506]Complaints
If any employee or job applicant considers that they have been unfairly treated in relation to the Recruitment and Selection Policy or procedures, they can make a complaint which will be dealt with in accordance with the Company’s disciplinary and grievance procedure.

[bookmark: _Toc234138507]Confidentiality
All information on applicants must be treated in confidence and restricted to those members and officers involved directly in the recruitment process and its administration.
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