HEADLANDS SCHOOL’S
SUMMARY RECRUITMENT POLICY

Policy Statement

The School aims to attract and recruit the most suitable individual available, with Recruitment and Selection decisions being made on the basis of how closely an individual matches the requirements of the post, their relevant merits and abilities and the values of the school.

The School is committed to fairness and equality in its processes, and to working within the Safer Recruitment in Education guidelines to ensure it upholds its duty to protect. It will ensure that no employee/job applicant is unfairly treated on any grounds including: race, colour, disability, nationality, ethnic or national origins, religion, sex, sexual orientation, actual or perceived AIDS/HIV status, part-time status, marital status, age or social background.

Professional advice and support is available at all stages of the recruitment process from the School’s Human Resources Team.

Documentation relating to all applicants will be treated with the utmost confidentiality and in accordance with the Data Protection Act.  Applicants have the right to access any information held on them in accordance with this Act.

All those taking part in the recruitment and selection of staff will be aware of this policy, and applicants will receive a copy of the policy as part of the application pack.

Scope of the Policy

The policy applies to the recruitment and selection of all staff at the School, regardless of post or level, and includes internal and external applicants, with the exception of Headteacher recruitment which is addressed in a separate Policy.

Relevant Employment Law

The policy complies with the following relevant legislation:

· Data Protection Act 1998 as amended;

· Disability Discrimination Act 1995;

· Employment Equality (Sexual Orientation) Regulations 2003;

· Employment Equality (Religion or Belief) Regulations 2003;

· Employment Rights Act 1995;

· Race Relations Act 1976 and Race Relations (Amendment) Act 2000;

· Rehabilitation of Offenders Act 1974;

· Sex Discrimination Act 1975 and 1986;

· The Employment Equality (Age) Regulations 2006, Amendment Regulations 2008
· Race Relations Act 1976

· Part-Time workers (prevention of less favourable treatment ) Regulations 2000

· Employment Act 2001

· Fixed Term Employees regulations  2002

· School Staffing (England) Regulations 2003 

· Sections 35 & 36 of the Education Act 2002 
Employment of Disabled Persons

 

All applicants with a disability who meet the minimum criteria for a job vacancy will be interviewed and considered on their abilities.

Roles and Responsibilities

Governors

The School’s Governing Body has overall responsibility for the recruitment of all staff in the School. The Governing Body may delegate its responsibility to the Headteacher, or an individual governor or committee of governors with or without the Headteacher.

Governors must ensure that the School’s Recruitment Policy is implemented properly and fairly and that those to whom they have delegated recruitment decisions are fully aware of the procedures and have had the relevant training. 

Headteacher

The Headteacher has delegated responsibility to lead the process of decision making for staff appointments outside of the leadership group.  He/she ensures that recruitment and selection decisions are made on a sound and legal basis through the Human Resources Manager.

Human Resources Manager

The Human Resources Manager has day to day responsibility for ensuring that recruitment decisions within the School are made on a sound and legal basis, and is responsible for ensuring that:

· Policies and procedures are developed for effective recruitment and selection of staff, and reviewed as necessary as per the dates set out within the policy statement.

· That training is provided for staff involved in the recruitment and selection.

· That appropriate support and advice is available throughout the process.

· That any recruitment administration is carried out within the agreed standards and timescales.

· That records are kept as required on recruitment processes and takes seriously and investigates any complaint made regarding the procedure.

Recruiting Managers

Recruiting managers are responsible for following the Recruitment Policy and the procedures contained within it, and must make their decisions on the basis laid out within the policy statement.

No one should be offered paid or unpaid work without the HR Manager being notified and an agreed interview process/documentation inspection taking place.  This includes temporary employees, consultants, volunteers, casual employees, peri-music teachers, etc.

All Staff

All staff may request assistance from the School’s Human Resources Team at any stage of the recruitment and selection process.

The full policy is available upon request from the School’s Human Resources Team

