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Policy Statement
(Name of church/ organisation ) will conduct all of its recruitment in a fair and lawful way, aiming to appoint the most suitable person for each vacant position. (Name of church/ organisation) will comply with best practice in Equal Opportunities and Equality and Diversity in all such matters and aim to apply these across its entire recruitment process. However, when the post or promotion necessitates it and there is a genuine occupational requirement, there is a legal right to restrict such posts to persons who are practising Christians and a member of a church recognised by the World Council of Churches.
Purpose
The purpose of the Recruitment and Selection Policy and Procedure is to provide advice and guidance to managers to ensure a fair, consistent and effective approach to the recruitment and selection of staff.
Scope
[bookmark: _Hlk29756853][bookmark: _Hlk29756751]This policy applies to all internal and external applicants, regardless of age, sex, sexual orientation, race, religion or belief, disability, marital or civil partnership status, pregnancy, maternity or gender reassignment status. It will also be applied equally to recruitment processes to part-time, fixed term, or zero-hour posts. 

1.	PREPARATION FOR RECRUITMENT
1.1	Prior to entering the recruitment process a review should be undertaken to ensure that a role is still required and whether any changes need to be made. Where it is an existing post that has become vacant it is an opportunity to review the Job Description and Person Specification to ensure that they are still fit for purpose. For a new post the Job Description and Person Specification should be created with due consideration of the purpose of the role, the key tasks and responsibilities and what the person will be required to bring to the role. If there is a fundamental change to the role, the salary for the post may also need to be reviewed.
2.	RECRUITMENT AND SELECTION
2.1	All relevant job vacancies will be advertised in the most appropriate places to attract the right candidates.  
2.2	(Name of church / organisation) reserves the right to only advertise vacancies internally. 
2.3	Job adverts will state the method of application. For external applicants this will, in most cases, be via a standard application form with a supporting statement or may be via a CV if agreed. 
2.4	Job adverts will also state any specific requirements and must always state if a DBS check will be required.
2.5	All applications will be shortlisted against the criteria in the person specification and the requirements of the job description. No personal identifiable information will be considered or affect the short-listing of applicants.
2.6	The selection process will involve an interview which will be carried out in a structured and fair manner. In addition to the interview other relevant means of assessing candidates such as tests or presentations may also be used which will be scored in a fair and equitable way. The best candidate will be offered the post on merit. Any additional selection methods will be made clear at invite for interview stage.
2.7	Interview letters will offer the opportunity for reasonable adjustments for candidates with a disability.
2.8	Candidates have the right to see anything that is written about them if requested.  Therefore, it is important that all interview notes and scoring are clear and with evidence to support the selection decision.
3.	APPOINTMENTS
3.1.	An offer letter will be sent to the successful candidate to confirm start date, starting salary and place of work. The offer should be made conditional upon satisfactory completion of all pre-recruitment checks as appropriate. Checks will include:
· The right to work in the UK
· References (one to be the most recent employer where possible)
· A DBS check for a post that requires this

3.2	A start date, if not already established, will be agreed with the candidate when all checks have been satisfactorily completed.
3.3	It is good practice to contact unsuccessful candidates thanking them for their interest in the role. Feedback can be offered, but this is not required.



