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BRECKLAND COUNCIL 
 

RECRUITMENT & SELECTION POLICY & PROCEDURE  
 
 
1. Introduction 
 
People are vital to the success of our organisation.  It is crucial that we attract, select 
and retain the most suitable individuals in order to secure our continued success and 
competitiveness. It is therefore essential that our recruitment and selection 
procedures are clear, fair, and effective. The quality of the staff we recruit directly 
impacts on the level of service we are able to provide to the residents of Breckland. 

It is intended that by following this Recruitment and Selection Policy and associated 
‘Manager’s Guide to Effective Recruitment and Selection’, best practice and the law 
will be complied with. Breckland Council is committed to applying its Equal 
Opportunities Policy at all stages of recruitment and selection. Shortlisting, 
interviewing and selection will always be carried out without regard to gender, sexual 
orientation, marital status, colour, race, nationality, ethnic or national origins, 
religions or belief, age or trade union membership. 

Breckland Council aims at all times to recruit the person who is most suited to the 
particular job. Recruitment will be solely on the basis of the applicant’s abilities and 
individual merit as measured against the criteria for the job. Qualifications, 
experience and skills will be assessed at the level that is relevant to the role. 

This document and associated ‘Manager’s Guide to Effective Recruitment and 
Selection’ outlines the process to be followed when recruiting staff to Breckland 
Council. Recruitment and Selection training will be provided for all managers 
involved in the process. Further help and advice on all recruitment and selection 
issues is available from Human Resources. 

2. Redundancy Management 

In accordance with the provisions of the Council’s policy and procedures for dealing 
with potential redundancies, where a redundancy situation has been declared within 
any team, these recruitment procedures may be subject to variation, in order to 
facilitate possible redeployment within the Council’s service.   Any such variation 
shall be notified to the Chief Executive by the Head of Human Resources. 

3. The Recruitment Process 

 It is Breckland Council’s policy that line managers are responsible for recruitment (in 
conjunction with the Human Resources department). A line manager who wishes to 
recruit must first identify whether this is a new or existing post. Approval to recruit 
must then be obtained by completing Resource Request Form, submitting it to 
Human Resources along with:  

♦ a job description 

♦ a person specification and 

♦ a draft advert 
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Human Resources will then process the Resource Request form and inform the 
recruiting manager once approval has been obtained. 

Managers should refer to the ‘Managers Guide to Effective Recruitment & Selection’ 
document for further information regarding the authority to recruit, and Job 
Descriptions and Person Specifications. 

3.1 Advertising vacancies 

It is Breckland Council’s policy that all posts are advertised internally in the first 
instance for a minimum of five working days.  This is a union agreement and must be 
adhered to.   
 
Agency staff employed at Breckland should not be excluded from applying for 
internal vacancies, however recruiting managers should be aware that agency fees 
may be applicable should the employee be successful in obtaining a permanent post 
within the Council. Further information can be obtained from Human Resources 
 
If no appointment is made from current internal staff, then the post should be 
advertised externally. 
 
All external vacancies are placed on Breckland’s own website and with the local job 
centres where appropriate. It may also be necessary to advertise in the local press 
and/or professional publications/websites.  
 
Further information and guidance regarding drafting an advertisement can be found 
in the ‘Managers Guide to Effective Recruitment & Selection’ or by contacting Human 
Resources. 
 
3.2 At risk employees 
 
Applications from employees currently ‘at risk’ should be given priority for all internal 
job vacancies. ‘At risk’ employees are those who are in a known redundancy 
situation due to reorganisation/restructure. For further information please refer to the 
Council’s Redeployment Policy. 
 
3.3 Criminal Record Bureau Checks 
 

The Rehabilitation of Offenders Act 1974, enables ex-offenders to ‘wipe the slate 
clean’ of their criminal record in the sense that, unless the post they are applying for 
is exempted, they are not legally required to disclose to organisations convictions 
that have become ‘spent’.  This means that it is illegal for an organisation to 
discriminate against an ex-offender on the grounds of a ‘spent’ conviction. 

The Criminal Records Bureau is an executive agency of the Home Office which 
provides the disclosure of criminal convictions to assist employers and voluntary 
organisations in making safer recruitment decisions, particularly when recruiting staff 
who may work with children and or/vulnerable adults.  

If a CRB check is required for the post being are recruited to, Human Resources 
should be notified at the beginning of the recruitment process.  
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The CRB fee is paid by Breckland Council. 
 
Breckland Council will withdraw the offer of employment if the candidate declines to 
apply for a disclosure. 
 
Further details of the posts requiring a CRB check and information of the current 
costs of obtaining a disclosure can be obtained from the Human Resources Team. 
 
In instances where posts requiring a CRB check are being covered with an agency 
worker, the same process should be followed. 
 
Further information about the disclosure scheme can be found at  
www.disclosure.gov.uk.  For further information regarding the Rehabilitation of 
Offenders Act 1974 and the process for conducting a CRB checks, managers should 
refer to the ‘Manager’s Guide to Effective Recruitment & Selection’. 
 
3.4 Applications 
 
It is Breckland Council’s policy that all applicants complete the Breckland Council 
Job Application Form. CVs will not be accepted. 
 
Application packs are available from the Breckland Council website or by contacting 
the Council’s 24 hour recruitment line. 

3.5 Disabled Applicants 

Disabled candidates can request to make his/her application in a different format. 

3.6 The Application Form 

In completing the standard application form, each applicant is required to disclose 
whether to his/her knowledge he/she is related to any member or employee of the 
Council.  Deliberate omission to make such a disclosure will disqualify the candidate 
and if the omission is discovered after employment, he/she will be liable to dismissal. 

The Council will receive applications from all potential candidates over school age 
and over the national retirement age. 

3.7 Canvassing 

Direct or indirect canvassing of members or staff in connection with any employment 
will disqualify the candidate concerned.  All applicants are informed of this in a 
statement on the standard application form. 

3.8 Received Applications and Data Protection  

Data concerning individuals is kept securely in accordance with the Council’s Data 
Protection Policy. 
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3.9 Speculative Curriculum Vitaes 

If a speculative curriculum vitae is received and is identified as relevant to a currently 
advertised post, the Human Resources Team will write to the sender providing them 
with an application pack, which they will need to complete in order to apply. 

3.10 Late Applications 

Late application forms should only be considered at the manager’s discretion. 

3.11 Verification of information 

 If it is decided that verification of information given by the applicant may be required, 
consent needs to be obtained from the applicant in order to contact third parties to 
verify the information. If the information provided differs from that provided by the 
applicant, then the applicant should be asked to provide an explanation and a 
reasoned decision must be taken as to where the truth lies. 

4. Shortlisting 
 
Within 2 working days of the vacancy closing date, Human Resources will send the 
shortlisting pack to the recruiting manager. This will be sent electronically where 
possible.  
 
If a panel member has a close personal or familial relationship with an applicant, 
then they should not be involved at any point in the appointment process.  This also 
applies to the provision of a reference. 

Further information regarding the shortlisting process can be found in the ‘Managers 
Guide to Effective Recruitment and Selection’. 
 
 
5. The Selection Process 

Interviews should be held for all posts advertised.  For some internal appointments it 
may be appropriate to have an informal interview. 

The Council uses a number of different interview and selection techniques 
dependant on the grade and nature of the post.  Further information and guidelines 
can be found in the ‘Managers Guide to Effective Recruitment and Selection’.  

 

6. Making The Decision 

The interview panel should select the candidate who best meets the requirements of 
the person specification. The successful candidate should meet all of the essential 
criteria. If you have more than one candidate in this category then you should use 
the desirable criteria to reach this decision. 

If no candidates meet the essential criteria for the post, then no appointment should 
be made.  

 



 

 5 

7. The Offer of Employment 

 A verbal offer of the job should be made to the successful candidate quickly as 
possible, in order to facilitate a timely offer of employment and to prevent any danger 
of losing the favoured candidate.   

The offer should be subject to confirmation of the individual’s immigration status or a 
work permit being obtained and, where appropriate, a disclosure from the Criminal 
Records Bureau, medical clearance and two satisfactory references.  

 If the job is offered to a disabled candidate this should be conditional upon the 
Council’s ability to make the necessary adjustments (if any). 

 It is the recommendation of the Council that the starting salary of new employees is 
set at the bottom of the grade applicable to the post. However, the candidate’s 
current salary level and previous relevant experience should be considered when 
deciding the salary level. It is important to ensure when agreeing a point above the 
bottom of the grade that a consistent approach is taken and that consideration on 
how such a decision would impact on existing staff in the team is made. 

 All verbal offers of employment will be followed up by Human Resources in writing 
by sending out a conditional offer of employment to the successful candidate. This 
letter will state that the offer of employment is subject to two satisfactory references / 
medical clearance / CRB, depending on what applies in this particular case. 

    Reference should be made to the ‘Manager’s Guide to Effective Recruitment and 
Selection’ for further information regarding making an offer of employment. 

 

8. Unsuccessful candidates 

Once the verbal offer has been made and then accepted, unsuccessful candidates 
should be informed of the outcome verbally and offered feedback where appropriate.  
Internal candidates who have reached the interview stage should be offered a face to 
face debriefing in order to maintain motivation and to facilitate future self-
development. All unsuccessful applicants will also be notified in writing. 

All the paperwork relating to the interview process should be returned to Human 
Resources who will keep this information securely in case of any future 
discrimination claims by unsuccessful applicants. All unsuccessful applicants will be 
notified in writing 

 

9. References 

It is Breckland’s policy that two written references are obtained for all newly 
appointed employees. One of the references must be from the current (or most 
recent) employer. For internal appointments references are sought at the manager’s 
discretion. 

All offers of employment must be made subject to satisfactory references. Human 
Resources will request references once a verbal offer has been made. 
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References must be written, rather than verbal.  However, if a reference has not 
been received and it is requested that the new employee starts work within a short 
space of time from the interview date, the details may then be checked by telephone.  
This discussion must be documented and should be followed by a written reference. 
E-mailed references are also acceptable as long as they provide the information 
requested. 

A reference should not be divulged to anyone not involved in the recruitment 
process. 

 

10. Medical Clearance 

All shortlisted candidates will be sent a request to complete a Pre-Employment 
Medical Declaration form which should be returned to Human Resources in the 
stamped addressed envelope prior to interview. 

Human Resources will check the pre-employment  medical declaration and if it 
highlights any issues that may be of concern, Human Resources will give guidance 
on possible questions to ask at interview to clarify any issues.  

If, after the interview a post is offered to someone whose pre-employment medical 
declaration identified areas of concern, any offer must be made ‘subject to 
satisfactory Occupational Health clearance’. 

10.1 Disability and Medical Clearance 

No successful disabled candidate should be required to undergo a medical 
examination or further medical enquiries simply because they have a disability, 
instead this should be assessed by the medical clearance form. 

The need for a medical examination would be justified where it impacted directly on 
the particular job in its context and was necessary for assessing its implications.  For 
example where an applicant has a disabling heart condition but an element of his job 
required lifting and carrying which could be limited by the condition. 

Occasionally medical evidence could justify withdrawing the offer of employment, for 
example it may be reasonable to reject the candidate for a fixed term post where 
their medical condition means that they are unlikely to complete the length of a 
specific project.  However, in such cases the Head of Human Resources should be 
consulted. 

11. Starting Arrangements 

Once satisfactory health clearance and two satisfactory references have been 
received (plus satisfactory CRB check, where appropriate) a start date can be 
confirmed. The Recruiting Manager should contact the candidate to agree a mutually 
acceptable starting date and also to clarify arrangements for the candidates first day 
of work. For example what time should they arrive, who should they report to etc. 

The start date and contract information should also be communicated to Human 
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Resources via the ‘Draft Statement of Particulars’ form. Human Resources will then 
be able to send out their written statement of terms & conditions of employment. 

All other paperwork relating to the recruitment process should also be returned to 
Human Resources.  

 

12. Induction 

Once the offer of employment has been made managers should consider the 
induction arrangements to enable them to carry out the induction as effectively as 
possible.   

It is Breckland Council’s Policy that every new employee is invited to attend a 
Corporate Induction session within the first 4 to 6 weeks of their employment.  

 

13. Probation 

Each new entrant to Breckland District Council’s service will be subject to a 6 month 
probationary period with the exception of persons transferred from other authorities 
with over 6 months continuous service in Local Government. 

 

14. The legal framework surrounding recruitment and selection 

Sex Discrimination Act 1975 

Race Relations Act 1976 & Race Relations Amendment Act 2001 

Disability Discrimination Act 1995 

Employment Equality (Sexual Orientation) Regulations 2003 SI 2003/1661 

Employment Equality (Religion or Belief) Regulations 2003 SI 2003/1660 

Employment Equality (Age) Regulations 2006 SI 2006/1031 

Equality Act 2006 

Data Protection Act 1998 

Rehabilitation of Offenders Act 1974 

All job applications are protected against discrimination on grounds of sex, martial 
status, race, disability, age, sexual orientation and religion or belief throughout every 
stage of the recruitment process. Any candidate who is treated in a discriminatory 
way at a selection interview or who is rejected for employment on grounds related to 
gender, race etc may bring a complaint of discrimination to an employment tribunal, 
provided that the claim is lodged within three months of the date of the alleged 
discriminatory act. 
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15. Review 

This policy will initially be reviewed after 6 months, and then every two years 
thereafter. 

 

 


