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Recruitment and Selection Policy and Procedure
Federation of Welsh Anglers

Recruitment and Selection Policy and Procedure

Policy statement

The Federation of Welsh Anglers (FWA) is committed to equality of opportunity in its recruitment and selection practices. The implementation of this recruitment and selection policy will be in line with FWA’s Equal Opportunities policy and Recruitment of people with a criminal record policy and in compliance with the Data Protection Act 1998. 

Identify and agree staff requirements

All requests for new posts or replacements for vacant posts must be approved by the FWA Board. 

It is important to consider how best to design the job – ask yourself some questions: 

· Is this a full time or part time post? 

· Is it suitable for job share? 

· Where does it need to be based? 

Job description, person specification and competencies

Every post will have a job description and person specification. 

There will be a pro forma job description which will include the name of the post, line manager, aim of the job, tasks, base, salary and other benefits. 

The person specification will include competencies related to the grade for the post as well as relevant job related qualifications, experience, skills and knowledge. 

Advertising

All posts will be advertised internally by email to all.  The line manager can decide to advertise internally before the post is advertised externally, particularly where there are staff fit for promotion in terms of their competencies.

The aim of the advert is to attract suitable candidates, it is therefore important to highlight relevant, critical information and to advertise in the most appropriate press and other media. Sport Wales will provide advice on where the advert could be placed and line managers will decide on its suitability. All external adverts will be placed with Sport Wales(where possible), on the website and in job centres in addition to other external media which may be recommended.   

When writing the advert, include the competencies for the grade to give an accurate reflection of the abilities and experience required by the successful candidate. 

Include the closing date in the advert. A minimum of two week time period must normally be allowed between appearance of the advert and the closing date. 

Recruitment pack

This should include: 

· the relevant application form;

· the job description and person specification;

· the equal opportunities monitoring form;

· guidance note on completing application form

· materials relevant to the post – but don’t overload people;

· reference to the Federation of Welsh Anglers web site for further information. 

What you choose to put in the pack does depend on the nature of the post, where it is based, etc.

Selection panel

All applications must be made on the standard form.

The same people should be involved in both shortlisting and interviewing.

For grades A to I: shortlisting and interviewing is conducted by a panel comprising: 

an individual at least two grades above the vacancy (in the same cluster), this person would normally be the chair of the panel, the line manager of the vacancy an individual external to the Cluster who is at no less a grade than the vacancy.

For grades J to K: shortlisting and interviewing is conducted by a panel comprising: 

A Board member, this person would normally be the chair of the panel, the line manager of the vacancy an individual external to the Cluster who is at no less a grade than the vacancy.

In all circumstances there should be at least one member of the panel who is external to the Cluster.

Shortlisting

To meet the requirements of the Data Protection Act 1998, completed application forms will be sent to the shortlisting panel in a secure format. Application forms will be assessed against the person specification to see where: 

· there is no evidence of relevant competencies, job specific skills and knowledge;

· there is some evidence of relevant competencies, job specific skills and knowledge;

· there is major evidence of relevant competencies, job specific skills and knowledge. 

The selection panel will shortlist candidates who have presented major evidence against each essential criterion in the person specification and complete the shortlisting form.
Selection processes

Interviews will normally be held within three weeks of the closing date. 

All internal candidates meeting the required competencies will be offered an interview.

Selection is a holistic process and involves more than just the interview; it includes information provided in the application form, the interview, any tests and references. 

The company Secretary will invite all shortlisted candidates to interview. The letter will include the time, date, venue and duration of the interview. If you are using other selection methods details of the nature of the ‘test’ and the duration will be provided in the letter. Where applications are submitted in Welsh, or where the post is designated as bi-lingual, a member of the selection panel will be a Welsh speaker and part of the interview will be conducted in Welsh.

The company Secretary will ensure the FWA complies with the requirements of current legislation as it applies to recruitment and selection. 

The company Secretary will make all the preparations for the interviews (invitation letters, room bookings, reference request etc) and any specific arrangements required for candidates with a disability. The company Secretary will make all arrangements for the interviews on the day.
The recruitment pack will make it clear that only candidates shortlisted for interview will be notified.

Interview

The objective of an interview is to predict future performance and to make judgements about the suitability of the candidates for the job based on the information gathered.  

All interviewers will be expected to attend training on recruitment and selection. 

The interview will be structured. For guidance see Competency guidelines for recruiters.  

Interview questions will be agreed by the panel before the interview and will be based on the seeking evidence on the requirements of the job and grade. Sample questions are provided. This sample provides a menu for recruiters to choose from. It is not expected that all questions will be asked. Neither is the list exhaustive. You can add other questions relevant to your unit or the specific job being interviewed for as long as it is clear what competency or job specific skill or knowledge area is being tested. 
All interviews will start on time and interruptions will be avoided. 

Interviewers will use probing questions to check ‘missing’ information. 

At the end of the interview, candidates should be asked if they have any questions or if they wish to offer any information not covered by the questions. The chair of the panel will give a clear indication of what will happen next and by when. 

At the end of each interview the chair will explain that an offer of employment can be made only when satisfactory references are received. Candidates who have withheld permission to seek references prior to interview should now be asked for the go ahead for the FWA to approach current or most recent employers for references. Where a candidate is not prepared to allow the FWA to contact  their current employer without knowing they are the “preferred candidate” please seek advice.

A record of the interview, and the basis for decisions taken, will be provided by each member of the interview panel. Evidence gained through the interview and any other tests should be considered to help make the selection decision. 

Qualifications, which are essential for the job, will be need to be confirmed.

Presentation 

The objective of a presentation is to give the candidate the opportunity to demonstrate their presentation skills and to convey knowledge about a particular subject. Grades of staff requiring presentation skills (See Grade descriptors and Competency descriptors for the competency: Communication) will be asked to give a presentation. The presentation will be between 5 and 15 minutes long and candidates will be given the title of the presentation when invited to interview. Suggested questions that can be addressed through a presentation are provided. 

Do not ask candidates to give a presentation if it is not a competency required of the grade. 

Scoring – the presentation should be scored using the competency rating system (see Competency guidelines for recruiters.)

Written tests

The objective of a written tests is to give the candidate the opportunity to demonstrate their writing  skills and to convey knowledge about a particular subject. Grades of staff requiring levels of writing skills may be asked to do a written test (See Competency: Communication). Suggested questions that can be addressed through a written test are provided. 

Scoring – the test should be scored using the competency rating system (see Competency guidelines for recruiters.)

IT tests

The objective of an IT test is to give the candidate the opportunity to demonstrate their specific work related skills and competency in Handling information and decision-making. This may include their ability to use databases, tables, websites, and to do word processing. Suggested areas that can be addressed through an IT test are provided. 

Grades B to F will be asked to do an appropriate test to judge relevant competence. 

Scoring – the test should be scored using the competency rating system (see Competency guidelines for recruiters.)

Other 

Depending on the nature of the job and the grade, recruiters with advice from the People Unit may decide to use other tests to elicit evidence that candidates have the competencies required for the grade. For example, they may be required to write a paper or proposal, write a plan for an event, etc.

For grades I, J and K it may be appropriate to use an assessment centre as a number of the competencies are complex and relate to each other.  Seek advice from Sport Wales. 

Where it is necessary to verify qualifications using a third party, candidates will be informed of this in the application pack. 

Decision-making

The Chair of the panel will ensure that scores are collated and that a record of decisions is made. Decisions should be made by consensus. Evidence gained through the interview and any other tests should be considered to help make the selection decision. The chair of the panel will complete the signing off form and return to the company Secretary.

References

Written references will be taken up by the Federation prior to the interview where the candidate has given permission for this to happen. 

The references of the preferred candidate will be read out by the chair of the panel. The role of references is to reinforce a selection decision. 

References and other relevant enquiries may need to be followed up by telephone by the People unit. 

No offer of employment may be made until 2 satisfactory references have been received.

A verbal offer will be made to the successful candidate once satisfactory references have been received, once verbal acceptance has been received from the successful candidate, all the unsuccessful candidates should be informed of the decision of the panel either verbally if possible or by letter within two days.

Appointment

The line manager will agree the start date with the successful candidate and other contractual details in the offer letter. All offers of employment will be signed by the FWA Chairman, (or deputy in his absence), copy of the offer letter will be sent to the line manager electronically for information.

Feedback

Feedback will be offered to all unsuccessful internal candidates by the senior interviewing officer as part of the candidate’s development. Feedback can be given to external candidates where requested. This will be done by the line manager of the post advertised. Feedback will be objective and based on the competencies and job specific skills and knowledge being tested. 

Contract

The Company Secretary will prepare the contract of employment. Line managers will agree the details of the contract and be responsible for arranging start date, office space, telephone lines and email accounts. Line managers will conduct an induction programme for the new employee. The completed checklist and the forms will be retained by the Company Secretary for the personal file.

Recruitment records

Recruitment records will be kept for 12 months. After this date they will be shredded.  
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Competency guidelines for recruiters 

These guidelines are provided to assist people involved in interviewing for FWA posts. When designing the interview the manager responsible for the post should follow this process:

The process

1. Make sure you are familiar with the competencies for the grade, the job description and person specification. 

2. Read the questions suggested for the grade. 

3. Look at the selection methods suggested – e.g. IT test, presentation, etc.

4. Design the selection process.

5. Agree the questions to be asked with the interview panel. 

6. Conduct the interview taking each relevant competency in turn.

7. Use additional probing questions where appropriate.

8. Take full notes during the interview.

9. Immediately after the interview consider the evidence, using the scoring forms, score the candidate. 

Ask only questions that relate to the job and information on the application form. Apply selection criteria equally to all candidates. 

Maintain accurate, factual and job related written comments on all documentation – e.g. shortlisting forms, interview records, etc.

Introduction

In starting the interview, the chair of the panel should do an introduction. Here is a sample introduction: 

Sample introduction

Welcome the candidate, introduce yourself and your role and the other panel members. 

‘We will be asking you questions to gather information that will help us make a decision about how well you match the requirements for this job. These questions will be based around a number of specific areas which we have found to be important to the job.’

‘When answering the questions, please draw upon previous experiences from your work, volunteering, personal life or education as appropriate so that we get a clear picture of your skills and abilities.’ 

‘Ask us to rephrase a question if you don’t understand it.’

‘We will be taking notes during the interview to act as a memory aid for the panel. You will have a chance to ask questions at the end of the interview. Have you any questions about the process before we begin?’ 

Interview questions

Address each competency area separately. 

Use an opening question at the start of each competency area, examples are 

· ‘Tell me about………..’

· ‘Describe……………..’

Choose from the follow-up questions provided to collect in-depth evidence. 

Questions are used to assess: 

· Experience that the candidate has had that allow that competency to be displayed. 

· Specific examples of where the competency has been displayed. 

· The candidate’s self evaluation of that characteristic – e.g. discussing strengths and weaknesses, likes and dislikes. 

· Knowledge and attitudes. 

Taking notes

Notes can help to determine the final rating of each candidate later on. They can be used as evidence to support the final decision and can be used to provide specific examples when feeding back to candidates. 

Selection rating system

A 5 point rating system is used for FWA recruitment, where 5 is the highest and 1 the lowest rating. The rating given summarises the extent to which a candidate has demonstrated the key behaviours pertinent to effective performance in the job being recruited to. The more closely a candidate’s behaviour fits the competency, the higher the rating given. 

	Rating
	Level 
	Description
	Standard

	5
	Outstanding
	Meets all of the competency definition
	Excellent standard, very competent performer, many strengths and no weaknesses. 

	4
	Good
	Meets the majority of the competency
	Highly acceptable, a strong candidate with few weaker areas. 

	3
	Acceptable
	Meets just over half of the competency
	Acceptable standard but with some minor weaknesses. 

	2
	Marginal 
	Meets less that half of the competency
	Less than acceptable, more weaknesses than strengths. 

	1
	Poor
	Fails to meet most of the competency. 
	Major areas of weakness. 


Scoring

After the interview the candidate should be rated. Review the candidate’s responses, at the interview, from the presentation, from the IT tests, etc. and make a rating against each competency based on the evidence presented. 

Decision-making

The Chair of the panel will collate scores and produce a record of decisions. Evidence gained through the interview and any other tests should be considered to help make the selection decision. 
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