	Recruitment & Selection Action Planning

Every step in your recruitment and selection action should:


To achieve this:

· Take a planned and proactive approach to recruitment and selection

· Consider the Maximise Opportunity / Minimise Risk principle every time you make a decision

· Invest time and effort into the process

· Create an About the Job and Advert which are fit for purpose and encourage a diverse range of relevant, talented applicants to apply

· Use a range of selection techniques to assess candidates fairly and thoroughly

· Value all applicants and treat them with respect at every stage in the process

Recruitment & Selection Action Plan

Proactive planning is key to effective recruitment and selection action.

This checklist will provide you with a summary overview of key Recruitment and Selection action. Use it to help plan your action for every post you recruit to.
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Recruitment & Selection Step-by-step Guidance and Downloads
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Why is it important to invest time in creating an effective About the Job?

The Role of the About the Job

The About the Job is an important document in the recruitment and selection of staff and their ongoing employment relationship with the University. An effective About the Job:

· provides applicants with essential information about the job which they can use to self select in or out of the application process.

· an accurate job description and person specification are essential to help attract quality applications and reduce the number of irrelevant applications.

· provides you with a robust basis on which to plan a thorough effective assessment action

· provides evidence of fair and transparent recruitment and selection process founded on solid, job-based criteria, not unfair discrimination.

· helps facilitate the e-Recruitment process and minimise turnaround times

· gives both the recruiting manager and the appointee a clear starting point to work from at induction and future development reviews.

Without an effective About the Job document in place at the initial stage of your recruitment and selection planning, you will increase the risk of:

· delaying the initial authorisation process and slowing down e-Recruitment turnaround times as incorrect documentation cannot be actioned

· receiving irrelevant applications due to an inaccurate job description/person specification, thereby wasting applicants’ time and increasing your time commitment to considering potentially a large number of low quality applications

· making a poor quality appointment as candidates must be assessed on areas relevant to the post in question, not a “cut and paste” of a previous post which has different needs

· vulnerability to a legal challenge of discrimination if you do not have a clear audit trail on the key requirements of a job and how these will be assessed within a robust, planned selection process.

Why can´t I just use the same About the Job as last time?

It is important to invest in each job in its own right and create an About the Job that matches its needs exactly. It can be helpful to seek ideas from looking at versions produced for similar jobs within your department, faculty or across the University, but be aware that any information contained within the final document must be related specifically to the post in question. 

A "cut and paste" approach of simply using an earlier version without reviewing it fully can lead to difficulties later in the recruitment and selection process, including unfair discrimination and possibly a poor appointment decision. Such difficulties can potentially be both time-consuming and have wide reaching negative impact. You are strongly advised to invest the time and effort at this initial stage in order to secure a good appointment to your vacancy.

About the Job - Essential Action Checklist

· Always download the current version of the About the Job Template and Guidance Notes for Recruiting Departments for use for every job. See link on the right for more information.

· Consider each job afresh – use previous About the Jobs to generate ideas, not as automatic cut and paste content.

· Be confident that the job description provides a clear and illustrative picture of the role as the About the Job will be used as part of future employment action.

· Ensure that the person specification is accurate and fair and can be used to measure candidates against effectively via different methods of selection.

· Have all content in the correct format in place prior to entering the e-Recruitment system.

Further information

· Step-by-step guidance on creating the About the Job document is available within the Guidance Notes for Recruiting Departments

· General queries and advice from your customary Human Resources contact and from your Recruitment & Selection Network contact within your department. See contact list link on the right.
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As part of our ongoing commitment to equal opportunities, and to reaching the most appropriate pool of talent possible for every post, we routinely advertise our posts at the University of Sheffield. The advert plays a major role in attracting the attention of potential applicants and motivating them to find out more information about the post via the About the Job.

Review of the redeployment register

When the Department of HR receives a request to advertise a vacancy, the first step in the process is to consider whether we have any existing members of staff who may be eligible for the post via our redeployment register. If there is not a match for the vacancy then we will advertise it further.

University of Sheffield Jobs Website and Jobs.ac.uk

All advertised posts are placed on the University of Sheffield jobs website
http:www.sheffield.ac.uk/jobs
and on the jobs board for Higher Education and the public sector jobs.ac.ukhttp://www.jobs.ac.uk (except some support roles).
Analysis shows that the majority of our applications and final appointees are sourced via these websites and your customary HR contact will place your advert here at no cost. Simply complete the advert template download available from this page and submit it with your Job Requisition in e-Recruitment.

Additional advertising

If you wish to advertise beyond these websites, eg in print media or other websites, please note this in the Job Requisition Note field, giving details of the publication or website you have in mind. Your customary HR contact will work closely with you to discuss this option. If you decide to proceed, s/he will ensure that you receive the best value for money from the advert by liaising with our appointed advertising agency and advising on content, editing and corporate house style etc. The cost of external adverts will be charged to the recruiting department. We will do all liaison with the advertising agency and external publications etc. Do not respond to cold-calls to sell you media space, or invoices for adverts you are involved with, as these may be fraudulent scams or may not represent value for money.

Other advertising sources

As well as websites, newspapers and journals, the following sources can be used to publicise an advert: 
· mailshots to other universities/relevant organisations or careers services.

· emails to relevant discussion groups or previous high-calibre applicants.

· advertisements in conference papers/exhibition packs for events where suitable applicants are likely to attend.


Where recruiting departments choose to use one of these advertising sources, or any other suggestions that you may have, please liaise with your customary HR contact to ensure quality standards will be met. It is recommended that all adverts signpost prospective applicants to our jobs website, where full details of the post will be available and candidates can apply online. All applications must be received via the online system for all posts.

Adverts - Essential Action Checklist

· Complete the Advert Template using the Advert Template Guidance Notes for Recruiting Departments.

· If you wish to pursue external advertising, note the details within the Job Requisition Note field.

· Consider all suggested redeployees fully for the post before moving on to advertise more widely

· Liaise with your customary HR contact for all advertising action - refer any contact from external organisations directly to them

· Build in sufficient time in your recruitment and selection action planning to accommodate editing action for all advert, especially external adverts which will require mock-ups etc.
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Full and appropriate authorisation must be in place before any vacancy can be advertised by the Department of Human Resources.

Authorisation for all posts is managed within e-Recruitment, using the Job Requisition. The Job Requisition will be created by your departmental Recruitment & Selection Co-ordinator, who will allocate a Recruitment Group to the Job Requisition when it is created. This includes all the University staff that need to have access to view, edit, process or approve the Job Requisition for the particular vacancy. 

More detailed information relating to the Job Requisition and the authorisation process for your faculty, is available via the right hand links.

[image: image22.jpg]Shortlisting





Following the closing date for your post, you will be able to access all applications within e-Recruitment and begin shortlisting for the next level of selection action. The most effective way to ensure that you are confidently selecting the best candidates from this pool, is to plan in advance in the following areas:

Shortlisting


Shortlisting Panel
There should be a minimum of two members on the shortlisting panel to ensure objective decision-making and a high quality outcome. A larger membership will be useful for most posts, as different members can bring a range of perspectives to the process. All shortlisting panel members should offer specialist knowledge relevant to the role. A diverse representation of relevant colleagues is required. Aim for a mix of ethnicity, age and gender where possible. There must be continuity of membership with the Interview/Selection Panel to facilitate understanding and consistency within the selection process. See right hand link for University guidance on membership of Interview/Selection Panels.

Criteria
Agree in advance the criteria by which the panel will shortlist candidates to be invited to the next round of selection action, as per the criteria specified within the Person Specification section of the About the Job. Be consistent in your approach for all applicants, DO NOT introduce new criteria beyond those advertised at this stage. If the post has changed, pause the selection process and re-evaluate whether or not you need to halt proceedings and readvertise a different job to meet your new needs.

Longlisting
It may be useful to include this additional layer of action in your selection action planning where you have received a large number of applicants. It allows you to select a final shortlist on the basis of measured, objective assessment action. You may opt to review the longlist in a number of ways, including :

Interview options: representatives of the full interview/selection panel could hold longlist interviews in person, by telephone or remote access technology, to identify a shortlist to be invited to participate in the next round of selection action. 

Selection tests: it may be useful to have a longlist of candidates undertake an assessment test which will identify whether they have a key skill(s) required for the role. Successful candidates could then be invited through to the next stage, as per the "Candidates with disabilities" section below.

All longlist action should be objective and relevant to the advertised About the Job. All candidates must be treated equally and offered the opportunity to request additional assistance/adjustments at each stage.

Decision-making
Should be open, transparent and fair. Ensure that the panel have clear understanding of the role and the key criteria being measured. It is important that you focus all decision-making on professionally focussed criteria. This will provide you with a robust decision-making approach which will help you identify the right person for the role. At all times, avoid assumption or presumption around candidates´ abilities based on protected characteristics including age, gender, disability, ethnicity etc. This form of discrimination is illegal and should not influence any form of decision-making as it would undermine the validity of the process and restrict you in achieving the ultimate aim of finding the best person for the role. 

All panel members should routinely challenge their own decisions to ensure that they can confirm that they have maintained an objective, professional focus for all of their selection choices.

e-Recruitment
You can use e-Recruitment to shortlist on-line. Panel members can rank each candidate, add comments individually and flag any candidate which they think warrants discussion. The rankings are then aggregated and comments can be shared with all panel members. Priority candidates can be invited to the next level of action by e-mail. Candidates who will not be progressing further can also be informed promptly by e-mail.

Candidates with disabilities
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The University of Sheffield is committed to equal opportunities and is a Two Ticks employer. Under the Two Ticks Disability scheme we guarantee an interview for disabled applicants who meet the essential criteria for the job applied for. Further detailed information on the Two Ticks Disability Scheme can be found at www.shef.ac.uk/hr/diversity/twoticks 

Recruiting departments should ensure that all longlisted/shortlisted applicants, whether or not they have disclosed a disability or health concern, have the opportunity to request any special adjustments or equipment that they would need to attend interview/selection tests. Use the invitation to interview template in e-Recruitment as your basis for inviting all candidates to interview to ensure that you have addressed this appropriately for all invited candidates. 

If an applicant requests special adjustments or equipment to enable them to attend interview, consider this priority action and contact your customary HR contact for further advice on how to facilitate this.

Shortlisting – Essential Action Checklist

· Planning, clarity and objectivity are essential for effective shortlisting

· Set clear criteria for shortlisting which links back to the Person Specification within the advertised About the Job

· Identify a relevant, diverse panel, which must have continuity of membership with the full interview/selection panel

· If you include a longlisting stage, be clear on methods to be used and purpose of this stage in the process. Provide candidates with clear guidance on which stage in the proceedings they are being invited to participate in and when they will be informed of the outcome

· Be aware of the influence of personal prejudices in the decision-making process and the need to focus on the professional not the personal.

· Ensure all decisions are made on objective assessment not personal opinion.
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Having identified your shortlist of candidates, the next step is to plan a balanced and thorough selection process.
A focussed and structured approach to selection assessment will enhance your opportunity to identify the best candidate for your post and reduce the risk of unfair discrimination. 
Plan a range of selection action

Effective selection action for any appointment should include, at the minimum, an interview and a form of assessment test relevant to the role. For all roles it is recommended to include a combination of tests in order to measure candidates´ abilities to undertake different elements of the role. This will provide you with a fuller picture of how candidates perform in different situations, work to a brief/instructions, interact with others and how they handle delivering to short deadlines. 
All forms of assessment must directly measure candidates´ abilities against the criteria within the Person Specification of the About the Job. 
Consider how to assess candidates and use the results effectively

When creating your range of assessments, make sure that you have established in advance a clear process for:

· assessing the quality of the candidates’ efforts. Where possible a 'norm' and model answer should be pre-prepared to facilitate comparison and assessment of ability/knowledge/skill.

· recording the outcomes/results. Consider whether you will score the results numerically or use grading schemes such as “met/partly met/did not meet”.

· reporting the results to the interview/selection panel. This will allow the outcomes of all the selection action to contribute to an overall picture of performance for use in the decision-making process.

Taking a fair approach to assessment action

When planning your selection action, agree at the outset which form of assessment will measure which criteria from the person specification. It is also useful to have considered attributing a value weighting to these different elements at the outset, eg 60% interview 40% presentation, to avoid being influenced by personal bias once the process is underway. This will help you maintain perspective when making decisions about candidates´ performances. 

All shortlisted candidates must be given the opportunity to undertake all elements of the planned assessment action. Therefore, even if a candidate performs poorly within the initial test , you must continue with the full selection programme. This will allow the candidate maximum opportunity to perform in a range of assessment formats and will ensure s/he has received fair and equitable treatment.

Further guidance

Guidance on planning various forms of assessment is provided in the links to the right. Use these to plan your selection action and create a fair and robust selection process. The key areas of selection action are:

· Eligibility to Work – it is a legal requirement that we must have confirmed that all new appointees are eligible to work in the UK BEFORE they start work.

· Interviews

· Presentations

· Other forms of Assessment

· References

See links to the right for more information.

Informing candidates of the selection action in advance

Candidates should always be informed of the details of all planned selection action when you email/write to candidates to invite them to attend. This communication must also invite the candidates to provide you with any adjustments or assistance that they may require to undertake the planned selection action due to disability.

Candidates with disabilities

Candidates with disabilities may require additional assistance or adjustments to enable them to undertake your planned selection action. It is important that you ask all invited candidates if they require this support at invite stage, in order that you may have the necessary support in place in good time for the date planned for interview/selection action. Requests will vary according to the individual´s request eg additional time, particular equipment needs or room lay-out etc. Treat all requests for any adjustments or assistance as priority action and work with your customary HR contact to facilitate delivery

Selection Action – Essentials Action Checklist

· Invest time and effort in creating and planning a balanced and thorough selection process

· Clarify how and when you will test for each criteria within the selection action process

· Devise a combination of tests and interview questions that are directly relevant to the vacancy

· All forms of assessment must directly measure candidates´ abilities against the criteria within the Person Specification of the About the Job. Ensure your range of tests combine to measure all key criteria.

· Review all elements of all assessment action at planning stage to ensure that it is relevant, reasonable for the grade and does not discriminate against candidates on unfair grounds.

· Provide invited candidates with full details of the planned interview and assessment tests planned and ask them to confirm if they require any additional adjustments or assistance to help facilitate this.

· The results/outcomes of the tests should be fairly assessed, recorded appropriately and included within the overall decision-making process for the post.

· All shortlisted candidates must be given the opportunity to participate in all assessments being undertaken for the role to ensure that they have received fair and equitable treatment.

· When considering candidates´ performances, remain measured and objective and be aware of the influence personal prejudice may have on your decision-making.
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All UK employers have a duty to prevent illegal migrants working in the UK. Sections 15–25 of the Immigration, Asylum and Nationality Act 2006 (the `2006 Act´) set out the law on the prevention of illegal migrant working. 

Therefore, it is our statutory duty to check that a prospective employee has the correct eligibility to work in the UK in place BEFORE (i) the appointee commences employment or (ii) an extension to an existing appointment is issued. Failure to do so can lead to civil and criminal penalties for non-compliance. 

Eligibility to work checks – Recruitment

In order to ensure that the University complies with its obligations under the 2006 Act, recruiting managers are required to undertake the following:


1. At invite to invite/selection action stage, request all invited candidates to provide suitable documentation confirming their eligibility to work in the UK

This ensures that we meet our statutory requirements by having seen evidence of all candidates´ eligibility to work in the UK prior to the successful candidate commencing employment at the University. 

Ask candidates to confirm which documentation they intend to bring with them when confirming their attendance at interview. This allows you to have the correct eligibility checklist in place and to flag any concerns with your customary HR contact regarding the proposed documentation in advance eg if you wanted further guidance regarding a visa, or if the candidate would required migrant worker approval if appointed etc. 


2. Identify a member of staff to undertake the checks and ensure that s/he is fully briefed in the action required 

Within the recruiting department, a member of staff should be designated with this specific responsibility as part of the action planning for the day of selection tests/interviews. It is advisable that each department trains sufficient numbers of staff to accommodate the department´s recruitment activity. A powerpoint briefing programme is available to download from this site and/or discuss your training needs with your customary HR contact. 


3. On the day of the interview/selection action, check that the presented documentation is the original version and is acceptable evidence of eligibility in line with UK Border Agency (UKBA) guidelines

Under the 2006 Act, an employer may have an excuse against liability for payment of a civil penalty by checking and copying original documents presented by a prospective or existing employee. If you are presented with a false travel document or visa, you will only be subject to legal action if it is reasonably apparent that the document is false, or if you knew that the document, or documents, were false and/or did not rightfully belong to the holder. If you are not certain that the documentation presented meets these criteria, then raise it with the candidate and seek advice from your customary HR contact.


4. Carefully photocopy the required information 

When the candidate arrives for interview a member of the recruiting department must take copies of the outside cover of the passport the page containing the applicants personal details and, if relevant the applicant´s current UK visa. Full guidance on what to copy is within Checklist A and B.

The UKBA are rolling out more biometric information as proof of eligibility to work. It will appear in ID card format and should be copied in the same way as other identity cards and passports. Further information from the UKBA is available from the right hand links.


5. Ensure that you undertake eligibility to work checks for ALL invited candidates 

In line with our commitment to equal opportunities, we check the eligibility of all shortlisted candidates. It would be inappropriate to presume that certain candidates may or may not have eligibility to work in the UK, eg due to appearance or name. Therefore, to ensure that we undertake our legislative requirements, and treat all candidates equally, recruiting departments must undertake checks for each candidate.

For further information on the Universities policy on Equal Opportunities and diversity action, see right hand link.

The UK Border Agency (UKBA) has also produced guidance on avoiding discrimination when performing checks, see right hand link.


6. If you have identified a non-European Economic Area (EEA) candidate who will require migrant worker approval to work in the UK, DO NOT commit to securing this approval on behalf of the candidate

If a candidate requires migrant worker approval to work in the UK, you must liaise with your customary HR contact as early as possible in the process to consider this. The employment of non-EEA nationals is a tightly legislated area enforced by the UK Border Agency (UKBA) and subject to stringent control and measurement. The government has imposed limited caps on the number of migrant workers allowed to work in the UK and any approval will be for skilled workers only. The capped numbers relate to the extension of non-EEA nationals currently working with approval within the UK as well as the recruitment of non-EEA national in new appointments. It should be noted that in line with the government´s approach to limiting the entry of new migrant workers into the UK, approval to recruit from outside the EEA is extremely restricted for any post, even in exceptional circumstances. 

For further information see right hand link – Statutory restrictions on the recruitment of a non-EEA national 


7. Retain and dispose of all copies of documentation securely 

Treat the contents of all copies of documents in the strictest confidence and store them securely. Once an offer of appointment has been achieved, dispose of the documents securely eg shredding and disposing as confidential waste.
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Eligibility to Work Checks – Essential Action Checklist

· At invite to interview/selection action stage request all candidates to identify which form of supporting documentation tests they will present on the day they attend

· Check documents for all interviewees in line with the action prescribed in Checklist A or B

· Copy the interviewees´ documents in line with requirements

· Contact HR to discuss options for candidates who do not currently have approval to work in the UK

· Attach the copied documents of the recommended appointee to the Request To Appoint (RTA) in e-Recruitment

· Destroy the copies of documents for unsuccessful applicants securely once the post has been filled
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Interviewing is a key tool in recruitment and selection and should be combined with other forms of selection assessment to create a robust selection process.

The interview is a two-way, interactive process. It allows the employer the opportunity to find out more about the individual in person, and assess her/him in relation to the job criteria and the interviewee the opportunity to find out more about the job and the organisation as a whole.

Preparation and planning are essential for successful interviewing. Work through the following steps for all interviews:

Part 1: Advance Preparation
Part 2: Action on the Day
Part 3: Decision Making
Interviewing – Essentials Action Checklist

· All interview and selection action should be objective, challenging and rigorous, to ensure that you have identified the best person for the post from your shortlist.

· Advanced planning and preparation is key to a successful process.

· Use the interview as part of the selection action plan, supported by a range of relevant assessment tests to ensure thorough assessment

· Build an effective question grid which addresses the needs of the post and supplementary questions specific to each applicant

· Treat all candidates equally and with respect.

· First impressions are powerful, do not base decisions on instant judgements

· Listen closely to candidates answers and probe further when needed

· At decision-making stage consider the outcomes of all forms of the selection action, not just the interview.

· Candidates should be rated against the agreed and specified criteria of the post and not against each other.

· Measure candidates with disabilities on the quality of their performance during the selection process only; the need for assistance/adjustments is not an influencing factor.

· At all times focus on the professional not the personal
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Candidates may be asked to give a short presentation to the panel based on information supplied to them or on an issue relevant to the post. This is a particularly useful way of evaluating their ability to draw out the crucial points from complex information and communicate them effectively.
When developing this form of assessment consider the following:

· This type of assessment should only be used where presentation skills have been identified as required criteria within the Person Specification

· Will the candidates be asked to prepare a presentation in advance of the interview date or be required to make a presentation based on information provided on the day? Each approach has relevance for the assessment of different skills, so agree in advance which you are seeking to assess.

· Ensure that all candidates are informed in advance of the facilities which will be available to them including equipment, preparation time, time available to present, whether there will be a questions and answers within the allocated time etc as relevant.

· Assess all elements of the task and the facilities to ensure that this assessment will not directly or indirectly disadvantage any group of potential candidates.

Presentations to colleagues beyond the Selection/Interview Panel

For certain posts, predominantly academic and research, it is often a key element of the assessment process to include a presentation to a group of colleagues drawn from the recruiting department and cognate areas. Within the preparation for this form of assessment be aware of the following:

· Be clear on what topic the candidate may speak on and time limits

· Confirm with the candidate who will attend and whether there will be questions from the floor

· Without the candidates present, brief the audience in advance on the post in question and which elements of skills and abilities that you would like feedback on after the presentation. Remind the audience that questioning should be challenging, but must maintain a professional focus.

· Ask attendees to provide some form of measurable feedback which can be collated and reported back to the Interview/Selection Panel (see suggested template within downloads box to the right). If the audience is too large make it practical to request and process feedback forms from all attendees, agree a representative sample in advance and feed their input in the process.

· Where possible have continuity within the audience between candidates and as a minimum have a representative(s) from the interview/selection panel attending all presentations.

· Ensure all candidates are treated equally with regards time to present and questions from the floor etc.

Informing candidates of the selection action in advance

Candidates should always be informed of the details of all planned selection action when you email/write to candidates to invite them to attend. This communication must also invite the candidates to provide you with any adjustments or assistance that they may require to undertake the planned selection action due to disability.

Candidates with disabilities

Candidates with disabilities may require additional assistance or adjustments to enable them to undertake your planned selection action. It is important that you ask all invited candidates if they require this support at invite stage, in order that you may have the necessary support in place in good time for the date planned for interview/selection action. Requests will vary according to the individual´s request eg additional time, particular equipment needs or room lay-out etc. Treat all requests for any adjustments or assistance as priority action and work with your customary HR contact to facilitate delivery

Presentation – Essential Action Checklist

· Be clear which criteria of the Person Specification the presentation will measure

· Brief candidates and audience members fully

· On the day, ensure all candidates receive equal treatment eg same amount of time to complete a task, welcoming audience etc.

· Record all results and feed outcome into interview/selection panel decision-making in a useful, consistent manner

· Ensure that you have given all invited candidates sufficient details about the assessment tests and notice to provide details of any adjustments or assistance that they may require to undertake the planned assessments
Treat all requests for any adjustments or assistance as priority action and work with your customary HR contact to facilitate delivery
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Scenario based tests

With this approach, you provide candidates with a brief outline of a simulated scenario/problem situation which combines several elements relevant to the role in question. This is an effective way to assess a candidate's competence in dealing with a specific part of the job. Examples include "in-tray tests" where candidates at any level can be given an in tray exercise in which they are required to prioritise the items in a typical day's workload and explain the reasons behind their decisions.
All tests should, where possible, be validated against a pre-agreed model answer.

Writing Tests

This test can be modified to suit the needs of the post. Options include providing a short background brief the asking candidates to provide different formats of written work subject to the level of responsibility within the role. For example you could provide some background information then ask candidates to provide a one paragraph summary for both (1) the Faculty Executive Board and (2) the Faculty Clerical Support Forum. This would help you assess their ability to communicate key information to different user groups.

Technical Skill Tests

For a wide range of jobs it may be relevant to include a technical skill relevant to the post. This will be highly specific to the needs of the job and may range from a word-processing test to a driving skills assessment to analysing data to laboratory work. In any situation, be aware that the test must be measuring an essential skill specified within the Person Specification.

Social interactions with candidates

Should you decide to build a social element into your selection action plan, eg. dinner or lunch with colleagues, within the department or off campus, you must be clear in advance of the purpose of the event. Agree at the planning stage whether the candidates will be assessed during these times, or not, and inform the candidates in advance of this. Also be aware of feedback from colleagues involved and what role this will play within the decision-making process. It is advisable not to seek opinion unless it is in a structured format and it relates directly to the candidates ability to do the role. As with all other elements of selection action, ensure that all candidates are offered the same opportunity to attend/participate and that you seek requests for any additional assistance, adjustments or requirements for each event.

Informing candidates of the selection action in advance

Candidates should always be informed of the details of all planned selection action when you email/write to candidates to invite them to attend. This communication must also invite the candidates to provide you with any adjustments or assistance that they may require to undertake the planned selection action due.

Candidates with disabilities

Candidates with disabilities may require additional assistance or adjustments to enable them to undertake your planned selection action. It is important that you ask all invited candidates if they require this support at invite stage, in order that you may have the necessary support in place in good time for the date planned for interview/selection action. Requests will vary according to the individual´s request eg additional time, particular equipment needs or room lay-out etc. Treat all requests for any adjustments or assistance as priority action and work with your customary HR contact to facilitate delivery

Other forms of Assessment – Essential Action Checklist

· On the day, ensure all candidates receive equal treatment in the delivery of all tests, eg same amount of time to complete a task, undisturbed environment etc.

· Record all results and feed outcome into interview/selection panel decision-making in a useful, consistent manner

· Ensure that you have given all invited candidates sufficient details about the assessment tests and notice to provide details of any adjustments or assistance that they may require to undertake the planned assessments

· Treat all requests for any adjustments or assistance as priority action and work with your customary HR contact to facilitate delivery.

More specialist forms of assessment

The following forms of assessment are not currently in common use across the University. If you would like to explore these, or any other options, further please contact your customary HR contact in the first instance.

Group Tasks

The candidates can be given simulations of 'real' situations and asked to come up with a solution and action plan as a group within a specified time limit. It is the candidate's reaction and performance in the team, rather than the team's solution, which are the subject of the observer's assessment and evaluation. The observer would need to be familiar with methods of assessing group and individual behaviour and of current theories about team dynamics and roles

Psychometric and Aptitude Tests

The use of psychometric tests as measures of personality and ability is a complex and controversial issue. A wide variety of ready-made tests are available which measure several different areas of aptitude suitable to recruitment at varying levels of seniority. An individual's aptitude for verbal and numerical reasoning, and diagrammatic and spatial recognition can be assessed and some tests seek to place candidates on personality and attitudinal scales e.g. Saville and Holdsworth Occupational Personality Questionnaire and Watson-Glaser Critical Thinking Appraisal.
This form of testing is expensive and may only be purchased and administered by qualified individuals. 
Assessment Centres

An assessment centre format combines a number of selection techniques together to create a carefully designed and thorough selection procedure lasting between 1 - 3 days. The variety of exercises used, their purpose, the criteria to be assessed and the weighting to be attached to them need careful consideration and analysis. This approach requires a large investment of time and specialist skill to be effective and the appropriateness of using this scale of selection exercise has to be considered carefully. It could be a useful option for large volume group recruitment.
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Requesting references

All appointments at the University are subject to the receipt of satisfactory references. 

References should be sought routinely as part of the selection process for all University appointments, in combination with an interview and other forms of selection assessments. References should never be used as the sole grounds on which to base a recruitment decision as they provide a limited perspective of an individual´s abilities and performance. 

Requesting references encourages candidates to be honest about the claims made at application stage, but as the candidate selects who to nominate as a referee it is reasonable to expect that a favourable representation of her/him will be presented. Therefore, additional tests are required to establish a fuller picture of the candidate.

When to request references

At the outset of your selection action planning, agree at what stage in proceedings you will seek references:

· seek references for all shortlisted candidates in advance of the interview/selection tests day in order that the interview/selection panel may consider the information provided as part of the decision-making process

· undertake your interview and selection tests, identify a recommended appointee and seek references for that individual and only formally offer the post if satisfactory references area received.

Once you have decided which option to take, be aware of the following:

· it is important that you are consistent in your treatment of all shortlisted applicants

· if references are not received for all applicants in time for interviews as requested, this should not have a negative effect on the candidates in question

· consider the effort involved in providing references and only approach referees for this information if it is genuinely required.

Requesting a reference

Once you have agreed when to seek references, consider which format of reference you will seek. 

The main format options for requesting a reference are:

· Open request - which asks the referee’s opinion on the candidates to undertake the job as detailed within the About the Job for the post.

· Structured reference request - which asks the referee to grade the candidate’s suitability on a number of areas identified as relevant to the About the Job requirements, and general areas eg attitude, trustworthiness etc. This is often presented within a summary table format.

Legislation has had a considerable impact on the format and content of references in recent years. The risk of potential claims of damages against referees on the grounds of negligence means that the factual content of the reference must be accurate and that the referee should clearly differentiate between fact and opinion. In addition to this, the Data Protection Act 1998, provides an applicant with the right to request access to the information contained within a reference as received by the prospective employer. Consequently, many referees now write references with extreme caution and will limit their response to factual information only. In certain sectors, eg insurance, legal areas, employers may only provide confirmation of employment start and end dates only. This is not a reflection of the candidate, but an industry norm.

Structure your reference request

Considering this background information, it is recommended that you structure your reference request in order to receive a relevant and useful reference. The benefits of a structured approach include:

· ensuring that you receive information directly relevant to the post./assessment process

· reduces the possibility of avoiding difficult issues e.g. use of phrases such as “any employer would be lucky to have Mr XXX work for them”, which could be an ambiguous way of saying that it is difficult to motivate him into action

· reducing the time commitment of the referee to provide a response, thereby reducing effort involved and hopefully enabling a speedy turnaround time

· creating a level playing field approach for candidates, as the bias that is inherent in unstructured reference responses is reduced. The reference should be a measure of the candidate’s abilities, not the referee’s writing talents or determination to sell the applicant in order to move them on to another employer.

Clearly, within this structured approach it is essential to include the opportunity for the referee to provide additional information about the applicant beyond that requested, if s/he so wishes.

An example of a structured request form with covering letter is available as a download from the right hand links. As with any recommended proforma, the document should be adjusted to meet the requirements of the post in question, as detailed within the job description/person specification. 
Seeking information about disability and health concerns

Due to changes in equality legislation, with effect from1 October 2010, employers may no longer seek information about disability and health concerns in relation to an individual´s ability to undertake a role as a blanket measure for all applicants. Such information can only be sought of a candidate who is at offer stage to ensure that the need for any adjustments does not have a negative impact on the decision-making process. The central reference templates has been revised to include this. Please ensure that you use the correct template depending upon which stage in the recruitment process you are at in order to avoid breaching legislative requirements.

Exceptions to this will be posts which have a clear physical requirement as an essential part of the role eg driving or lifting heavy items. As the final appointment will be subject to University Staff Occupational Health assessment on this criterion, it will be featured in the About the Job as an essential criterion and at interview stage all applicants will be reminded that the appointment will be subject to this criterion being met.

Referees

e-Recruitment requests the candidate to confirm her/his relationship with the nominated referees. The reference should focus on seeking evidence about a candidate´s abilities and experience in a working environment. This will be provided most effectively by current or previous employers. Evidence of voluntary work roles, and other interests where candidates have held responsibility, may be useful if paid employment history is limited. However, general character references are less relevant than professionally focussed ones and references from friends and family should be avoided due to risk of potential bias. 

If you are not satisfied that the proposed referees will provide the information you need, discuss other options with the candidate. 

Always seek a reference from the candidate´s current, or most recent, employer wherever possible prior to confirmation of the job offer. Be aware of the timing of such a request if the candidate has confirmed that s/he does not wish for his/her current employer to be contacted prior to interview. If s/he asks that references are not sought prior to the offer of appointment, ensure that any provisional offer is explicitly made subject to satisfactory references being obtained, and check with the candidate before seeking such references.

Receiving reference information

You are advised to only use reference information sought and received in a formal manner within the selection decision-making process. Information about candidates received via an informal route may be incorrect and biased, and if you use this information to inform your choice you will have no recourse with the provider in the future. The use of informal information is unprofessional and increases considerably the risk of unfair discrimination within the selection process, thereby raising your vulnerability of receiving a legal challenge and also potentially missing out on the best person for the post. 

Remember, that when speaking to referees it is important to make them aware that the information they provide will be used as the reference. If, due to time constraints, you must conduct a reference `interview´ by telephone, work through the pre-prepared questions covered by your reference request, record the responses on a copy of the document and inform the referee that you will retain this as the formal reference.

Reference Requests – Essential Action Checklist

· referees should know the candidate in a professionally focussed capacity

· a structured approach will enable you to efficiently seek evidence from the referee on factually based areas relevant to the post and help to avoid bias (see template download in right hand links)

· ensure that all questions asked are not discriminatory to any group of candidates

· always seek a reference from the candidate´s current, or most recent, employer, but be sensitive of issues around timing in line with candidate´s wishes

· ensure that you provide the referee with a reasonable response time, a stamped addressed envelope or a confidential fax number/email address in order to encourage the referee to respond promptly

· follow up any contradictory or ambiguously worded information provided in references with the referee/candidate if you have concerns

· share all received references securely

Contact you customary HR contact for further information on any of the above.

Access to References received as part of the R&S process

a) Access within the recruiting department

Any reference received within a recruiting department must be considered a strictly confidential document and treated appropriately. Access should be restricted to those members of staff involved in the interview process only.

b) Access by the applicant

Under the Data Protection Act 1998, an applicant has the right to request access to the content of any reference received regarding her/him as part of a selection process. However, as part of this information disclosure, the rights of any third party referred to, or whether it is appropriate to disclose the identity of the author, have to be considered. Therefore, if you receive a request from an applicant to access the content of a reference, it is essential that you seek guidance from your customary HR contact before any aspect of this document is disclosed.

c) Storage and Retention

In line with the Data Protection Act (1998), personal information about applicants should not be retained for longer than is necessary to provide feedback on their application and defend an Employment Tribunal claim, if necessary. 

References may be uploaded to e-Recruitment for storage. All data within e-Recruitment will be will be held for up to 5 years and then will be archived anonymously. This complies with the data privacy statement that applicants accept before they are able to submit an application. Departments do not need to delete applicant information held in e-Recruitment, this is managed centerally. 

If any paperwork is retained within the recruiting department this should be disposed of securely (e.g. via confidential waste or shredded) within six months of the appointment date. See right hand link for more information.

It is essential that all staff involved in any element of the recruitment and selection process adhere to the University´s guidelines at all times. Recruiting departments should be aware that the Data Protection Act (1998) gives individuals the right to access copies of personal data held on computer or in a paper-based filing system, including any shortlisting and interview notes and emails relating to the individual. A request to view such information is known as a `Subject Access Request´. A Subject Access Request to view documentation associated with the recruitment process should be discussed with your customary HR contact before you respond.

Other forms of pre-employment checks

For certain University appointments it may be necessary to seek more specific information about a candidate´s suitability for the post beyond references, interviews and selection tests e.g. CRB check, Work Health Assessment etc. See right hand link for further information.
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Recommending Appointment

Following a rigorous assessment process, the interview/selection panel may approach the successful candidate that the panel will be recommending her/him for appointment to the role, subject to the completion of any outstanding action eg receipt of satisfactory references if not already received, pre-employment health check or CRB check. Selection panels do not have the authority to make an offer of appointment. Only the Director of Human Resource Management has the authority to appoint individuals to University posts, including externally funded posts. When communicating with your preferred candidate, make clear to her/him that your recommendation is subject to formal confirmation by the Department of Human Resources.

Action by Selection Panels

The selection panel 'or representative sub-group' should agree recommendations in the following areas to support the appointment recommendation:

Calculate the Total Rewards Package

The University offers a significant total rewards package of salary, superannuation, annual leave and a wide range of other benefits. This should be taken into account when negotiating a starting salary with a candidate. Use the Total Reward Calculator showing the total value of salary plus benefits to inform your decision-making/discussions. It is available at:http://www.shef.ac.uk/salary-projection/reward_calculator.do
Salary Levels

The selection panels role is to recommend an appropriate starting salary, considering the following:

· salary range approved and advertised for this post.*

· candidate’s current salary

· candidate’s job-related experience

· internal consistency; the salary levels of colleagues performing roles of similar responsibility, particularly with relation to Equal Pay legislation

· potential salary progression

· offers should normally be made at the starting point of the approved scale. Any request beyond this must be supported by an objective, transparent case which justifies the request.

· position on NHS Scales, where this is applicable

*The recommended salary level must be within the range of funding confirmed for the required period provided by the Department of Finance, as specified within e-Recruitment prior to advertisement. 

Panels should not offer a firm salary or contract at this stage. It must be made clear to candidates that any salary suggested to her/him must be ratified by HR. 

Any proposed variance to the pre-approved salary range or grade will be considered a significant change and will require re-authorisation with HR and the Department of Finance. Such requests will be considered in full, but may not necessarily be approved. This will lead to additional delays in the process of issuing a contract. If you wish to appoint on a different grade, higher or lower than that advertised, then you should consider halting the process and re-advertising the post with the new details. Advertising on a different salary range may lead to a different pool of applicants, of which one may be more appropriate for the role than your current selection.

Contract Research Staff

The Concordat on the career management of contract research staff, an agreement between the Funding Bodies and Universities and Colleges, requires that rewards and terms and conditions of service for Contract Research Staff are in line with those for established staff. Placement on the appropriate salary scale should not be affected by a contract being fixed term. Funding bodies have a responsibility to grant funds in accordance with the principles of the Concordat.
http://www.shef.ac.uk/hr/guidance/contracts/crs.html
Superannuation

All members of University staff must be offered the opportunity to join the appropriate Superannuation Scheme, which are available on an opt-out basis under Pay Plus for pensions. If an appointee opts to join the Pension Scheme available to her/him, the 'on-costs' of the appointment are increased. The Department of Finance should include these costs automatically in the salary range available for the appointment. If the appointee decides not to join the pension scheme, her/his salary cannot be increased by the sum equivalent to the savings made on on-costs. 

Further guidance is available from your customary Department of Finance contact. 
Academic Probationary and Review Periods

The University currently operates a formal probation system of up to 3 years for all open-ended appointments to Clinical and non Clinical Lecturers Grades A and B. Probation provides a new appointee and line manger with the opportunity to regularly review the individual´s development in the post, assess training needs and consider the direction in which both parties perceive the post progressing. Probation does not apply to direct appointments into senior posts.

The appointment panel should agree 
· an appropriate probationary period to reflect the recommended appointee’s experience in relation to the role and grade of the post.

· an appropriate probationary advisor. Ideally this should be the line manager of the appointee or someone in a position to assess the individual's progress and development on an ongoing basis.

See the right hand link for further information about Academic Probation.

Proof of registration with a professional body

Many University posts require staff to be registered with the appropriate professional body, for example GMC, GDC, NMC. If this is the case, this should be identified as an essential criterion within the advertised About the Job and all candidates at interview/selection action stage should be reminded that the appointment will be subject to current registration.

See link to the right for more information

Action by recruiting department

Pre-appointment

Personal current registration status must be confirmed with the successful candidate before a contract of employment can be issued. You are advised to build this in as a check on the day candidates attend for interview/selection tests. Include a copy of the current registration with the appointment paperwork in order for the appointment to be confirmed. After the new member of staff´s record has been created on uBASE by HR, the recruiting department should ensure that the professional registration and expiry date is recorded in myTeam.

During appointment

Departments should ensure that the member of staff´s registration with the professional body is kept up to date and record renewals of registrations in myTeam after checking the relevant website. If registration is not successfully renewed prior to the expiry date, staff will be in breach of their conditions of appointment, which could lead to a suspension from their duties.

A copy of the member of staff´s clinical insurance certificate/card should be provided to the Department of Human Resources as soon as possible after appointment in order to be retained on the member of staff´s personal file. This condition of appointment should also be recorded in myTeam.

Authorisation from the NHS

Certain University posts will require NHS authorisation in order to undertake elements of the role eg Honorary NHS contract, NHS Letter of Authority. Be aware that meeting this essential check will be additional selection action and you will need to timetable this into the process.

Action by recruiting department

· Establish with the NHS the correct level of authorisation required for the post at the preparatory, pre-advertisement stage.

· Be clear within the About the Job for the post that the appointment will be subject to NHS authorisation

· Remind candidates at interview/selection stage of this requirement and explain what it will mean in practice eg the NHS Trust/Hospital/Body may wish to undertake its own CRB check for the individual even if the University, as the substantive employer, has already undertaken one; additional health assessment may be required etc.

· Once you have confirmed an appointee through the full University process, inform the NHS representatives as soon as possible in order to progress action on their side.

· Once the appropriate NHS authorisation, eg Honorary NHS contract/Letter of Authority, has been obtained from the NHS Trust/Hospital/Body, (a) record the details in myTeam and (b) send a copy of the document to your customary HR contact for retention on the appointee’s personal file.

Appointing candidates with disabilities
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The University is a Two Ticks employer, committed to the employment, retention and development of staff with disabilities.

If a recommended appointee has informed you that:

· s/he has a disability or health concern which s/he feels is relevant to the job in question

· and/or s/he would require any special equipment or adjustments to be made to enable them to do the job

The Chair of the interview panel should note this in the appropriate section of e-Recruitment, and contact their customary HR support to discuss this further. Your HR team will work closely with you to consider any equipment or adjustments required, and will advise on financial support available, such as the Access to Work scheme, which offers grant assistance of up to 100% of costs incurred in this area if an application is made within six weeks of appointment.

See right hand link for further information.

If an offer of appointment is made, this will be subject to a satisfactory pre-employment health assessment from the University Staff Occupational Health Service, and it is essential that the recommended appointee does not start work until this has been received.

Further information about the Access to Work scheme is available from the right hand link

Employing non-EEA nationals

We are legally obliged to verify that all appointees are eligible to work in the UK before they start working at the University. If your recommended appointee is a non-EEA national additional action is required. 

Full guidance on eligibility to work checks and action for non-EEA nationals is available in the right hand link. 
Dates of the appointment

A post may only be appointed to where confirmation of funding for the required period has been given by the Department of Finance. This will be as specified within e-Recruitment prior to the post being advertised. Any variance to the approved appointment dates may be considered a significant change, particularly if it has impact upon funding approval. If you wish to very the dates of an appointment, discuss options with your Department of Finance contacts in the first instance.

Making the Appointment – Essential Action Checklist

· Consider the full rewards package when setting a starting salary

· All salary decisions should be fair, transparent and mindful of equal pay legislation

· Plan academic probation effectively

· Ensure all professional registration and NHS authorization requirements are clearly established in the selection process and acted on promptly with the recommended appointee and external partners

· Eligibility to work in the UK is a fundamental check for all appointees. Work closely with your customary HR contact is your recommended appointee is a non-EEA national.
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We fully appreciate the level of personal investment made by each candidate who applies to work at the University and to those candidates invited to participate in interviews and selection tests. It is important that applicants to the University feel respected and their efforts recognised, therefore recruiting departments should communicate with them in a thoughtful and timely manner throughout the recruitment and selection process. 

Communicating with all candidates by email is simple via the e-Recruitment system. However, at any point in the process recruiting department may opt to correspond in writing with applicants if they prefer. If so, consider uploading copies of the documents into e-Recruitment, in order that you have a full record of all action on-line. 

Recruiting departments are required to provide the following level of feedback to candidates as a minimum:

About the Job

The template suggests that the recruiting department will respond to applicants within two weeks of the closing date, in order to provide applicants with some idea of the timetable for recruitment action. If you are aware that you will not be able to meet this deadline at the outset, amend it to a realistic one before you advertise the post. If you advertise the two week option and do not manage to shortlist in time, email a holding email to all applicants as a matter of courtesy to apologise for the delay and inform them of when an outcome is expected.

Shortlisting stage

Respond to all applicants via e-mail through the e-Recruitment system to advise them whether or not they have been successful in being selected to progress through to the next stage of the selection process. Templates with suggested text are available within e-Recruitment. You may customise the content to respond to your applicants on a more personal basis. You may opt to stage this process, eg securing attendance of your shortlisted candidates before rejecting other applicants.

Interview/Selection Tests stage

At the end of each interview you should inform the candidate as to when and how you will inform her/him of the outcome of the selection process. Inform all candidates of the same date and make sure that you have the correct contact details for that date. 

It is not necessary to make a decision on the day of the selection action. It is preferable to build in sufficient time to review and base your decision on the outcome of all tests involved, including references which may not have yet been received. Once you have informed the candidates of a date, stick to it. If a decision has not been made, inform them that a decision is still outstanding and that you will contact them again soon with a final outcome.

Rejecting candidates

Depending upon the field of applicants you may opt to delay rejecting certain candidates from your initial field until you have (a) secured attendance at interview/selection tests from your preferred candidates and (b) from your shortlisted candidates, until you have received an acceptance from your recommended appointee. In such circumstances, maintain a professional approach at all times. Do not delay informing candidates that they have been unsuccessful for longer than necessary and ensure that you do contact them in line with any offered deadlines to explain that a decision is still outstanding, but expected soon.

Candidate Feedback – Essential Action Checklist


In providing any form of feedback, be aware of the following:

· as an organisation we aim to provide feedback when requested as part of our commitment to learning and development

· ll feedback should be professionally focussed, constructive and of use to the candidate

· contact applicants in line with any advertised deadlines- inform them that the process is on-going if a decision has not been made

· it is acceptable to provide feedback on negative aspects of an application or performance at interview/selection test stage, providing it relates to an individual´s ability in relation to meeting the advertised About the Job requirements, which have been measured under a fair and objective assessment process

· present feedback to all candidates in a professional, objective and sensitive manner

· At interview stage, nominate a panel member who will provide feedback to candidates as part of your preparatory action. At decision-making stage agree two or three points of feedback which can be communicated on behalf of the panel if the candidate seeks feedback

· treating candidates with respect at all times. Providing useful feedback can help a candidate have a positive experience of recruitment at the University even if s/he is not appointed
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Pre-employment checks for all appointments

Appointment to all University posts will be subject:

· Satisfactory references (see right hand link)

· An Eligibility to Work check (see right hand link)

· Work Health Assessment relevant to the role (see below)

When you are creating your About the Job, consider which additional checks will be required as part of the selection process (see some options below). These should be made apparent from the outset to all candidates if the final appointment will be subject to a satisfactory check in this area. Candidates who reach interview/selection stage should also be reminded that the final appointment will be subject to a satisfactory outcome of the checks(s).

Action by recruiting departments

Health Assessment at Work

The Health and Safety at Work Act imposes a general duty on all employers to ensure, so far as is reasonably practicable, the health and safety and welfare at work of their employees. Section 5 of the Management of Health and Safety at Work Regulations specifically provides that employers should ensure that employees are provided with health surveillance appropriate to the risk within their job as identified by a risk assessment.

Health assessment requirements, as relevant to the post, are identified and managed within the e-Recruitment system. In compliance with the Equality Act 2010, these are carried out after a job offer has been made.

The Staff Occupational Health Service will carry out health assessments based on the needs of the post and provide their recommendations to HR. In certain cases the Staff Occupational Health Service may contact applicants for further information and a medical examination may be required prior to confirmation of appointment.

Any medical information provided by candidates/appointees will remain confidential to the Staff Occupational Health Service; however, they will be used as a basis for advice by the Occupational Health Unit to HR, without breach of confidentiality.

Should an appointee be considered to be unsuitable for employment on health grounds, this will be referred to a senior member of HR for review and consultation with the Recruiting Manager before any offer of employment is withdrawn.

Other additional pre-employment checks

Proof of qualifications

You may opt to require candidates to present copies of relevant professional and educational qualifications as part of your selection process.

Proof of registration with professional body

Many University posts require employees to be registered with the appropriate professional body, for example GMC, GDC and UKCC registration. Current registration must be confirmed with the candidate before a contract of employment can be issued. 

See right hand link for further guidance

Criminal Record Bureau (CRB) checks and Vetting and Barring Scheme

Appointments to posts that include access to children and vulnerable groups and those that have responsibility for valuable resources etc may be subject to these checks. Such requirements must be stated clearly within the 'About the Job' document of the post to ensure that all shortlisted applicants are fully aware that this is a vital aspect of the selection process. It should be reiterated at interview to all interviewees that the offer of appointment will be subject to a satisfactory check. Work closely with your customary HR contact to agree which level of check is relevant to the role.
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Supporting a colleague fully as s/he commences a new role with the University of Sheffield is a key element of the recruitment process. Investing in the development and delivery of a relevant and informative induction programme is an extremely positive starting point for the working relationship. It provides both parties with a clear picture of the direction of the role and effectively introduces the new colleague to others within the department and beyond, thus helping her/him to become established in the post as soon as possible.
The first few days and weeks in a new job are crucial to the motivation and retention of staff and a good induction experience lays the foundations for future staff development. It is important to have an effective induction programme in place for all appointments.
The links on the right provide some useful tools/resources to help support departments in addressing these recommendations

Induction - Essential Action Checklist

· Full guidance on all elements of induction action required by recruiting departments is available from the right hand link

· Plan an individual programme to suit the needs of the appointee and the post in question. The following should be included as a minimum starting point:
- provide a departmental Welcome and Induction Pack
- arrange for a more experienced staff member to act as a mentor or guide 
- introduce key members of staff, particularly immediate work colleagues 
- ensure that workspace and equipment are ready 
- prioritise an induction checklist covering the first month of employment 
- encourage all new staff to attend the Welcome to the University event

· Existng staff, moving to new jobs within their current department or elsewhere within the University, should also receive an induction programme tailored to suit their needs.

· Involve a wide range of colleagues within the department, and beyond where relevant

· Ensure that the planned induction programme is adhered to and completed during the initial period following appointment in order to maximise its benefits

· Make sure the programme is welcoming and offers a mix of formal and informal meetings.

· If an appointee with a disability requires any additional support or adjustments to facilitate her/him within the workplace, ensure that these are fully in place and fit for purpose during the induction period.

· Certain academic appointments are subject to a probation period. Ensure the induction programme is devised to support this. Further guidance on probation is available from the right hand link.

· For international appointees, please ensure that the appointee is aware ofwww.internationalstaff.ac.uk, a website which provides useful information to international staff relocating to the UK. Further details are available via the 'See Also' box to the right of this page.

