SAMPLE RECRUITMENT AND 

SELECTION POLICY

The VBOM of …………………… is committed to ensuring that the procedures and practices used in the recruitment and selection of staff are fair, transparent, consistent and effective. This will incorporate the following guidelines:

1.
Equal opportunities:

1.1
The ………………….. is committed to ensuring that the recruitment 
and selection policy and procedures of this organisation are in keeping 
with equal opportunities, this relates to the following issues:

· Individuals will be selected for employment on the basis of merit; 

· Job applicants must not be treated less favourably on the grounds of sex (gender), marital status, disability, age, religion, sexual orientation, race, colour, ethnic or national origin, or put at a disadvantage by unjustifiable conditions or requirements.

1.2
Recruitment of staff will be made from the wide possible field.  
Positions will be advertised internally and externally, including the 
national newspapers.

1.3
The applications of present staff will be treated on an equal basis with 
external applications.

1.4
All advertisements for posts and all information sent out to applicants 
for posts should state clearly that the organisation is an equal 
opportunities employer.

1.5
There will be a gender balance on the interview panel.

2.
Good practice procedures:

2.1
A Person Specification and up-dated Job Description will be drawn up 
for each post to be filled. This will describe the experience, skills and 
other attributes required to carry 
out the job satisfactorily, as well as 
give an accurate outline too candidates of the tasks involved in the job.

2.2
Job sharing will be considered by the VBOM providing it is in the best 
interests of the Project.

2.3
Interview panels will be given guidelines on good interview practice 
and on the prevention of discrimination.  (The group will participate in 
relevant training with the Regional Support Agency if needed). 

2.4
For each vacancy advertised, a file will be kept confidentially for twelve 
months from the date of appointment.  The file will include:

· Job description;

· Person specification;

· Job advertisement;

· All application forms;

· Written record of candidate assessments and decisions made; 

· Any correspondence with candidates.

2.5
Any candidate who feels that they have been discriminated against 
has a right of complaint, which can be exercised by writing to 
the VBOM.

· The Committee will deal with this in the following ways;

· Discussions will take place at management level regarding the nature and validity of the complaint;

· A response in writing will be sent to the individual in question;

· If this is not felt to be satisfactory an advice will be sought from the Regional Support Agency, legal representative and the FSA. 

2.6
All candidates appointed will only be  offered a long term contract 
subject  to a successful Garda Vetting process and successful 6 
month Probationary.

