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5: Recruitment Guide for Rivers Trusts 
Introduction
Good recruitment procedures try to ensure that the best person for the job is recruited and that no-one is denied for reasons other than the ability to do the job as specified.  Stereo-typing because of gender, race etc. not only falls foul of discrimination laws, but is counterproductive in terms of casting the recruitment net as wide as practicable.  Why limit the process unnecessarily?

Job Description

There is no statutory obligation to draw up a job description. However a job description is helpful to clarify the work to be undertaken and the reporting structures. 

There is no rigid format for a job description, but it should cover:

· Job Title

· Location

· Reporting to

· Responsible for - staff   

· Job Purpose - short expansion of the job title

· Key accountabilities - which may be split into principal responsibilities and key job elements if desired

· Person profile or principal skills

A job description is appended as 5a: Job Description precedent for sample purposes. It should be noted that a job description should reflect the need for flexibility, particularly if only a few people are employed and the job can range from “chief cook to bottle-washer”. A catch-all responsibility to do anything reasonably required to meet the objects of the Trust therefore may not go amiss. 

Advertising

There is no statutory obligation to advertise jobs, but recruiting only through informal networks is both limiting and could give rise to discriminatory practices. Accordingly, whilst it makes good sense to utilise the trust network to identify potential candidates, this should operate in conjunction with an advertising strategy.

The informal rivers trust network will be likely to involve phoning around and/or advertising on ART’s website or through its e-Newsletter, which we are happy to do free of charge for member trusts. However, the website to www.environmentjobs.co.uk is recommended.  As the name suggests, the website advertises jobs within our sector and the cost of placing an advert for charities is a very reasonable £79 + VAT (May 2007).

Advertising a job in the press is generally a balance between cost and coverage.  A regional press advertisement is recommended on the basis that candidates are likely to be more familiar with the area, its culture and local river issues.  Furthermore, with a general public readership it is not discriminatory and, all other things being equal, relocation expenses are less likely to be required.   Incidentally, if relocation expenses are necessary Her Majesty’s Revenue and Customs (www.hmrc.gov.uk)
provides details of the tax free allowance, which is a useful benchmark.  It may also be appropriate to carry an advertisement in an appropriate scientific journal, which will give national coverage.

A national press advertisement is normally expensive and should be cautiously considered.

A job advertisement precedent is set out in 5b: Job Advert precedent.

Advertisement

The advertisement is largely a matter of individual preference and cost, with the over-riding principle being that it should be attractive, clear and concise. It should be objective, based on the Job Description, and thereby avoid any allegation of being discriminatory.

There is debate on whether or not the advert should include salary.  Some people prefer not to respond to advertisements without knowing the salary.  Some employers prefer to leave the salary blank in order to avoid the salary being a limiting factor.

The advertisement should indicate if the applicant is required to complete an application form or if a CV will suffice.  The benefit of an application form is that it ensures a consistent approach and a precedent is included as 5c: Job Application Form precedent.  This allows all the information necessary to employ a person to be gathered in a single document, but some questions could be deemed to be discriminatory - for example, date of birth - as they are not strictly necessary for interview.  Accordingly, there is a proviso at the end of the precedent form for an applicant to decline to answer a question, without prejudice, if it causes a discriminatory problem.  The benefit of a CV is that the applicant provides the information he or she desires.   The choice is down to individual preference and experience. 

Short-listing 

Experienced interviewers will have their own techniques of short-listing, and will require no further advice. 

However, one method is to create three categories based on the job description, namely: -

· Probable

· Possible

· Not suitable

Applicants are then sorted into each category; with the short list made up mainly of the best ranking “Probable” and perhaps two of the best ranking “Possible” to give a total of 6 - 8 for interview.

The “Possible” list might include those who do not have the best qualifications on paper, but who have other appeal.  This reduces the risk of stereo-typing.  It is not uncommon for a person from the “Possible” list to emerge during interview as a strong candidate.

Interviewing

For senior employees a two-stage interview panel process is recommended to provide final applicants and trustees a better chance to meet and get to know each other. 

Experienced interviewers will have their own interviewing techniques and will require no further advice. For others the following provides a check-list. At the risk of stating the obvious, the aim of the interview is to get good quality information from the applicants so that they can be assessed fairly against the demands of the job.  Accordingly:-

· Bring together a small first interview panel to avoid being intimidating and give plenty of time to conduct interviews without being rushed.

· Prepare standard questions for the interview in advance - questions that will allow the candidate to answer at length - and clarify who of the panel will ask what question to encourage participation and consistency.

· Agree with fellow panel members a form of recording and assessing each candidate.

· Welcome the candidate, introduce the panel and outline the interview structure - with the aim of putting the candidate at ease.

· Give a brief introduction of the Trust.

· Ask the prepared questions, giving the candidate time to think and speak.

· Encourage the candidate to talk and elaborate on answers and to inform how their skills and experience apply to the job vacancy.

· The Chair of the panel needs to keep control of the interview and bring it back on track if the conversation wanders.

· At the end of the interview allow time for the candidate to ask questions or add anything missed out.

· Inform the candidate of the next stage of the process, including estimated timescales, and thank the person for their time. 

Depending on circumstances, a second stage interview might include a more informal meeting with the trustees, or a combination of a formal session, following the above check-list procedure, and an informal meeting.  

Record Keeping

· Be aware that candidates who later make a complaint to an employment tribunal have the right to be given copies of notes made during an interview.  Although rare, it is therefore sensible to keep a record of the process to refute potential discrimination allegations.

· A form of recording and assessing each candidate - say, a simple scoring system - provides an objective conclusion. This should be supported by additional notes of what was said during the interview and how the selection process was made.

· It is useful to have a round up of interviews at the end of the interview session. Manuscript notes are authentic and contemporary, and there is no need for them to be typed. The golden rule on notes is to accentuate the positive and to ignore negative opinions.  After all, appointment is, or should be, a positive process.

· Records should be kept for at least 3 months after the interview - the normal time limit for an employment tribunal complaint.  Thereafter, records should not be retained unless there is a good reason to do so (e.g. another job opportunity might arise).  Records should be kept securely and shredded before disposal.
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