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KARIMIA INSTITUTE RECRUITMENT POLICY

1. Introduction
This policy provides Karimia Institute with a set of recruitment and selection practices for the effective resourcing of employees in an efficient and fair manner.  This policy takes into account current employment legislation and must be implemented in conjunction with the Equal Opportunities Policy.
All employees concerned with the recruitment and selection of all established and temporary employees, whether this is in a management or specialist role or providing administrative support for a manager concerned with recruitment must become familiar with this policy and ensure that they comply with the procedures, as detailed below.
Karimia Institute is committed to constantly improving the academic standing, performance and efficiency of the Institute by attracting and recruiting high calibre staff, who are the best candidates available for the job.
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Karimia Institute Recruitment Policy is designed to cover our general approach to recruitment and selection.  This Recruitment Policy also follows guidelines suggested by the relevant Codes of Practice from the Equal Opportunities Commission, Commission for Racial Equality and the Advisory, Conciliation and Arbitration Service (ACAS).  The codes do not impose any legal obligations themselves, nor are they authoritative statements of law.  However, the provisions of the codes are admissible in evidence and can be taken into account in court or in Employment Tribunal proceedings.  
The legal issues concerned with aspects of a recruitment/selection process are numerous and include the following:
Unfair discrimination: The Sex Discrimination Act 1975; The Race Relations Act 1976, The Disability Discrimination Act 1995; The Employment Equality (Religion or Belief) Regulations 2003, and The Employment Equality (Sexual Orientation) Regulations 2003. 
Many of these Acts have been amended since their introduction and make it unlawful to discriminate against a person, either directly or indirectly in employment on the grounds of colour, race, gender, marital status, creed, nationality, religion, sexual orientation, ethnic or national origins, or disability.
Direct discrimination occurs when an individual(s) is treated less favorably, i.e. choosing not to employ a candidate because of his/her ethnic origin.
Indirect discrimination occurs when a requirement or condition has the effect of discriminating unfairly and unjustifiably between one group or individual and another, i.e. insisting upon a higher language standard than is necessary for effective performance of the job could disqualify candidates for whom English is not their first language.  Similarly, insisting upon an unnecessary physical requirement could discriminate against one sex in favors of the other.
Data Protection Act 1998
In accordance with the Data Protection Act, data such as selection records, personal details and references should only be requested and stored when this is objectively justified and relevant to the position: further information can be found in the Data Protection Policy.
The Asylum and Immigration Act 1996
This Act obliges employers to ensure that they do not employ anyone who is not legally entitled to work in the UK.
Criminal Convictions
Karimia Institute is responsible for carrying out checks on employees working with children or vulnerable adults.  These checks may be made in accordance with the Rehabilitation of Offenders Act 1974 (as amended), or with the Criminal Records Bureau.
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All candidates are asked to complete a section on their right to work in the UK on the application form; this will be checked at the stage of inviting candidates in for interviews. The successful candidate will be asked to provide evidence to interviewee of their right to work in the UK on appointment. The Management Team will take a copy of the documentation that is provided. This can be in the form of:
· A passport describing the holder as a British citizen or as having the right of abode in (or an entitlement to re-admission to) the United Kingdom, or the right to work here.
· A certificate of registration or naturalization as a British Citizen.
· A birth certificate evidencing birth in the United Kingdom or in the Republic of Ireland.
· A European Economic Area (EEA) passport or national identity card or a Passport.
· A passport or travel document endorsed to show that the person is exempt from immigration control or a letter issued by the Home Office confirming that the person named has such status (IND stamp/entry clearance certificate).
· A United Kingdom residence permit.
· A letter issued by the Immigration and Nationality Department confirming the individual’s status.
Before making an offer, panel chairs should contact their Human Resources Adviser who will assist in determining the applicant’s status, and if necessary will advise on obtaining a work permit. It is important to note that there are only a limited number of posts for which work permits will be issued (i.e. highly skilled and/or ‘shortage’ occupations). It is highly unlikely that any posts other than academic or research posts will attract work permits. However, it is vital that any decisions are made in accordance with the Institutes Equal Opportunities Policy. 
4. The Selection Process
Application
All applicants are invited to either e-mail or telephone the Management team for an Application Pack.  


Selection Methods
The type of selection methods to be used may include one or more of the following:
· Individual Interview
· Panel interview
· Presentation
· Work samples or portfolios
Candidates will normally be invited to one interview only. However, in exceptional cases a second interview may be required.
Internal Candidates
It is good practice for all internal candidates to be shortlisted and interviewed for a post, where they meet the essential criteria for that job. Where an internal candidate does not meet the criteria and is not shortlisted, the chair of the panel should contact them to inform them of this decision prior to any interviews taking place.
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All members of the panel must follow this Selection Code, which applies to all external and internal recruitment:
· Any employee representing the Organisation in the recruitment process must undergo appropriate training.  This training must cover employment law relating to recruitment and selection, equal opportunities, interview techniques and the use of job descriptions and person specifications (see http://www.bbk.ac.uk/sd/ourcourses/coursedirectory.html for course details).
· It is a legal, and Organisational requirement that details of every application - whether made verbally (face to face or on the telephone) or in writing, must be retained for a period of 12 months.  Notes detailing the recruitment decision, both of the successful candidate and those who were not selected must be kept in written form and retained as above. All documentation should be returned to Human Resources following the recruitment process where it will be stored in accordance with this requirement.
· All applicants who are to be interviewed must complete an Application Form to ensure that the necessary legal and equal opportunities information is gathered (in accordance with our duties under the Race Relations Amendment Act 2000), and is signed by the applicant to say it is accurate. All candidates will be asked to confirm their eligibility to work in the UK at interview stage, and to provide evidence of it on appointment (i.e. producing a passport or birth certificate etc.).
· There must not be discrimination on the grounds of race, creed, colour, nationality, ethnic origin, disability, age, language, religion or belief, political or other opinion affiliation, gender, gender reassignment, sexual orientation, marital status, connections with a national minority, national or social origin, property, birth or other status, family connections, or membership or non-membership of a trade union. The provisions of the Equal Opportunities Policy must be complied with.
· The Karimia Institute  positively supports the recruitment and employment of persons with a disability/special needs and takes the view that it is ability that counts. Reasonable adjustments will be given full consideration and implemented wherever possible to assist a disabled person to fulfil the role for which they have been shortlisted. A pre-employment medical will be arranged to help explore any such necessary adjustments.
· To avoid misunderstandings, interview questions should be confined to the broad requirements of the job and should relate to the criteria set out in the Person Specification.  Any employment offer must be made on the same broad terms and conditions as set out for the role.
· Immediately after the interview, the Panel Chair must complete the Interview Record and Offer Details form as fully as possible, outlining the suitability of the candidate and reasons for an offer or rejection decision for each candidate.
· On receipt of the Interview Record and Offer Details forms, Management will write to shortlisted candidates who are unsuccessful, in order to inform them of the outcome of their interview. The appropriate departments are welcome to contact candidates direct. However, they must use the standard template letters, which are available from Management. Any actions taken must be communicated to the Human Resources Adviser to avoid any misunderstandings or duplication of work.
· As a matter of courtesy and good practice, any unsuccessful internal candidates should be informed of the outcome of their interview, as soon as possible in person, or by telephone if this is not possible.
· Once the appointment panel has made a decision, the chair of the panel (or nominee) may telephone the successful candidate and offer them the post ‘subject to the terms of employment’.  Once accepted, however, this offer is legally binding.  All such offers must therefore contain the following statement: “This offer is subject to confirmation of, documentary evidence of your right to work in the UK, references which are satisfactory to us, and where relevant, pre-employment medical reports which are also satisfactory to us, having been received.”
· In certain circumstances and for particular roles within the organisation, applicants may be asked to attend a pre-employment medical examination.
· Temporary employees covering the work of employees on Ordinary or Additional Maternity or Adoption Leave must be informed that they are “temporary replacements and that their employment will end when the established employee returns”. They may be employed on a fixed term contract or via an agency.
· The Human Resources team will be responsible for preparing and issuing the offer letter and statement of terms and conditions to the new appointee. Copies of these documents will be sent to the appropriate Person
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