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1  

1 Introduction 

 

The Council aims at all times to recruit the person who is most suited to the 
particular job. Recruitment should be on the basis of the applicant’s abilities and 
individual merits, measured against the job criteria and competencies.   

Employees should be appointed in accordance with relevant statutory 
obligations, codes of practice and in line with the relevant policies and 
procedures.  

No job applicant or employee will receive less favourable treatment because of 
their race, sex, religion or belief, disability, marital or civil partnership status, 
age, pregnancy or maternity, sexual orientation, gender reassignment, or caring 
responsibilities; or will be disadvantaged by conditions or requirements which 
cannot be justified.   

Whilst the Council encourages “growing from within” to meet its employment 
needs, there will be times where we have to look outside for new and fresh 
talent.  

 

2 Purpose 

 

The purpose of this policy is to provide a procedural framework for recruitment 
and selection which: 

• Ensures that through consistent procedures and fair criteria, the best 
person is appointed to meet the requirements of every vacancy, based on 
merit.   

• Promotes the Council’s values. 
• Seeks to redeploy existing staff who are on the redeployment register in 

the first instance. (See Redeployment Policy) 
• Ensures equality of opportunity for all applicants and that all candidates 

are treated with respect and courtesy, aiming to create a positive 
candidate experience irrespective of the outcome. 

• Ensures that the recruitment and selection of staff is conducted in a 
professional, timely and responsive manner and is fully compliant with 
relevant employment legislation.  

 

3 Scope 

 

 This policy shall apply to all employees and potential employees.  

Elected members are responsible for appointing the Managing Director, 
Corporate Directors and Heads of Service.   
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All recruiting managers should have undertaken the Council’s Recruitment 
training which focuses on legal and appropriate recruitment practices and 
practical tips on attracting talent and interviewing techniques.   

 

4 General Principles 

 

 Appointments must be based on merit. Principles including fairness, 
credibility and equal employment opportunity underpin recruitment and 
selection at Worcester City Council. 

 Vacancies are normally advertised and managed on WMJobs, a public sector 
job site for the West Midlands.  

 

5 Recruitment and Selection Procedure 

 

5.1 Obtaining Authority to Recruit 

All vacancies within the agreed establishment must have Head of Service, 
Finance and HR approval prior to being advertised via WM Jobs.   The 
approval process is also undertaken via WM Jobs. (For further details on the 
approval process, please refer to the manager guidelines on how to place and 
approve a vacancy). 

In the first instance, all vacancies must be considered for a traineeship / 
apprenticeship, and if this is not considered suitable, then the Recruiting 
Manager will need to submit a business case to justify this. 

Jobs which differ from the agreed establishment must have CLT approval of a 
business case for the change.   

Where there is a proposal to amend an existing post within budget or to 
move a post from one service to another but within the same Directorate, 
People Services will amend the WM Jobs approval chain to include Corporate 
Director approval.  
 
Where a post is not in the current establishment a business case must first 
be submitted to CLT for approval.    
       
 The following information is required before starting the process:  

 Generic Role Profile, Task Specifics and Person Specification 

  The correct generic role profile must be selected for any vacant post that is 
to be filled. 
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 This shows a list of generic responsibilities performed at each job family 
level. (See Appendix 1). 

  The Task Specifics (Appendix 2) and Person Specification (Appendix 3) state 
the essential criteria in terms of skills, aptitudes, knowledge and experience 
that are required for the job, all of which should be directly related to the job 
and applied equally to all applicants. Care should be taken when updating / 
drawing up the Task Specifics and Person Specification to avoid including 
criteria that may have the effect of indirectly discriminating against certain 
groups of applicants. The Task Specifics may be changed as the job evolves 
by agreement with People Services and should not impact the grade.  

  

5.2 Advertisement 

 Advertisements should be based on the Task Specifics and Person 
Specification and identify a number of the essential criteria, as well as 
attracting talent in order to maximise the number of suitably qualified 
applicants.  

 In normal circumstances posts should be advertised both internally and 
externally thus allowing career development opportunities for existing staff 
whilst fulfilling equal opportunities requirements and potentially enhancing 
the diversity of the workforce.   

 

5.3 Publicising the Vacancy 

 Staff subject to redeployment (see Redeployment Policy) may be given 
access to relevant vacancies before they are advertised more generally within 
the Council or externally.  

 All vacancies will be advertised on WM Jobs. The recruiting manager is 
responsible for placing the vacancy details on WM Jobs. (See manager 
guidelines on how to place and approve a vacancy).  

 If the recruiting manager wishes to advertise in specialist / professional 
publications / websites, they should discuss this with People Services.    
 In certain circumstances it may be more effective to use Matrix or a 
recruitment agency than to advertise externally. Approval to do so should be 
sought from People Services and Finance.  

People Services will arrange for the vacancy to be advertised on the 
Government “Find a job” website (previously Universal Jobmatch). 
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5.4 Social Media 

  Many employers are increasingly using social media to recruit staff. 
Vacancies should normally always be advertised on WM Jobs alongside any 
social media websites such a Facebook, Twitter or LinkedIn.   

  Applicants must be assessed on the information they have submitted on 
their application form; while background information for example via social 
media can be used to inform a decision as to whether the candidates are 
suitable for interview or appointment, checking their credibility against the 
statements they have made about themselves in the recruitment process, 
recruiters must ensure they are not taking account of information which is 
irrelevant or could be discriminatory in terms of protected characteristics. 

 People Services will arrange for the vacancy to be advertised on social media.  

       

5.5 Managing the Application Process 

5.5.1 Application Forms 

 All applicants need to complete either an online application form or attach a 
CV via the WM Jobs’ website.   

 Applicants are asked to provide equal opportunities details when making their 
application to enable a robust means of monitoring the success of 
recruitment in relation to our diversity aims. The information is separate from 
the job application and applicants are free to indicate that they do not want 
to provide these details.  

 

5.5.2 Shortlisting  

 All applicants should be assessed against the Person Specification and Tasks 
Specifics; and should meet the essential criteria, as a minimum.   

 Notes of the shortlisting decisions for each applicant should be recorded by 
each member of the panel on a Shortlisting Form. (See Appendix 4). 
However, there is also an option to shortlist within the WM Jobs system itself.   

Shortlisting should be undertaken by a minimum of two people to avoid any 
possibility of bias, one of whom would be the direct line manager. At least 
one person should have undertaken the Council’s Recruitment training.  

The Council operates a guaranteed interview scheme. All applicants with a 
disability as defined under the Equality Act 2010, who advise the Council at 
the time of their application and who meet the minimum criteria of the post 
must be offered an interview. This is in accordance with the Disability 
Confident Scheme. 
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5.5.3 Interviews 

 

 Interviews should normally be carried out by a minimum of two people, one 
of whom should normally be the recruiting manager. At least one member of 
the interview panel should have undertaken the Council’s Recruitment 
training. 

  Interview questions and the structure of the interview should be consistently 
applied to all candidates and should be based on the Person Specification/ 
Task Specifics. However, flexibility on where and when interviews take place 
should be allowed, in order to obtain the best candidate. For example, 
interviews via Skype.   

Notes recording the salient points of the interview should be taken so that 
these can be referred back to when assessing candidates against the Person 
Specification / Tasks Specifics and making decisions; and for providing 
feedback. Notes should also focus on capability, attitude/ behaviours and 
values. (See Appendix 5).  

Notes of the interview and any other notes on the candidate taken during the 
recruitment and selection process should be passed back to People Services 
following the selection process and will be kept for a minimum of 6 months.  

Consideration should be given to using job-related selection tests or asking 
candidates to give a presentation as part of the selection process if there are 
some elements of the person specification/task specifics that are difficult to 
test at interview. Tests may include those which are designed to get a feel 
for the individual’s approach, style and/or organisational fit such as those 
which create artificial environments/ live scenarios, to see people in action.  

If selection tests are used, they must be applied to all candidates. It should 
be determined prior to the test date what adjustments (if any) are needed 
for a disabled candidate; reasonable adjustments must be made to ensure 
that a disabled candidate is not disadvantaged by the test format or time 
allowance.  

If within a department, the same job, at the same grade was filled in the six 
months preceding a current recruitment exercise, and there was more than 
one appointable candidate, then the recruiting manager can offer the job to 
the next highest ranked applicant from that process i.e. a reserve candidate, 
after the vacancy has been through redeployment.  

The Council is committed to improving the diversity of our workforce. Where 
two candidates are equally scored following interview, the recruiting manager 
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may appoint a candidate with a protected characteristic which is 
underrepresented within the grade or job.      

 

 

5.5.4 Interview Outcome and Making an Offer 

Normally, the Recruiting Manager will inform the successful candidate 
verbally confirming the conditional offer details, which will be subject to 
confirmation of eligibility to work, medical clearance, satisfactory references 
and a DBS check, where appropriate.  

Once the individual has accepted, the manager should complete an Employee 
New Starter Form – Part 1 and submit to People Services, who will produce 
the conditional offer of employment.    

Appointments will usually be made at the bottom of the grade, unless there 
are exceptional circumstances which should be agreed with the Head of 
People Services.  

The unsuccessful candidates will be notified by email, via WM Jobs. 

5.5.5 Pre-Employment and Vetting Checks 

All offers of employment are subject to a number of pre-employment and 
vetting checks, before a start date is confirmed.  These are normally 
managed by People Services. 

• References (two references are required to include current or most 
recent employer, if applicable); 

• Checking eligibility to work in the United Kingdom   
• Medical Clearance;  
• Checking and verifying qualifications as deemed essential to the post; 
• Completion of a DBS checks, where appropriate.  (The Council uses 

the Disclosure and Barring Service (DBS) checking service to assess 
applicants’ suitability for positions of trust when working with 
vulnerable groups, including children. The Council complies fully with 
the Code of Practice and undertakes to treat all applicants for positions 
fairly. It undertakes not to discriminate unfairly against any subject on 
the basis of conviction or other information revealed). 

 
Once satisfactory clearances have been received, People Services will notify 
the recruiting manager who should contact the new employee to arrange a 
start date. Once a date has been confirmed, the manager should complete an 
Employee New Starter Form – Part 2 for Systems Registration. 
 
Once the employee does start, the manager should also complete an 
Employee New Starter Part 3 – Confirmation of start which should be 
submitted on the first day.   
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6 Induction 

 

It is important that new employees receive a well planned induction to 
ensure that they are properly integrated into their job, their Service area and 
the Council. This will also include a People Services induction, which ideally 
should take place within the first week and cover e-learning to be completed 
on the Learning Lounge.  

The induction is our essential welcome to the council sharing the vision, 
values, expected competencies, priorities and services. The induction and on 
boarding period will ensure individuals integrate successfully, are contributing 
to the overall objectives with common behaviours and understand the 
statutory obligations placed upon a local authority.  (For further information, 
please see the Induction guidance document and form on Staff Room).  

 

7 Probationary Period 

 

All new employees to Worcester City Council are subject to a probationary 
period of six months. Objectives to be assessed will be set when the 
employee first starts.  For further information, please see the Probationary 
Guidance document and form on Staff Room.  

 

8 Complaints Procedure 

 

Candidates should make any complaint to People Services in the first 
instance, who will attempt to resolve any concerns, in consultation with the 
recruiting managers, where appropriate. If candidates are not satisfied with 
the outcome, they may make a formal complaint to the Council using the 
Corporate Complaints Procedure which is available on the Council’s website. 
Council employees may use the Council’s Grievance Policy and Procedure.     

 

9 Related Policies, Documents and Guidance 

Supporting guidance, templates and forms for managers for all stages of the 
recruitment process are available on Staff Room. 

Related policies are detailed below and are also available on Staff Room 
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Code of Conduct 

Re-deployment    

Recruitment of Ex-Offenders 

Learning and Development Strategy 
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 Appendix 1    

 

ROLE PROFILE  

Job Family:     

Service Area:    

 

  

Grade:    

Responsible to:   

Responsible for:   

Generic Responsibilities 

1.   

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

 

 

 

 

 
 
 
 
 

The ‘role profile’ is the contractual element that your post has been assigned to and 

generically sets out in broad terms the responsibilities the post holder is expected to 

have  
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Appendix 2 
 

Task Specifics 

 

 

JE Reference   

Purpose 

 
Service to Customers 

 
 

Business Improvement/planning responsibility 

 
 

Colleagues, Self and Partners 

 
 

Managing  Resources (people, equipment, buildings)  

Accountability  

 

1.  

Nature of Contacts (internal/external) 

 

 

Procedural Context 

 

 

Key Facts and Figures 

 

Knowledge and Skills 

 
 

Behaviours 

1. Work to the Council’s values 
2. Awareness of the Council’s safeguarding policy in their service area and how to 

report any concerns 
3. Awareness of the Council’s Health and Safety policy in their service area and 

The ‘task specifics’ is the non contractual element that your post has been assigned to 

and is a more detailed description of day to day activity which will be reviewed in line 

with PDR objectives and can change when priorities change.   
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committed to safe working practices 
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Appendix 3    Person Specification 

 
POST:  
 
PREPARED BY __________________     DATE _________ ______________ 
 
ATTRIBUTES  REQUIREMENTS  Essential (E) 

or  
Desirable (D) 

HOW 
IDENTIFIED  
(Application 
Form, Interview 
or Test etc)  

WEIGHTING  
HIGH (x3)  
MEDIUM (x2)  
LOW (x1)  

Education and Qualifications  

 

 

   

Work or Other Relevant 

Experience and Associated 

Vocational Training 

 

 

 

 

 

   

Specialist Knowledge  

 

 

   

Job Related Skills and 

Abilities 

 

 

 

   

Physical Abilities (only if a 

justifiable requirement for 

the post) 

    

Other e.g. Availability for 

Unsocial Hours 
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Appendix 4  Shortlisting Form 

 

Post Completed by  Date    

  Applicant 
No. / 

Name 

1 2 3 4 5 6 7 8 Comments 

Criteria            
e.g. educated 
to degree 
level or 
equivalent 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

Total            
Rate each criteria on a scale of 0 – 4: 
4 – Candidate meets all essential and desirable criteria 
3 – Meets essential criteria 
2 – Partially meets essential criteria 
1 – Limited / unclear evidence of essential criteria 
0 – No evidence of meeting criteria  
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APPENDIX 5        INTERVIEW ASSESSMENT FORM 

 

NAME:  
 
POST:   

 

 

 
CRITERIA WEIGHT MARK SCORE= 

MARK X 

WEIGHT 

 

EVIDENCE 
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     Total 

     Score 
 
 
Mark:         Weight: 
Can perform well (proven) - 4  
Can perform well (potential) - 3 
Can perform satisfactorily (proven)/willing -  2    H = High - multiply by 3 
Can perform satisfactorily (potential) - 1     M = Medium - multiply by 2 
Cannot perform satisfactorily/unwilling - X (candidate rejected)  L = Low - multiply by 1 
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APPENDIX 6         Recruitment Process Flow Chart 
 

Vacancy arises 
(person leaves or new post created) 

 

                             │ 
 
Replace Re-organise / Don’t replace 

       
Consider traineeship / apprenticeship first. Select correct Generic Role Profile, update Task 
Specifics / Person Specification & prepare advert    (If change in establishment provide 
business case for CLT approval first)     

    
Obtain authority to recruit  (Approval required by Head of Service, Finance and People Services 
/ Publicise vacancy via WM Jobs  

   
Shortlisting 

   
Interview                               

   
Conditional offer Unsuccessful candidates advised via WM Jobs  
(normally bottom of grade) 

    
Manager completes New Starter 
Form – Part 1 

    
People Services to do offer of employment/  
Pre-employment checks 

   
People Services to notify manager once clearances  
have been received 
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Manager to complete New Starter 
Form – Part 2 for Systems  
Registration once a start date has  
been agreed 

  
Manager to complete New Starter  
Form – Part 3, on day 1, once new 
employee starts. 

  
Induction 
 

  
 Probationary Period  (set objectives at start of period) 
  
 
 
  
  
 
 
 
 
 
 
 
 
  

 
 
 

 
 
 
 
 
 
 
 
 

 


