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Getting the recruitment process right, selecting the right person for the job, and managing human resources (HR) can result in a more effective, better motivated workforce. Here are some basic things to consider as a guide to good practice:

The recruitment process
Recruiting staff is a two-way relationship. Your organisation should think carefully about what they need from individual staff as well as what they can offer in terms of conditions of pay, work/life balance, training and development.

It is important to plan for the recruitment process and to consider a realistic timeframe for each stage, which includes:
· The application pack – Job description, person specification, application form, equal opportunities form and relevant guidelines. 
· Advertising – Overview of your organisation, job title, location, pay, deadlines, contracted hours, application pack, contact details, charity registration 
number (if applicable), logos or details of any appropriate funder.
· Shortlisting – Make sure you use a clear set of criteria, scoring system and the appropriate individuals to shortlist for interview.
· Interviewing and assessment – Plan your questions, format, approach, 
and ensure that you have a clear set of criteria, a clear system and the appropriate individuals on the interview panel.   
· Appointment – Allow time for contacting candidates, creating an offer letter, checking eligibility, DBS (criminal record) checks (if applicable), references, notice periods, terms/conditions of contract, and feedback for rejected candidates.
· Induction – May include health and safety, appropriate training, organisational policies and procedures, introductions to other staff, arranging office or desk space, etc.

If you are re-appointing for an existing post, it is a good opportunity to review the post (including the role itself, person specification and pay scales) and whether it is still relevant and appropriate.  

During the recruitment process, ensure that you are ready to deal with any 
relevant enquiries before you publicise information about the job. Let relevant 
staff know the procedure if they might have to handle these enquiries. 
Legal obligations

As an employer, you will be subject to certain legal responsibilities that you will have to abide by. For instance, you must make sure that your organisation has adequate insurance, you must abide by the Equality Act 2010 and you should arrange employee’s tax (Pay As You Earn), national insurance contributions, and pay for any new staff as soon as you have a confirmed start date. Your equal opportunities form will help you to measure your reach and whether you are attracting all sections of the community. Links to more detailed information on employment-related issues are provided at the end of this factsheet.

Advertising and costs
The main cost of the recruitment process (apart from the time involved) will be on advertising for the post. Here are some sources that we recommend:

· The Guardian and Charityjobs – these websites are the most widely used and ideal if you are looking to advertise your roles widely and attract a number of applicants, at a cost.   The Guardian will advertise volunteering roles for free, however.
· Community newsletters and websites – for instance many GMVSS members send out regular newsletters for free to a large range of existing voluntary and community organisations across Greater Manchester (See the GMVSS website).  
· Job Centres, local community centres and word of mouth – Think creatively and use a range of methods in your recruitment process to reach a variety of candidates.  

If you are looking for temporary staff to cover short-term work, using a freelancer or job agency may also be worthwhile. Or you might want to consider using a job agency that specialises in voluntary sector recruitment (such as TPP, the Principle Partnership), depending on the costs involved.    
Shortlisting and interviews  
Remember that recruitment can take up a lot of time, but by planning ahead you can ease the process and show potential candidates that you are a professional and valuable organisation to work for. Make sure that candidates are aware if you have decided to include a second interview or if you are including a test.  

The shortlisting and interview should match the criteria set out in the personal specification, but the interview panel can agree what approach to take and should allow room to score and take notes on the candidates during the interview. It is good practice to use a scoring system, as it is an important way of weighing up different candidates. You should have at least two people involved in the shortlisting and on the interview panel, which would usually include a committee or board representative and a manager within the organisation. The relevant line manager in particular should be heavily involved in the process.  

In the interview itself you should introduce each of the panel members, explain clearly what will happen in the interview, give the interviewee an opportunity to ask questions of the panel and explain to the interviewee what will happen after the interviews and when they will be informed of the decision. 
You should make sure that panel members declare any conflicts of interest from the outset; for instance a personal connection to any of the candidates (such as a relation or close friend) or any political interests in choosing a particular candidate over another.  

Policies and procedures

Managing staff once they are in post is an important way of building relationships, developing your organisation and minimising any problems you might come across. Consider the appropriate policies and procedures when recruiting and managing staff within your organisation and what level of detail is needed (some may be only a short statement). See the Policies and Procedures factsheet for a basic checklist.

It might also be useful to create a staff handbook for staff to refer to and use as a guide, so that they can act accordingly when coming across particular issues.


For any further information, guidance and support, please visit www.gmvss.net
The Guardian offers a dedicated job section for charities that is extensive and widely used within the sector.  They also offer free advertising for volunteers, http://jobs.guardian.co.uk/recruiters/





CharityJOB is the voluntary and community sectors busiest jobsite.  It also includes voluntary work opportunities, www.charityjob.com








Where to go next:


Some very useful and comprehensive HR guidance - � HYPERLINK "http://hrbird.org.uk/" �http://hrbird.org.uk/�


A set of ‘good guide to employment’ factsheets - www.ncvo-vol.org.uk/good-guide-factsheets


GMVSS Market Place have a number of preferred suppliers for the voluntary and community sector in Greater Manchester, including Human Resources, www.gmvss.net/marketplace


Up-to-date information and independent advice for employers and employees through the ACAS helpline: 0845 747 4747 or visit www.acas.org.uk


The Equality and Human Rights Commission explains the implications of the Equality Act 2010 in recruiting employees at www.equalityhumanrights.com/advice-and-guidance/new-equality-act-guidance/equality-act-guidance-downloads/


Guidance on pre-employment checks - www.gov.uk/employers-checks-job-applicants


Specific guidance around trustee recruitment, selection and induction on �www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/finding-new-trustees-cc30/


HM Revenue and Customs employer helpline: 0845 714 3143 or guidance for employers on tax related issues through  www.hmrc.gov.uk/employers/





Human Resources �and employment


























