
Beurnheath Parish Council

sTAFF RECRUITMENT POLICY

Recruitment of staff is the responsibility of tl're Council that can be delegated at a propenly
convened meeting of the (ouncil to a cornrnittee of three parish councillors.

Bournheath Parish {ouncil is an EqualOpportunities empleyer. The airn of the Ccuncil's
Staff Recruitment Palicy is to ensure that the Councilselects the most suitable person for
the iob on the basis of theirrelevant merits and abilities and that no employee/job
applicant is unfairly treated on any grounds including:

r SexuatrOrienrtation
o Marriage and Civil Partnership
r Pregnancy and Maternity
o Race (includes colour, nationality

and ethnic origins)

The Cor-rncil accepts that although it rnay be necessary to appoint new ernplcyees at short
notice because of unforeseen circumstances, the recruitment process willalways be
appraached in the broadly the same way to ensure the *tost suitable persoft is selected.

The Council will ensure it appoints wel[ qualified and experienced staff by:

r deciding what skills and qualities it requires in a new employee
e the preparation of Job Description
* the preparation ef Ferson Specificatio*
r the preparation of an application forrn
r advertising t['le position interaally and/or externally as widely as possible and in a

manner that is designed to attract candidates with the required skills and qualities
r ensuring the candidates are legally entitled tc w*rk in the UK {Restrlction on

Employment) Order zooT
r drawing up a short list of suitable applicants whose skills and abilities match those

required
r undertaking an interuiew process which erlsures an obiective assessment of the

candidates
r interviewing candidates fulln keeping detailed notes and a proper record of the

interview

On completion of the selecticn pro€ess the Council will:

r write te the preferred candidate offering emptroyrnent and requesting confirnnation
of the offer within five working days

e take up references and checkthenr before confirnringthe appcintment
o inform unsuccessfulcandidates in writing as soon as the appointment has been

confirrned,
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r Age
o Disability
e Gender Reassignrnent
r Religion or Belief
e Sex

e[.


