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1. INTRODUCTION

Humberside Fire and Rescue Service (HFRS) is committed to attract applications
from all sections of the community who can contribute to the work of the Fire
Service.

This policy is an integral part of the Humberside Fire Authority’s Strategic Plan which
describes the Service’s overall purpose and values.

The primary objective of recruitment and selection is to attract and secure the
services of the best possible candidates for jobs. The recruitment and selection
process should also:

e Promote equality and fairness in employment opportunities

e Provide positive action measures where appropriate, and not prohibited by
legislation, in order to address currently under-represented groups in the
workforce.

Core Code of Ethics

HFRS has adopted the Core Code of Ethics for Fire and Rescue Services. The
Service is committed to the ethical principles of the Code and strives to apply them in
all we do, therefore, those principles are reflected in this Policy.

National Guidance

Any National Guidance which has been adopted by HFRS, will be reflected in this
Policy.

2. EQUALITY AND INCLUSION

HFRS has a legal responsibility under the Equality Act 2010, and a commitment, to
ensure it does not discriminate either directly or indirectly in any of its functions and
services nor in its treatment of staff, in relation to race, sex, disability, sexual
orientation, age, pregnancy and maternity, religion and belief, gender reassignment
or marriage and civil partnership. It also has a duty to make reasonable adjustments
for disabled applicants, employees and service users.

The Service welcomes applications from all backgrounds and they shall be treated
fairly, regardless of any criteria which is not relevant to the role.

Where required and necessary, the Service will apply appropriate positive action
measures in line with the Public Sector Equality Duty.

The Service will fulfil its legal and moral obligations to ensure appropriate reasonable
adjustments are made during recruitment processes where necessary.

3. AIM and OJECTIVES
Humberside Fire and Rescue Service
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The aim of this policy is to ensure that every job applicant (internal and external)
applying for a vacant post will receive fair treatment. HFRS will seek to recruit and
promote only the best and most suitable people for the job, with selection based on
merit.

To achieve the aims, all staff involved in the recruitment process must have received
approved training in recruitment and selection procedures to ensure that all
candidates have been fairly treated.

4. ASSOCIATED DOCUMENTS

e Equality Impact Analysis

Legal References
o Immigration, Asylum and Nationality Act 2006
o Revised Code of Practice for Disclosure and Barring Service Registered
Persons 2015
Data Protection Act 2018
UK General Data Protection Regulations (UK GDPR)
Fire Service National Occupational Standards.
o Humberside Fire Authority Constitutional Framework

e National Guidance
There is no specific National Guidance relating to this policy

e Equality and Inclusion Policy

e Disclosure & Barring Service Policy
e Redeployment Policy

e Pipeline Guidance

O O O

5. GENERAL PRINCIPLES

The Service recognises its employees are fundamental to its success. A professional
approach to recruitment enables HFRS to attract, appoint and retain employees with
the necessary skills to fulfil its strategic aims in line with the Services principles and
behaviours.

The Recruitment and Selection Policy is designed to ensure that all recruitment to
HFRS, including promotion, is managed in a transparent and equitable way and
based upon objective assessment of candidates against the requirements of the
job.

This policy applies to the whole workforce regardless of terms and conditions of
employment.

Recruitment is a key public relations exercise and should be managed in a way that
positively affects HFRS’ image and consequently, the ability to attract and appoint
high calibre employees.

The policy has been developed to assist managers during the recruitment and
selection process. Human Resources (HR) will be consulted for advice prior to each
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recruitment exercise and will provide professional advice and support at all stages of
the process.

Prior to each recruitment exercise, clear job expectations will be set (advert, job
description/person specification), including details of how these expectations will be
met and assessed. This information will be accessible by all potential candidates.

6. LEGAL AND BEST PRACTICE CONSIDERATIONS

The policy has considered the relevant legal and good practice recommendations
including the Service’s Equality and Inclusion Policy, the Immigration, Asylum and
Nationality Act 2006, Revised Code of Practice for Disclosure and Barring Service
Registered Persons 2015 Data Protection Act 2018 and the UK General Data
Protection Regulations (UK GDPR).

7. RECRUITMENT AND SELECTION TRAINING

The Service provides unconscious bias and recruitment and selection training to
panel members. Formal recruitment and selection training will be part of the first line
managers programme. Advice and support must be sought from the HR team by
recruiting managers and panel members throughout the recruitment and selection
process.

8. DOCUMENT RETENTION

Documentation relating to applicants will be treated confidentially and in accordance
with data protection legislation. Recruitment documentation from unsuccessful
applicants will be kept for 6 months and the application forms for successful
applicants will be held on their personal file. Retention of Disclosure and Barring
Service (DBS) disclosures is subject to separate arrangements.

9. ROLES AND RESPONSIBILITIES

The HR team will:

e Complete agreed recruitment administration in line with agreed timescales.

e Administer the DBS checking process and liaise with HR and managers as
appropriate.

e Complete professional registration and qualification checks.

e Periodically review the available advertising options for recruitment and pursue
areas for improvement.

e Participate in local workforce planning meetings.

e Oversee review of this policy and procedure in line with legislation, HFRS
principles and behaviours and good practice.

e Provide specialist advice and training to managers with regards to recruitment
and selection.
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e Proactively review recruitment campaigns to ensure objectives have been met
and that applicants, shortlisted candidates and appointed candidates are
representative of local recruitment markets.

e Provide advice on writing job descriptions and person specifications.

e Liaise with local managers to facilitate the redeployment of staff and oversee the
redeployment register.

Managers will:

e Attend training prior to taking part in recruitment and selection exercises.

e Ensure that all recruitment activity is conducted in line with this policy and
procedure and that they have a thorough understanding of the procedure.

e Be able to objectively justify decisions made during the recruitment process.

e Ensure that shortlisting, assessments and all other stages of the recruitment
process are completed in a timely manner, this includes the advertisement of
the post.

e Ensure that there is effective and timely liaison with the HR team.

Training teams will:

e Provide appropriate assessments where necessary.

e Ensure that the HR team is appropriately informed about current employees
who have not achieved the required standard on any necessary training
course.

10.ANTI-FRAUD, CORRUPTION & BRIBERY

The Service is committed to taking all necessary steps to counter fraud, bribery and
corruption.

Anti-Fraud, Bribery and Corruption in the context of recruitment, may include fraud
associated with false misrepresentation or by failing to disclose information.

11.PRIOR TO ADVERTISING
Filling a Vacancy

When a post becomes vacant, the Head of Function, in consultation with the HR
Team, will review the workforce plan and decide upon the best way to proceed.

Consideration will be given as to the flexibility of, or limitations to the role, with
regards to the number of hours, working pattern and geographical mobility.
Consideration will also be given as to whether the post is suitable to be taken up by
an apprentice in conjunction with the Learning and Development Team.
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New Posts

All newly established posts require appropriate approval as per the Constitution
before the post will be advertised.

Where a new post is identified, the manager, in consultation with HR will be
responsible for drafting the job description and person specification and should refer
to the relevant Job Evaluation Procedure regarding the process required for
evaluation.

Job Description

A job description is a statement of purpose and should list all the main duties and
responsibilities of the post.

The Service uses a standard format for job descriptions.
Person Specification

The person specification identifies the genuine requirements of the job, including the
relevant and appropriate qualifications, knowledge, skills and experience required to
effectively undertake the post. How these requirements will be measured will be
identified i.e. what stage of the selection process, application form, test, interview
etc.

It is recognised that a person specification produced for job evaluation reflects the
requirements of a fully competent post holder.

The qualification(s) required for the role may therefore be adjusted to recognise
development expected to take place in post, however this should be identified within
the person specification.

Criteria within the person specification should be relevant to the requirements of the
job. The criteria should not be unnecessarily restrictive so as to exclude any
particular groups, as this may be viewed as indirect discrimination. The Service
seeks to be inclusive and asks managers to carefully consider the skills, experience
and qualifications that a post holder will require.

Using the person specification throughout the recruitment process enables the
individuals involved to ensure that the most suitable applicant is appointed.

Role Maps

For operational roles, a role map identifies skills, knowledge, understanding and
competencies, and these are based on the Fire Service National Occupational
Standards.

The Service uses a standard format for role maps.
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Temporary Appointments

There will be occasions where it is necessary to provide temporary cover for a
position within the Service. This may be on a short-term or long-term basis for a
variety of reasons, including to cover sickness, pending re-organisation, to cover
maternity leave or fill a post with temporary funding.

If additional duties are available that may not form a temporary role themselves,
advice will be taken from HR about how those duties will be treated, this policy may
not apply in these circumstances.

Temporary vacancies can be advertised internally in the first instance. Where
appropriate, consideration can be given to advertise a temporary post externally
subject to the needs of the Service.

Temporary appointments in this context do not include “Acting Up”, within a shift or
consecutive shifts for operational staff. Here eligibility would apply, reference can be
made to the Grey Book.

Agency staff should only be used to fill an urgent need and is generally undertaken
where recruitment is on-going to appoint a candidate on a Service contract or where
there is an immediate and short-term need. If a manager believes that agency staff
may be required, they should contact the HR team for further discussion and for the
necessary arrangements to take place.

All agencies used by the Service must be on the Service Framework. Any exceptions
to this must be in consultation with HR Service Partner in the first instance.

Redeployment Register

Staff who are on the redeployment register will be notified by HR of all vacancies
within HFRS. Where a redeployee expresses an interest in a vacancy they will be
considered for the vacancy, prior to advertising, in accordance with the
Redeployment Policy.

Attracting Applicants

All vacancy advertisements will be consistent with the Services’ code of ethics and
include an outline of the recruitment process.

All adverts should be succinct, appealing to prospective applicants and comply with
the relevant legislation.

Vacancies will normally be advertised on the HFRS website, internally and externally
using appropriate media channels as widely as necessary.

Agency workers working for HFRS are also eligible to apply for internal vacancies.
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Where there is a large-scale recruitment campaign there may be a requirement to
use an exclusively online approach. However, mixed approaches of application
process will be used for the majority of vacancies.

A closing date for applications will be included in the advertisement, which is usually
a minimum of two weeks. The length of time that an advert is left open will vary
depending on the nature of the job, the number of available opportunities and
number of applications received.

12.SELECTION PROCESS

Each recruitment exercise will have a defined process developed before
advertisement and all applicants will be informed of that process after shortlisting.

Shortlisting

The HR team will liaise and provide advice to managers about individual(s) who are
on the redeployment register in line with the redeployment policy.

Shortlisting will be undertaken by the interview panel in most circumstances except
where there are large scale recruitment campaigns that may be administered
centrally.

Shortlisting will be based on the essential requirements of the post as identified in
the person specification. Where this results in an unduly large number of candidates,
desirable requirements should be considered to achieve a practical shortlist. The HR
team can be contacted for advice on shortlisting, especially in the event of large
number of applications, to ensure fairness and consistency in the process.

Where none of the applicants meet the minimum requirements laid down in the
person specification, the post may require re-advertising. Advice must be sought
from the HR team about this.

Shortlisting will be carried out in a way which ensures no personal details will be
visible to the manager to minimise the risk of discrimination. Managers are asked to
shortlist against the person specification only, to ensure that applications are
considered in a consistent manner. Where an applicant declares a disability on their
monitoring form, the HR team will liaise with the recruiting manager to ensure
appropriate reasonable adjustments are made and that were necessary in line with
The Equality Act 2010. As a disability confident employer, we are committed to offer
disabled applicants an interview if they meet the minimum criteria.

Late applications will only be accepted where the short-listing process has not
commenced and there are reasons acceptable to the Service why the application
was not submitted in time. Advice must be sought by the HR team prior to accepting
a late application.

Assessments
Humberside Fire and Rescue Service
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The assessment process will be agreed at the planning stage by the Recruiting
Manager and HR team. The assessment methods used will vary depending on the
position being advertised. A minimum of two managers will take part in assessing the
outcomes.

The assessment methods used will be sufficiently robust and transparent to assess
the suitability of eligible candidates to the vacant post, including how they
demonstrate the Services’ code of ethics.

Interviews

The purpose of an interview is to assess, often in conjunction with other methods,
the extent to which the candidate meets the criteria contained in the person
specification and to provide the interviewee with information about the job. An
interview is a two-way process and will be conducted in line with the Service’ code of
ethics.

The composition of the panel will depend on the nature of the post being filled. There
will be a minimum of least two panel members, one of whom should have a clear
working knowledge of the role and sufficient seniority for the role being recruited. It is
also best practice for a member of the HR team to be on the panel. Subject to
availability, where a member of the HR team is not available, advice must be sought
from a member of the HR team. Confidentiality is an important element to the
recruitment and selection process, helping candidates perform to their best at
interview.

It is important that any personal relationships or conflicts of interest between a
candidate and panel member are disclosed at the start of the interview itself. Where
possible, the relationship should also be disclosed to the HR team as soon as is
practicable, in the event that an alternative interview panel can be considered.

Interview questions will be kept relevant to the job description and person
specification, principles and behaviours and asked of all applicants. Potentially
discriminating questions relating to domestic and personal circumstances or
protected characteristics are to be avoided. In line with the Equality Act 2010, panel
members are not permitted to ask any health-related questions during the
recruitment process.

All notes taken at interviews will be returned to HR following the interview. This
information can be used to form the basis of feedback to candidates and to
demonstrate that the panel have acted fairly and reasonably. All documentation
relating to the individual can be provided to the applicant on request, in accordance
with the UK GDPR. Panel members are responsible for the information they record
on the interview scoresheets and it is expected that only information that they would
be comfortable disclosing at a later date should be recorded, such as the answer a
candidate provides to a question. All content and documentation should remain
strictly confidential.

Interview feedback should be made available if requested by the applicant.
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Disabled Applicants and the Disability Confident Scheme

The Service will accept a candidate’s statement that they are disabled within the
terms of the Equality Act 2010 and as a Disability Confident employer, those who
meet the essential criteria and who declare a disability will be interviewed in all
circumstances. There may be occasions when further enquiries about a candidate’s
disability will be necessary, for example:

e To determine whether a reasonable adjustment is required at interview or
for a selection test.

e When interviewing, to ask job related questions to ascertain whether a
reasonable adjustment would be required to enable the candidate to do the
job.

Reasonable Adjustments

All candidates being invited to assessment or interview are asked to advise if there
are any reasonable adjustments required as part of the assessment and selection
process. There is a requirement under The Equality Act 2010 to assess and consider
appropriate adjustments to support candidates with disabilities, during the selection
process. The HR team will provide support, advice and guidance on whether
suggested adjustments are reasonable.

Should the candidate be successful, then further reasonable adjustments may be
considered and required.

13.MAKING THE APPOINTMENT

After all stages of the selection process are complete and an evaluation of each
candidate has been made, the successful applicant(s) will be identified.

The Recruiting Manager will then contact the successful and unsuccessful
candidates with the outcome of their application, after the process has been fully
completed.

Both successful and unsuccessful applicants will be notified as soon as possible
following the last interview/assessment. Candidates will generally be informed during
their interactions with the Service as to how long the whole assessment and
selection method is scheduled for, for that particular recruitment.

Offer of Employment

An offer of employment will be made conditional upon the Employment Check
Standards.

All checks and clearances should be completed prior to the commencement of
employment. This requirement will be set out in the conditional offer letter. In very
exceptional circumstances it may be necessary for the candidate to commence
employment with the Service pending receipt of some checks. Advice must be
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sought from the HR team to complete the appropriate risk assessment should this be
necessary.

Checks and Clearances

All the following pre-appointment checks will be completed for all new appointments
made, prior to the start date.

Driving Licence Check
Applicants who are required to drive should produce their valid Driving Licence.
Disclosure and Barring

All roles require a disclosure and barring check, in line with current legislation.
Please refer to the Disclosure and Barring Service Policy for more detail.

Identity Check and right to work in the UK

Applicants should not progress through the assessment process until their identity is
proven.

These checks will be done as to satisfy the requirements outlined by the Border and
Immigration Agency (BIA) and the Asylum and Immigration Act 2006. Applicants will
be advised of the requirements for documentation and will be asked to bring the
relevant ID to the interview/assessment.

Employment History and Reference Check
The Service will use a standard reference template which will be issued to the
applicant’s previous manager or, alternatively, the previous employer's HR

Department.

When a reference is returned which requires further consideration it will be referred
to the HR team, who will agree with the manager the appropriate course of action.

Occupational Health Clearance

When required, applicants will undertake a pre-appointment health check following
advice from the Occupational Health and the HR team.

Professional Registration and Qualification Check
Where qualifications are required for the post, these will be verified by HR.
Outcome of Pre-Appointment Checks

Where the Service judges that there is insufficient evidence on which to base an
offer of employment, any conditional offer which has been made will be withdrawn.

This applies to any and all elements of the pre-appointment checking process.
Humberside Fire and Rescue Service
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Volunteers

Volunteer recruitment is subject to the same standards regarding checks and
selection processes.

14.APPOINTMENT TO WORK
Contract of Employment

A contract of employment will be issued to all employees within 8 weeks of their start
date with the Service. Employees should sign and return one copy of the contract.

Induction

The induction of employees into the Service is the final part of the formal recruitment
and retention process. Managers must complete a local induction programme with
every new member of staff.

Starting Salary

The starting salary will, in the large majority of cases, be the minimum scale point on
the pay band relevant to the post.

Where an existing employee is promoted their pay will be set either at the minimum
of the new pay band or, if this would result in no pay increase, the first pay point in
the band which would deliver an increase in pay (by reference to basic pay plus any
recruitment and retention premium, if applicable) On call and unsocial hours
payments will not be taken into account when determining the relevant salary.

Where the manager feels there is a need to review a commencement salary, which
may also apply to Agency Workers, the ‘Starting Salary Exception form’ should be
completed and submitted to the Head of HR for consideration prior to offer and
agreement with the applicant.

Withdrawing a Conditional Offer of Employment

If it becomes clear at any stage during the recruitment process that the applicant
may have provided incorrect or inaccurate information on their application form, then
the following steps should be taken:

e The concerns should be highlighted to the applicant and they should be given
the opportunity to explain the apparent inconsistencies. This will be completed
by the line manager and a representative from HR.

e Attempts should be made to establish whether or not the applicant
deliberately misled the Service, knowingly withheld information or provided
false information. If there is a reasonable belief and/or on the balance of
probability, that this is the case, the offer of employment will be withdrawn.

HR will be responsible for the written withdrawal of the offer of employment.
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Complaints

Complaints from external applicants relating to the recruitment process should follow
the complaints process. Internal applicants should follow the grievance procedure.
Grievances will not be accepted if they relate to HFRS policy and processes where
formal consultation on the policy or process has already taken place.

Equal Opportunities Monitoring

The HR team will monitor the recruitment and selection process in relation to equality
and inclusion at all stages of application, short listing and appointment. Information
will be gained from the completed Equality and Diversity Monitoring; part of the
application which requests information on gender, ethnic origin, religion, belief,
sexual orientation and disability.

For further information / guidance regarding this document please contact
Human Resources
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