Instructions for Using this Template

1. Replace the [COMPANY NAME] with your own company name throughout.

2. Replace any other information in brackets such as [JOB TITLE] as appropriate

3. Customise the document to make it relevant to your business, inputting details into the areas highlighted in red and adding/removing sections, paragraphs or sentences as appropriate.  

4. Add in any process steps that you operate that are not specifically documented in the procedure (remember you will be audited against this).

5. Proof read the document and make any further amendments as appropriate.

6. Insert your company logo or branding as appropriate and change the font size and text to align with your own company brand guidelines.

7. If you wish to change the appearance of the headings, you can do so using the “style” options in the home menu of Microsoft Word.

8. Paginate as appropriate with page and section breaks.

9. Amend the footer, removing any reference to Brunton Consultancy and ensure you insert your own version control numbers.

10. Delete these instructions and the disclaimer at the end of this document and save the updated version.

RECRUITMENT & PLACEMENT PROCESS 
Taking the Order from the Client
[COMPANY NAME] will take orders from authorised personnel within the Contracting Authority, Health Board or Trust by telephone, email, fax or online.  As a minimum we will require the following information from the Hirer:

· Date of the order.
· Order number.
· Identity of the client (including Contracting Authority / Health Board or Trust name, Hiring Manager name, phone number and email address).
· Name and phone number of the person the candidate should report to on arrival.
· Timescale for recruitment and response.
· Number of CVs required (if applicable).
· Date work is to commence and likely duration of the assignment.
· Details of the position to be filled including duties, whether the candidate is expected to perform EPP and if they are required to work with or care for Vulnerable Persons or children.
· Location/ward/department of the work.
· Hours of work.
· Experience, training and qualifications necessary to do the job.
· Details of any risks to health & safety.
· Policies and procedures that the candidate must be advised of prior to starting work, e.g. IT Training 
· Any facilities available onsite, such as accommodation, parking
· Hourly pay rate to the candidate and if they are entitled to any expenses.
· Reporting instructions on first day

Additional information from the hirer may also be required including:
· PO numbers.
· Details of the timesheet authoriser.
· Accommodation details.
· Supervising Consultant details.
· Point of contact for whistle blowing/complaints.
· Confirmation of Booking for signing.
This may be provided by completing a candidate order form or verbally.  
On receipt of the order we will acknowledge the order immediately (verbally or by sending an acknowledgement receipt in writing) and confirm if we are able to fulfil the requirement and whether we accept or decline the order.

Prior to assignment we will confirm the order in writing and sign the order form.  We will provide the Hiring Manager with:
· Details of any requirements for reasonable adjustments required.
· Documents to prove the candidate has undergone all the relevant safeguarding and employment checks (engagement checklist). – Full compliant file in line with NHS Guidelines
· An ID badge with a recent colour photograph, the candidate’s name, registration number, our company name and expiry date.  Candidates will also be required to bring proof of photo ID on their first day.
Details of all orders as specified above will be input to our systems and date/time stamped for audit purposes.

Recruitment Process

[COMPANY NAME’S] recruitment process is fully compliant with NHS Employers Standards and the Care Inspectorate’s Safer Recruitment guidelines.  Placement procedures (including all elements of the recruitment and assessment process) will be overseen by a Clinical Manager who is more senior than the candidate being placed and who holds current registration with the NMC / GMC.  
We are an equal opportunities employer and is committed to recruiting the best possible person for each job irrespective of sex; race (including colour, nationality, ethnic or national origin); religion or belief; age; disability; marital status and civil partnership; sexual orientation; gender reassignment; pregnancy and maternity in line with the Equality Act 2010.
Advertising

Advertisements will be placed across a broad range of online, social and print media to gain the broadest possible diversity of applications.  They will be concise, easily understood and as a minimum will include:

· The job title.
· Details of the post including pay, location and type of contract.
· Required qualifications and professional memberships.
· PVG scheme membership requirements.
Application Form

All candidates are required to complete our application form which includes:
· Full name (forenames and last name, as listed in the relevant Professional body’s register) and any previous names or other names by such the Candidate may be known.
· Current residential address and other active contact details.
· Date of birth.
· Next of kin, together with an active emergency contact telephone number.
· Full chronological employment history and training including part time or voluntary employment and any periods not in employment, education or training (with no unexplained gaps).
· Professional body registration details relevant to the position.
· Details of any PVG Scheme membership
· Details of qualification achieved, and training courses attended (including academic and vocational training).
· Employer reference details.
· Details of any disciplinary or grievance procedures and any “live” formal warnings.
· Declarations regarding spent convictions (on the list of offences that must always be disclosed), unspent criminal convictions, consent for safeguarding and employment checks to be carried out, data protection disclaimer, fullness and accuracy of information provided.  Applicants are advised that any failure to disclose important information may lead to termination of the assignment or dismissal should it come to light at a later date.
· Statement of personal qualities and experience explaining why the applicant believes they are suitable for the post.
· Signature.
The information provided on the application form is cross referenced with other documentation and checks to ensure fullness and accuracy of data provided.  
Initial Screening

Our Recruitment Consultants perform an initial pre-screen on all applicants to understand and establish their requirements including what they are looking for in terms of the role (e.g. salary, location, and hours of work, availability, skills, experience and qualifications). 

Our initial screening process also includes behavioural and competency-based questioning which provides us with an insight into the candidate’s motives and drivers and an understanding of the personal qualities and experience required by the Client.  These responses are considered by our expert Recruitment Consultants, and if they demonstrate the skills and qualities required by the Client, applicants are invited to attend a face-to-face interview and completion of the application process.  The Clinical Manager will review all screening forms prior to interview.
Structured Face-to-Face Interviews 
Our interview process provides us with an opportunity to explore each applicant’s suitability and competencies for employment/assignment with the Client.  All applicants attend an interview in person with a Clinical Manager who is aligned to their specialist field, actively registered with the relevant professional body (unless the candidate is not required to be registered in which case the interviewer must have relevant experience and knowledge of the type of work to be performed) and is of a more senior level to the candidate.  The interview is recorded using our structured interview worksheet to ensure consistency and this is retained on file.  We also ask applicants to complete our diversity questionnaire.  We retain details of the date and location of the interview, name of the interviewer and evidence of the questions asked together with candidate responses.
During the interview we ask in-depth and structured biographical questions about the applicant’s education, qualifications and work experience (full reverse chronological history) and establish their aspirations / reasons for applying for the specific role.  Past behaviour is a strong indicator of future behaviour, so competency-based questions are also asked to establish evidence of the skills and clinical experience required to be successful in the role. During this stage of the interview we probe into the candidate’s skills and aptitude to establish the cultural fit with the organisation and role.  An assessment is also made of the candidate’s personality traits, communication skills, attitude, ethics, approach and general demeanour.  

During the interview we provide a full briefing on the job including the job description and person specification wherever possible to enable the candidate to make an informed decision on whether to progress their application.  Achieving a cultural fit is crucial when matching candidates to the role, leading to greater longevity and performance and saving the Client time and money.

Finally, we scan the responses provided in both the initial screening and face-to-face interview stages for any missing information and where insufficient detail has been provided, we probe more deeply to develop the candidate’s responses and fill in any gaps.  This ensures we have a full insight into the candidate’s history, capability, reliability, commitment and aspirations.
Pre- Employment Vetting and Compliance Checks 

We undertake the following pre-employment vetting and checks in line with NHS Employers’ Standards, Care Inspectorate Safer Recruitment guidelines and our own documented policies including verification of:

· Identity where we check the original documentation for two forms of photographic ID and one document confirming the candidate’s address; or one form of photographic ID and two documents confirming their address.  Further details are provided in our Verification of ID Policy.
· Right to work where we validate relevant original documentation from List A or List B provided by the home office.  All documentation is checked to confirm it relates directly to the candidate, is current and in date, confirms permission to do the type of work being applied for, has not been tampered with and would be difficult to forge.  Further details are provided in our Verification of Right to Work in the UK Policy.
· Employment history & referencing where we obtain factual written references covering at least 3 consecutive years including the current/most recent employer.  References are requested using NHS Employers referencing templates which include questions relating to warnings and investigations on the applicant’s record, DBS/PVG status, and outstanding allegations or referrals relating to safeguarding in addition to the company name and the applicants date of birth of NI number, job title / course title, grade and dates of employment / training.  Written references are retained on our recruitment software as evidence that referencing has been completed to a satisfactory standard and to support quality audits.  Further details are provided in our Employment History and Referencing Policy.
· Professional registration and qualifications –  candidates will be required to provide their registration number and confirm their consent for us to check their registration with their regulatory body (e.g. GMC, NMC etc).  Maintaining their registration with the regulatory body throughout their employment / assignment will be a condition of their employment.  Should their registration be suspended; their assignment will be terminated, and they will be excluded from the work for which the registration is required unless it is reinstated.  We will work with the regulatory body to confirm registration status, fitness to practise information and to establish if the candidate is under investigation or been removed, struck off, suspended, had conditions placed on their registration, cautioned, lapsed etc prior to each assignment.  Further details are provided in our Professional Registration & Qualifications Check Policy.
· Criminal record and barring - we obtain an enhanced DBS and check of the adults and children’s barred lists, however wherever possible we will ask candidates to subscribe to the DBS Update Service which enables them to move posts more quickly as long as their activities or access to vulnerable groups does not change the level of check required.  As subscription to this service is voluntary, we promote the benefits of subscribing to prospective workers.  Further details are provided in our Criminal Records and Barring Check Policy.
· Work health assessments - we will carry out a pre-placement work health assessment prior to the candidate taking up their first post within the NHS, being subsequently appointed to a new NHS employer of if they change jobs to a role which involves a significant change of duties. Our Work Health Assessments will be undertaken by our Occupational Health provider who carries out these checks on our behalf and with whom we have a contractual agreement in place.  The Work Health Assessment is always conducted by qualified clinicians who are accredited by the Safe Effective Quality Occupational Health Service (SEQOHS).  Prior to placement we must receive a certificate of fitness for engagement from the Occupational Health Provider.  The Work Health Assessment will then be renewed annually with prompts on our system to ensure that these are scheduled in a timely manner.  Further details are provided in our Work Health Assessments Check Policy.
· English language competency – we will check the original IELTS certificate from all candidates unless they:

· Have a degree taught in English.

· Are an Applicant for Tier 2 (intra-company transfer) applying to extend their stay after their initial 3 years in the UK.

· Come from one of the English speaking countries as specified by the Home Office.

An IELTS overall score of at least 7.0 must be obtained together with the test report form which must be no more than 2 years old when submitted.  Further details are provided in our English Language Check Policy.
· Statutory & mandatory clinical / care and core training.  All healthcare professionals complete Skills for Health Statutory and Mandatory and Clinical/Care Core Skills Training prior to assignment and thereafter be given refresher training in alignment with the CSFT recommended refresher periods.  Further details are provided in our Statutory & Mandatory Clinical / Care Core Training Policy.
· Incorporated candidate checks (IR35 compliance).
· Appraisals will be carried out for workers annually as a minimum.  For new workers and re-engaged workers, the first appraisal will be conducted within 6 months of the start date of their first assignment and then thereafter at least every 12 months.  The appraisal will be scheduled by us and conducted by a more senior practitioner of the same discipline (the Appraiser).  Revalidation is the process that allows doctors to maintain their registration with the GMC and nurses with the NMC.  It is a continuous process that they will engage in throughout the year.  Nurses must revalidate every 3 years and doctors every 5 years to maintain registration.  Whilst revalidation is the responsibility of the doctor or nurse themselves, we will endeavour to assist with the process by providing access to all feedback received including CPD, training, performance reviews, supervisions, appraisals and audits to help our workers demonstrate that they remain fit to practice.    Further details are provided in our Appraisal & Revalidation Check Policy.
All checks are done pre-placement and only ever by face-to-face verification of original documentation.  
Matching 

Whilst the interview process is likely to have been undertaken with a specific role in mind, we also undertake a detailed matching process to ensure that the candidate fits the requirements of the vacancy, and the vacancy matches the availability, capability and aspirations of the candidate.  Candidates will never be assigned / submitted until they have been thoroughly briefed on the vacancy and have confirmed in writing that they wish to be represented by us.  
Submission, Client Interview & Feedback

CVs or candidate profiles will be submitted in the format agreed and within the agreed KPI timescale.  The Client will be asked to provide sufficient constructive feedback on all candidates submitted to enable us to maintain our reputation as a professional recruiter.  Shortlisted candidates may be invited to interview with the client as part of the process.
Job Offer, Candidate Handbook and ID Badge
All offers are conditional upon the candidate meeting the full compliance requirements outlined previously in the section entitled “Pre-Employment Vetting and Compliance Checks”.

Prior to assignment, all candidates are issued with a contract of engagement/employment and candidate handbook which includes information regarding our code of conduct, together with our policies and reporting procedures.  All workers are required to sign a declaration to confirm receipt of the Agency Worker Handbook and that they will abide by the policies, procedures and codes of conduct specified within it.

We also provide an ID badge which is valid for 12 months and which displays the worker’s name, recent clear photograph, professional registration number, name of the agency and expiry date.

Complaints

Complaints relating to our recruitment process should be made to the [JOB TOTLE] and will be handled in line with our Complaints Policy.

Audits
Each worker will have their file audited by our Compliance Manager prior to placement to ensure that vetting checks have been carried out correctly.  We conduct internal audits of all our compliance processes on a regular basis to demonstrate that we adhere to legislative, contractual and industry best practice.  We also welcome client audits.
Review

This policy will be reviewed regularly and may be altered from time to time in light of legislative changes or other prevailing circumstances.

Disclaimer

Brunton Consultancy has made every attempt to ensure the accuracy and reliability of this document. However, this document is provided "as is" without warranty of any kind. We do not accept any responsibility or liability for the accuracy, content, completeness, legality, or reliability of this document.

No warranties, promises and/or representations of any kind, expressed or implied, are given as to the nature, standard, accuracy or otherwise of this document nor to the suitability or otherwise of the document for your particular circumstances.

We shall not be liable for any loss or damage of whatever nature (direct, indirect, consequential, or other) whether arising in contract, tort or otherwise, which may arise as a result of your use of (or inability to use) this document.

By providing this document to you we are not giving legal or financial advice. Brunton Bid Writing is a trading name of Brunton Consultancy Limited.  We confirm that we own all rights in this document and, as such, reserve all intellectual property rights contained herein.   Sale of this document is strictly in accordance with Brunton Bid Writing’s standard Terms & Conditions which can be found at www.bruntonbidwriting.co.uk. 
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