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[bookmark: _Toc40183086]Purpose and definitions
The purpose of this policy is to provide guidance for staff and assurance to patients that The Willows Medical Practice is committed to continually providing high quality healthcare for all patients and supporting the staff who provide this care. The aim of the policy is to outline our approach to staff recruitment. 
All patients regardless of age, gender, ethnic background, culture, cognitive function, sexual orientation, or marital status have the right to have their privacy and dignity respected.
[bookmark: _Toc40183087]Scope
This policy applies to all relevant employees of The Willows Medical Practice, contractors, seconded staff, placements, and agency staff.
[bookmark: _Toc40183088]Roles, rights, and responsibilities
All relevant staff
Have a responsibility to adhere to remain up to date with the national guidelines, training, and align with the practice policy. 
Practice manager
To update the policy, ensure that it is aligned with national guidelines, distribute appropriately, and ensure that relevant staff are trained at induction and at regular intervals so that they are aware of the principles of recruitment and the content of the practice policy. 
Additionally, they have a responsibility to ensure that people undertaking interviews and candidate assessment have appropriate training.
[bookmark: _Toc40183089]Principles of this policy
This policy adheres to local and national guidance and policy including NHS guidance. 
Firstly, we identify the role or job that is being considered. Consider whether this a new role or an existing role. We will also assess whether it can be carried out by another team member or whether we need to employ a new member of staff, and whether this a full time or part time role. 
We will then create or refine a job specification for the role. This will include essential skills required for the role and the qualifications necessary. It may also include desirable skills based on wider needs of the team. 
This will then form the basis of the job advertisement that will be placed on approved sites, including NHS jobs and/or local websites. This advert will also include contact details, an offer to provide additional information, likely salary, application end date and job start date.
The next stage is an evaluation of the candidates who have submitted CVs and application forms. 
This will be carried out by more than one person and by people who have experience in evaluating applications and understand the position advertised, and the practice needs and requirements. 
A skills evaluation framework and marking schedule will be used at this point, especially if there are a large number of applicants for a post. 
Based on this evaluation a short-list of candidates for interview should be the desired outcome.
When a candidate has been selected, they should be contacted and offered the post, with a potential start date. 
Candidates who have not been successful should be contacted. They should be offered an explanation and feedback as to why they were unsuccessful. 
References should be obtained from the successful candidate. 
Credential checks, indemnity, immunisation status and a disclosure and barring service (DBS) check should also be undertaken depending on the role under offer. 
Temporary staff recruitment may follow a similar process with the essential checks on their credentials, DBS, and other legal requirements in place. 
Once a start date has been set an induction plan should be put in place.
During the recruitment process we also include our principles with reference to equality and diversity, data protection, and a valued-based approach. 
[bookmark: _Toc40183090]Distribution
Employees will be made aware of this policy via TeamNet.
Patients will be made aware of this policy using patient leaflets and on the practice website.
[bookmark: _Toc40183091]Training 
All relevant staff will be given training on appropriate recruitment policy at induction and at regular intervals thereafter. 
Any training requirements will be identified within an individual's Personal Development Reviews. Training is available in the Training module within TeamNet.
Equality and diversity impact assessment
In developing this policy, an equalities impact assessment has been undertaken. An adverse impact is unlikely, and on the contrary the policy has the clear potential to have a positive impact by reducing and removing barriers and inequalities that currently exist. 
If, at any time, this policy is considered to be discriminatory in any way, the author of the policy should be contacted immediately to discuss these concerns.
[bookmark: _Toc40183092]Monitoring and reporting
Monitoring and reporting in relation to this policy are the responsibility of the practice manager. 
The following sources will be used to provide evidence of any issues raised: 
· Complaints.
· Significant and learning events.
Any incidents relating to recruitment will be monitored via incident reporting.
[bookmark: _Toc40183093]Summary of NHS legal and mandatory documentation
Equality Act 2010 http://www.legislation.gov.uk/ukpga/2010/15/contents
Mental Capacity Act 2005 http://www.legislation.gov.uk/ukpga/2005/9/contents 
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