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Introduction

The Register of Support Providers is committed to appointing well qualified, high quality and high performing Support Providers. This policy sets out how this is done and is intended to provide a flexible, efficient and effective approach to recruitment and selection.

This policy is intended to set standards to help promote best practice and compliance with relevant legislation and sets out:

· Sound recruitment and selection principles

· Register procedure for recruitment and selection

· Training in recruitment and selection

· Dealing with complaints. 

Should you require a copy of this policy in an alternative format, please contact the Register directly at:

Register of Support Providers

Student Support Centre
Room 15G20H
Jordanstown campus
BT37 0QB

Tel: 02890 366936

Email: supportproviders@ulster.ac.uk 

Sound recruitment and selection principles

The Register has identified the following three principles to underpin its recruitment and selection policy:

· All selection decisions must be based on merit

· All applications will be given equality of opportunity

· All selection decisions will be justifiable and well documented

All selection decisions must be based on merit
All decisions made throughout the selection process will be based on merit. This is important both from an equality perspective and from a business perspective. Selection on merit helps to ensure that an individual has competencies which allow him or her to meet the challenges of working within the Register structure. 
The selection techniques used by the Register will give applicants the opportunity to demonstrate that they possess the skills and attributes to undertake the roles and responsibilities of the post.

Those applicants who best demonstrate on the application form their ability to fulfil the criteria will be short listed and called to the next stage in the selection process. Appropriate selection techniques will then be applied and those who demonstrate that they best fit the personnel specification through the meeting the competencies of the role will be appointed. 

The use of job descriptions and person specifications are central to this process and are used to ensure sound recruitment and selection. 

All applications will be given equality of opportunity
The Register is committed to promoting equality, diversity and inclusivity and complying with the law and best practice. Opportunities within the Register will be advertised through a variety of means which are accessible to all sections of our diverse society. A statement which encourages and promotes diversity and equality of opportunity will be included in all advertisements. 

The selection techniques and criteria used by the Register will be  fair, free from unlawful bias and will be appropriate to the role. 

It is the Register’s intention that, on the basis of equality of opportunity and the principle of selecting on merit, candidates will be appointed. The Register will not unlawfully discriminate on the grounds of gender, age, community background, religion, race, disability, sexual orientation, marital status or political opinion. 

All selection decisions will be justifiable and well documented
All selection decisions will be well documented. Standard proforma documentation will be completed by selection panels.

All selection decisions, whether at short listing or appointment stages, will be documented and justifiable on the basis of the criteria in the personnel specification and the duties of the job description.

Applicants will be kept informed of the progress and outcome of the selection process in a timely manner. All enquiries to a recruitment exercise will be dealt with in an efficient and open way. 
Register procedure for recruitment and selection 
Opportunities on the Register will be advertised as and when required. The Register will receive applications from candidates on an on-going basis and candidates will be informed in writing when the next selection exercise will be taking place. 

All applicants are required to complete the standard Register Application Form. This is available on request in alternative formats. Those applicants who best demonstrate on the application form their ability to fulfil the criteria will be short listed and called to the next stage in the selection process. This is an interview. Those candidates who have been unsuccessful at short listing will be informed in writing
Interviews will be carried out by Register staff and on occasion staff from the colleges or universities accessing the Register. All those participating on selection panels will have undergone sufficient training in recruitment and selection. 

Each interview will follow a series of set questions relevant to role applied for. Some interviews may require a practical test. Interviews will take place during normal office hours, in a variety of locations appropriate to the selection exercise. 
Candidates will be informed of the interview date, time and location in writing in a timely manner in advance. The Register will facilitate any reasonable adjustments required for candidates to attend interview. 

All candidates will be informed in writing with 5 working days after their interview as to whether they have been successful or not. All unsuccessful candidates will be able to contact the Register for feedback following their interview. 

Further to interview, all successful candidates are required to complete a number of Register documents. This includes a code of conduct, provision of two references and successfully completing a POCVA check. Only after completing this stage of the selection exercise will candidates be added to Register and available to work with students. 

Training in recruitment and selection

All members of selection panels will receive training in sound recruitment and selection techniques. This training will include guidance on employment and equality legislation. 

Register staff will participate in the recruitment and selection training course delivered by the University of Ulster and attend additional training as and when required. 

Training for members of selection panels will be recorded and training updates given as and when required. 

Dealing with complaints


The Register will respond to any enquiries from unsuccessful applicants or any complaints in regard to recruitment exercises promptly and openly. 

All applicants will receive written notification of the outcome of their application after short listing or appointment. Applicants who are not satisfied with the outcome at either stage or who require further details should write to the Manager of the Register. A written response outlining why the application was unsuccessful will be given within 21 days. 
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