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1. INTRODUCTION

This policy sets out our approach to the recruitment process for University of Suffolk Dental
Community Interest Company (hereafter known as “Dental CIC”). It includes information about line
manager responsibilities, job descriptions and employee specifications, assessment criteria,
interviews (both remote and onsite) and equality, diversity, and inclusion.

Recruitment and selection processes are carried out in accordance with current employment
legislation and use where appropriate the six mandatory NHS Employment Check Standards as "Best

Practice".

2. LINE MANAGER RESPONSIBILITIES

A line manager who wishes to recruit someone must follow the appropriate authorisation to
recruit process.

The recruiting manager should also ensure that confidentiality is maintained regarding any
convictions disclosed by candidates at any stage of the recruitment process.

3. ASSESSMENT CRITERIA

We always aim to recruit the person who is most suited to each particular job. We recruit solely on
the basis of the applicant's abilities and individual merit as measured against the predetermined
criteria for the job. Qualifications, experience and skills are assessed at the level that is relevant to
the job.

. All candidates will need to have a legal right to work in the United Kingdom.

Under the new UK points-based immigration system as amended from time to time. Dental CIC may
sponsor workers in skilled occupations. The Skilled Worker visa can only apply to some roles. The
skilled occupations can be found here

An applicant and the vacancy will need to meet the necessary skilled worker thresholds for
sponsorship. Further  guidance for employers can be found here -
https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-
educators

Job applications must be assessed using criteria based on the knowledge, skills and experience
required for the post.

4. JOB DESCRIPTIONS AND EMPLOYEE SPECIFICATIONS

Before initiating the recruitment process, the responsible line manager must ensure that there is
an up-to-date job description for the role and a clear employee specification.

The job description will describe the duties, responsibilities, level of seniority associated with the
role and pay and benefits, while the employee specification will describe the type of qualifications,
training, knowledge, experience, skills, aptitudes, competencies and personal qualities required
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for effective performance of the job. The job description will also confirm if the role is subject to a
DBS check.

5. ADVERTISEMENT OF VACANCIES

All vacancies will usually be advertised externally. Recruiting managers will be responsible for drafting
the adverts, job descriptions etc, which will be provided to the CIC Admin team to advertise.

Where there is a rationale for internal only (i.e. for at risk candidates) then we reserve the right to
advertise internally first.

6. SHORTLISTING

The shortlisting process will be undertaken by the appropriate recruiting manager. In selecting the
best applicants for interview, the recruiting manager must ensure that the shortlisted applicants
demonstrate the essential experience/criteria identified in the person specification.

Where there is a large volume of applicants that meet the essential criteria the recruiting manager
may wish to select applicants who also meet the desirable experience/criteria identified in the person
specification or those who more closely align with the values/ behaviours of the organisation.

The shortlisting process should be consistent and fair with a clear written rationale as to why
applicants have or have not met the criteria. The reasons behind each decision are to be formally
recorded.

7. INTERVIEWS

There should be a minimum of two panel members on the interview panel,

Line managers conducting recruitment interviews will ensure that the questions that they ask job
applicants are not in any way discriminatory or unnecessarily intrusive. The interview will focus on
the role and the skills needed to perform it effectively.

Line managers must make a record of every recruitment interview using the interview assessment
form that will be retained for a suitable period of time. To ensure fairness, the line manager should
ensure that questions asked are consistent in all interviews for a particular job. On no account should
any job offer be made during or at the end of an interview.

In some cases, we will hold interviews remotely via Microsoft Teams. The responsible line manager
should in advance provide the interviewee with details of how the interview will be conducted. They
should also give the interviewee the opportunity to provide details of any reasonable adjustments
that should be made or technological difficulties that they may encounter.

The organisation does not make payment of expenses incurred for travel to applicants attending
interviews.
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8. EMPLOYMENT CHECK STANDARDS

NHS Employment Check Standards represent "Best Practice" for employment in health and therefore
Dental CIC is committed to following them. The standards outline the pre-employment checks
required by law and those that are mandated by Department of Health policy. The organisation
reserves the right to use other methods of pre-employment checks including health, as deemed
appropriate for the relevant vacancy being recruited. Further information can be found on this link
: Employment standards and regulation | NHS Employers

These standards will be applied as appropriate to employees on permanent, fixed term and
secondment contracts, temporary staffing, volunteers, students, trainees, contractors and agency
staff. All offers of employment are to be made subject to satisfactory completion of the Checks and
these are:

8.1 Verification of Identity

All applicants' identities are checked at each stage of the recruitment process. The recruiting
manager will be responsible for carrying out identity checks and check for false passports and visas
etc. to ensure applicants have the right to work in the UK.

8.2 Right to Work checks

All offers of employment will be subject to the candidate providing the required original documents
or our organisation being able to carry out a check on the Home Office online “Right to Work”
checking service. To enable Dental CIC to conduct an online check, the candidate must provide their
“share code” so that organisation can check their right to work status digitally instead of requiring
them to present documentary evidence. The share code is generated when the individual accesses
their details online.

The requirement to provide evidence of the right to work in the UK applies to all new recruits,
regardless of their race, nationality or ethnic or national origins.

8.3 Employment History and References

We ask every successful candidate to give their consent for us to obtain two written references
covering the last 3 years of employment. References must include the current or most recent
employer.

Where there are gaps in employment, which are unable to be verified or requires an explanation, a
personal statement must be completed by the applicant.

8.4 Occupational Health

The Occupational Health questionnaire template will be emailed to the successful applicant by the
CIC Admin team. The applicant is required to complete the questionnaire and return it directly to the
Occupational Health provider.

The organisation may require any successful candidate to participate in an Occupational Health
assessment if deemed appropriate. Where appropriate the occupational health specialist will liaise
with the applicant and the recruiting manager/practice manager. The occupational health specialist
is to advise of any recommended adjustments that would be required in order for the applicant to
be able to successfully carry out their duties.
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8.5 Professional Registration and Qualifications

Applicants are required to supply the original documents of academic and professional qualifications
where applicable.

8.6 Disclosure and Barring Service (DBS)

For a number of posts, the Dental CIC is required to seek a disclosure relating to any potential
employee’s criminal record. Disclosures are typically necessary for posts that involve working with
children and/or vulnerable adults, or for positions where abuse of trust may be a concern e.g.
financial post. The organisation has established separate guidance notes on the Disclosure Process
to ensure good practice in compliance.

At the beginning of the recruitment process the line manager should confirm whether the
appointment is subject to a DBS check, and at what level. The Practice Manager oversees the
processing of DBS forms. The guidelines on the Disclosure Process also contains information and
advice about the provisions of the Rehabilitation of Offenders Act, whereby conviction for some
criminal offences can be regarded as ‘spent’ after a specified period of time. Once a conviction is
‘spent’, the applicant is not obliged to reveal its existence in most circumstances and can answer ‘no’
to the question "do you have a criminal record?" on an application form, unless the position is subject
to adisclosure, or the organisation is exempt from the Rehabilitation of Offenders Act. It is an offence
for anyone who has access to criminal records to disclose information about spent convictions unless
officially authorised to do so.

Where posts require a DBS check this must be undertaken in line with the DBS policy.

9. EQUALITY, DIVERSITY, AND INCLUSION

We are committed to applying our Equality, Diversity and Inclusion policy at all stages of recruitment
and selection. We always carry out shortlisting, interviewing and selection without regard to an
applicant's sex, gender identity, sexual orientation, marital or civil partnership status, skin colour,
race, nationality, ethnic or national origins, religion or belief, age, pregnancy or maternity leave or
trade union membership.

We will never exclude any candidate with a disability unless it is clear that the candidate is unable to
perform a duty that is intrinsic to the role, having taken into account reasonable adjustments. Line
managers must only ask a candidate question about their health where this is directly necessary for
a particular role and, in any event, only once they have been shortlisted.

To prevent any candidate from being disadvantaged because of a disability, the individual responsible
for communicating with applicants should ask each candidate whether they require reasonable
adjustments to be made. These may include ensuring easy access to the premises for an interview or
adapting any tests etc
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10. DATA PROTECTION

We process all personal data collected during the recruitment process in accordance with our Data
Protection policy.

We do not collect unnecessary personal data from applicants during the recruitment process. For
example, we will only request bank account details and next-of-kin contact details from successful
applicants. Data collected as part of the recruitment process is held securely and accessed by, and
disclosed to, individuals only for the purposes of managing the recruitment exercise effectively to
decide to whom to offer the job. Staff should report immediately any inappropriate access or
disclosure of job applicant data in accordance with our organisation's Data Protection policy.

Please refer to our Privacy Information Notice for Candidates and Applicants for more details.
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