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Policy on Staff Recruitment

1. 
Preliminaries:

For each post to be filled the Chairman of the Executive Committee, the

Personnel Sub Committee Finance and General Purposes Committee and the Director will be responsible for:

- ensuring that the post concerned meets the requirements of the

Business Plan

- agreeing a job description, person specification and statement of

proposed main terms and conditions of service

- agreeing the composition of the recruitment panels detailed at

section 4

- ensuring such advertising of the post as may be appropriate.

The Chairman may delegate his/her responsibility to a vice chairman.  In the case of the Director’s prolonged absence, his/her a deputy will assume the Director’s responsibility.

2.     Other Bodies:

Where CAN is employing a post on behalf of another organisation, the

Director will be responsible for:

- agreeing the terms on which the employment service is provided

- agreeing with the secondee body a job description, person

specification and statement of proposed main terms and

conditions of service

- agreeing the overall recruitment process.

The Director may delegate his/her responsibility to an Assistant

Director.

3.
 Applications:
An application pack will normally include a job description, person

specification, main terms and conditions of service, a recruitment

timetable and a standard CAN application form. The issue of

application packs, and the receipt of completed application forms will

normally be undertaken by CAN’s main office, in Morpeth.
4.      Recruitment panel: 
The recruitment panel will be responsible for the short-listing, interview and appointment of candidates. Composition (designation) of the recruitment 
panel will vary according to the nature of the post, as detailed below. Composition (personnel) of the recruitment panel should be approved by the Chairman of the Personnel Sub-Committee. Executive Committee.
(i) For the Director: Chairman, at least one vice chairman and at

least one other Executive Committee member, including a NALC representative

(ii) For an Assistant Director: Chairman, Director and at least one

other Executive Committee member

(iii) For a field officer: Director, at least one two Executive Committee

members, and an Assistant Director 
(iv) For the Finance Officer: Director, Treasurer, and at least one

Executive Committee member and an Assistant Director
(v) For the Office Manager: Director, Chairman or Vice Chairman,

and an Assistant Director and one other Executive Committee member.
(vi) For other clerical/administrative staff: Line Manager and Director

or an Assistant Director  Executive Chairman or Vice Chairman.
(vii) For staff employed on behalf of other bodies: Director or an

Assistant Director,  Executive Committee Chairman or Vice Chairman and representative of the other body.
5. 
Equal Opportunities: At all stages of the recruitment process care will be

taken to adhere to CAN’s Equal Opportunities Policy.
6. 
Selection: The recruitment panel must agree in advance a methodology

for the assessment of applications and candidates, both for the short

listing process and for the selection at interview of a proposed

candidate. The senior member of staff who is involved in the process

must compile and maintain a record of the assessments made, and of

the conclusions reached, by the panel.
7. 
Appointments will normally be subject to prior medical screening.
8. 
Matters raised during interviews will normally be confidential, although

statements made about conditions of service will normally be treated as

commitments.
9. 
The most senior member of staff present on the recruitment panel will

have the discretion over whether – and what – feedback should be

provided to unsuccessful candidates.
10. 
The most senior member of staff in the recruitment panel will normally

be responsible for contacting the successful candidate and for

discussing any variations from, or interpretations of, the proposed terms

and conditions of service. A written offer of employment, including the

main terms and conditions of service, will be sent by the Director (or

his/her  a deputy) as soon as possible.
11. 
Unsuccessful candidates will be informed in writing at the earliest

practicable opportunity.
12. 
The applications of unsuccessful candidates will be retained by CAN,

usually for at least 3 months.
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