
CAIRNGORMS NATIONAL PARK AUTHORITY

RECRUITMENT & SELECTION POLICY


PURPOSE AND SCOPE
1. The Cairngorms National Park Authority’s (CNPA) aim is to provide a quality service by meeting the needs of the public and stakeholders of the National Park through the effective recruitment, selection and retention of valued staff.
2. The CNPA is committed to applying its Equal Opportunities Policy at all stages of the recruitment and selection process, whilst safeguarding and promoting the welfare of vulnerable people.  All job applicants will be protected against discrimination because of race, colour, nationality or ethnic or national origin, religion or belief, gender reassignment, sex or sexual orientation, marital status or civil partner status, pregnancy or maternity, age, responsibility for dependants, HIV status or disability throughout every stage of the recruitment process.
3. This policy applies to all potential and existing employees of the CNPA.

Principles
4. The ability of the CNPA to adapt to new technology, changing stakeholder requirements and organizational restructuring is dependent on the recruitment of employees who are flexible, adaptable and committed to the Authority as their employer.
5. The CNPA will endeavor to ensure that all Recruitment and Selection activity is on merit on the basis of fair and open competition, and is undertaken on a fair and consistent basis, in accordance with the principles of the CNPA’s Equal Opportunities Policy and all relevant legislation.
6. Managers involved in recruitment and selection of individuals on behalf of the CNPA have the responsibility to ensure that the principles and practices of the policy are applied and adhered to at all times.
7. HR will provide advice, assistance and support to individual employees, managers and senior officers in interpreting and applying CNPA’s Recruitment and Selection Policy.

vacancy And advertising
8. Prior to any form of recruitment there is a requirement to scrutinise and challenge staffing proposals, whether these arise from a vacancy within existing establishment, bids for new posts or plans for restructure.  This process of scrutiny will allow an organisation-wide view to be taken on the potential effect in operational, financial and human resource terms, of any staffing proposal. The process also considers the fit of any proposal with longer term corporate plans and strategies.  This scrutiny will be undertaken by the Corporate Services Director with the Management Team if deemed appropriate by the Corporate Services Director.
9. The Chief Executive and/or the relevant Directors have responsibility for the appointment of all posts below the level of Director.  Responsibility for recruitment at Director level or above remains with the Board.  The Corporate Services Director will report to the Staffing and Recruitment Committee at least every six months on recruitment activity and decisions taken on staffing proposals.
10. The recruitment process to be followed will depend on whether the post is an existing or a new post.
Existing Posts – Vacancy Management
11. This refers to posts that are already in the organisational structure that have become vacant because, e.g., someone leaves. Before advertising a ‘vacant’ post consideration should be given to available internal resources, which may result in efficiency savings for the service, in the following areas:

12. Restructuring existing jobs – this is an opportunity for managers to review the existing set-up and make changes to meet service demands.  Any changes should be made in consultation with existing jobholders and their Staff Representatives.  Training opportunities may need to be considered to ensure this transition is effective.
13. Replace - Taking long term service planning within the section into consideration, thought should be given to consider advertising the post on a fixed term or part time basis to allow flexibility.
14. Redeployment of employees - Consideration should be given to current employees, who are proceeding through the redeployment process before advertising or interviewing other applicants.  Further information should be sought from HR.
New/Amended Posts – Approval Process
15. Creating a New/Amended Post - If MT agrees the need for and affordability of a new post, the following steps should be taken:
a) A job description which is a broad statement of the purpose, scope, duties and responsibilities of a post must be written by the appropriate Manager with support from HR (Appendix 1). The job description should also set out the person specification of the post, which details the essential and desirable criteria of the post. The essential criteria are those criteria that an applicant MUST meet to be considered for an interview - failure to meet even one of the essential criteria is sufficient justification to not get an interview. Meeting all the essential criteria is not a guarantee of an interview  - if there is a large pool of applicants who meet all the essential criteria, applications will be scored on how strongly they meet the criteria. The desirable criteria are not essential to be considered for an interview but are additional criteria that if met by an applicant, put them in a stronger position to be considered for an interview if they are part of a pool of applicants who strongly meet all the essential criteria. Knowledge/experience of the Park's traditional languages like Gaelic should be a desirable criterion where it will make an effective contribution to the NPPP's aims. 
b) The job description and person specification must be passed on to HR to arrange for Job Evaluation.  Please refer to Job Evaluation policy for further information.

c) Job evaluation identifies the job grade and placement of the post in the organizational structure. Once this is identified, the line management of the post must be confirmed.
d) Dialogue must begin with IT regarding IT requirements and the physical location of the post, to ensure required IT functionality is viable.
Internal Recruitment Process
16. Once approval has been granted, as per above, and the physical location of the new post has been identified, HR must have copies of the following documents and information before a post can be advertised:

a) Job Description;
b) Short Advert - to minimise recruitment costs, a short advert is required for any external advertisement.  HR has final approval, therefore adverts may be altered;
c) Planned dates and arrangements for interview.
17. Depending on the vacancy and associated costs, appropriate advertising sources should be selected in consultation with HR and within budget constraints.
18. Where a certain level of Gaelic skills is part of the job description, the post should be advertised bilingually.
19. The post will be advertised internally in the first instance, to all staff, secondees (inwards and outwards) and temps who have been in contract for longer than 12 weeks. This will include posts that are partner funded, but with the CNPA as the lead employer.  An internal vacancy will be advertised to all staff on the intranet and applications invited on the CNPA standard application form to be submitted by the stated closing date, which will typically be two weeks from the advertisement date.
20. Posts advertised at the internal recruitment stage will also be shared with Scottish Natural Heritage, SEPA and Loch Lomond & The Trossachs National Park as members of the Environmental Economy & People Group (EELG) who have opted in to share internal recruitment opportunities with each other.  Internal recruitment opportunities with these EELG partners are shared with CNPA and members of staff are able to apply for them, subject to the individual organisations recruitment policies.
21. All internal applicants who meet the essential criteria as set out on the person specification of the job description will be guaranteed an interview.
22. The Interview Panel usually comprises the post’s line manager, HR and another senior manager (Director or Programme Manager) with a knowledge/understanding of the role.
23. The Interview Assessment form should be used to determine the outcome of the interview by scoring each applicant against the responses given to the interview questions and any tests where applicable.  Normally interviewees should be scored after each individual interview by each panel member.  On conclusion of the inter-views, each panel member must total their own scores for each candidate.  The total scores of all panel members should then be added together and averaged to provide an overall score.  A score of "excellent" or "very good" is required for appointment of an internal applicant.  There will be no appointment if the internal applicant scores below "very good", at which point, the post will be advertised externally.  The internal applicant could reapply at this stage, but will compete for the post against external applicants.
24. There may be occasions that require the organisation to take steps that do not directly comply with the internal recruitment approach set out above. The need to comply with expected practice (and therefore avoid risk of exposure to employment tribunal) sometimes requires the Authority to over-ride “standard” recruitment policy.  Such occasions may include the situation of organisational restructure, where the organisation also has to weigh its objectives to be a responsible employer, and its legal duties in ensuring that action taken is not considered a breach of contract or constructive dismissal. Another occasion may be where the organisation has to fill a post for a short period of time (approximately six months, but no more than two years) or has to complete a time bound piece of work (up to six months approximately), in which case it may be considered more appropriate to contract agency staff, or to appoint an intern or a secondee, rather than to recruit internally. In addition to these occasions, the internal recruitment policy will not apply to recruitment of Director level posts, which will be advertised both internally and externally.
25. As well as new employees, the CNPA will require all existing employees who transfer to a new role which involves those undertaking duties which fall into the scope of regulated work, or a post that has been identified as requiring a Pre-employment check to become members of the PVG scheme/satisfactory completion of the appropriate level of Disclosure.  
Further information can be found in this Policy under the heading ‘Disclosure Checks (Basic, Standard, Enhanced & PVG Scheme) or in the CNPA PVG Policy and related Appendices.
Informing Employees of Vacancies
26. All employees who are on maternity or sickness leave should be advised by their line manager of all vacancies advertised.
APPLICATION PROCESS FOR EXTERNAL CANDIDATES
Application Pack
27. Applications will be invited on the CNPA standard application form to be submitted by the stated closing date.  The advert and application pack letter state that alternative formats are available and that candidates should contact the HR Manager if they require adjustments to be made to the process due to disability. The CNPA application forms are divided into Parts A and B, which have all the personal and equality monitoring information, and Part C which contains the information about qualifications, experience and knowledge.  Part C of the applications only is passed to the short-listing/selection team, with an indication of any which should be considered under our Disability Confident commitment. Late applications will not be considered, neither will CVs.
THE SELECTION PROCESS
Short-listing
28. Short-listing is carried out by a minimum of three people, usually comprising the Selection Panel, based on the criteria set out in the Person Spec.  The Selection Panel usually comprises the post’s line manager, HR and another senior manager (Director or Programme Manager) with a knowledge/understanding of the role.
29. The essential and desirable criteria for the sift form must be agreed with the HR Manager in line with the requirements on the person specification of the job description prior to short-listing.  The applications will be reviewed and short-listed on the basis of the applicants’ fit with these agreed selection criteria.
30. A Chairperson must be appointed to take responsibility for the whole recruitment process and panel members should stay the same throughout the process. The Panel Chairperson and panel members should be trained in Recruitment and Selection before participating in any part of the process.
31. If a panel member has a personal relationship with an applicant, for example a relative or friend, they should declare this interest and the matter referred to HR.   A replacement panel member may be appointed if there is any dubiety around ensuring impartiality.
32. Any attempt to influence the decision of the Selection Panel in favour of a particular applicant will be considered as canvassing.  Any such incidents should be immediately referred to HR.
33. The selected candidates will be invited to attend an interview, with the interview panel making a determination on whether to appoint following the interview process. In some instances a second interview stage may be required before a decision on appointment can be made.  The interview will seek to draw out competencies in line with the requirements of the post and will cover the same general questions for each candidate.  Following each interview an interview marking form is completed by each member of the panel independently, and notes made which may be used in giving feedback to candidates.
Disability Confident Scheme
34. Applications from any candidate who indicates that they have a disability will be automatically short-listed if they demonstrate that they meet all the essential short-listing criteria, even if they don't strongly meet these criteria.  If such an applicant has not been shortlisted, or appointed after interview, the Chairperson of the interview panel must advise the applicant in writing of how they failed to meet the criteria.
Interview Preparation
35. The Panel is responsible for ensuring that the arrangements for interview are made in advance, as follows:
a) The interview letter, sent by HR, will ask the applicant(s) to advise of any reasonable adjustments required for the interview prior to the day.  Adjustments will be made, where reasonably practicable, such as physical access to the interview venue, any services/equipment that may need to be provided, e.g. sign language interpreter.

b) Ensure that Reception/person meeting the applicants receive a list of who will be arriving, the times of the interviews, a contact number and where the interviews will be taking place.

c) Panel members should agree standard open questions in advance of the interview ensuring that the assessment of knowledge and skills can be adequately measured against the essential and desirable criteria during the interview.  The panel should also take turns in asking questions and agree in advance who will ask which ones.

d) Where a presentation or test is included as part of the selection process, applicants must be made aware of this in advance.

e) Availability of appropriate working equipment prior to interviewing, as required for any presentation or test.

The Interview Process

36. Ensure that phones are diverted and an "interview in progress" sign is put on the door of the interview room to avoid interruptions.
37. The chairperson should introduce those present and outline the format and timescales of the interview, advising the applicant that the panel will be taking notes and background information about the job.  Panel members should not record subjective and personal data during the interview.
38. If applicable, the applicant would normally deliver a presentation or carry out a test at the start of the interview.
39. All interviews must be fair and consistent.  All applicants should be asked the same questions, based on the criteria for the post and panel members should ensure questions are not in any way discriminatory or unnecessarily intrusive.  It may be appropriate to rephrase questions to encourage responses depending on the applicant’s particular experience and / or interpretation of the question.
40. It may also be necessary for the Panel to clarify information submitted in the application form.

41. Written notes should be recorded using the Interview Assessment form, and to record the final selection decision.
42. Provide the interviewee opportunity to ask any questions and collect any pre-employment checks, details of any documentation required for post and interview expenses.
43. Close the interview by thanking the applicant for attending, indicating when you expect to make a decision and when the applicant will be informed of the outcome.

Interview Travelling Expenses

44. Where an interviewee is travelling a distance to attend interview, they can claim back their travel expense. The Interview Expenses Claim form and guidance note should be sent to the applicant when they are invited to interview, and the form should be completed and returned at interview
POST Interview Process

45. The Interview Assessment form should be used to determine the outcome of the interview by scoring each applicant against the responses given to the interview questions and any tests where applicable.  Normally interviewees should be scored after each individual interview by each panel member.  On conclusion of the interviews each panel member must total their own scores for each candidate.  The total scores of all panel members should then be added together and averaged to provide an overall score.  A score of "excellent" or "very good" typically indicates strong justification to make an appointment to the interviewee with the highest score.   A score below "very good" suggests that the panel must carefully consider the merits of making an appointment, against a subsequent recruitment process. There is no expectation to make an appointment at this stage. The Chairperson of the panel must ensure that they are satisfied with the interview process and challenge anomalies if required.
RIGHT OF COMPLAINT
46. Applicants have the right to complain if they feel that the organization has not selected on merit on the basis of fair and open competition. All complaints will managed through the Complaints Process which can be found on the Authority’s website; - https://cairngorms.co.uk/authority/complaints/. 
Offer of Employment

47. Under no circumstances should any job offer be made during or at the end of an interview.  A formal offer of employment, verbally or in writing, should not be made until all checks have been received and are satisfactory.  Standard letters are available from HR to let the successful candidate know that that they have been recommended for employment subject to the receipt of satisfactory pre-employment checks.

Salary Placement

48. Placement within Bands will normally be on the first point on the Band.  Directors do however have the discretion to authorise placement of individuals at any point within the appropriate Band in specific circumstances.  Consideration should in the first instance be given to ability and skills of successful interviewees and the impact on other jobholders in the organisation to ensure equality.  In the case of an internal appointment that is a promotion, placement will be at the higher of either 5% on their existing salary, or the bottom of the new band.

Informing the Unsuccessful Interviewees

49. The unsuccessful interviewees will be advised in writing of the outcome by HR and any pre-employment checks destroyed.
PRE-EMPLOYMENT CHECKS
50. There are a number of checks which must be satisfactorily met before any offer of employment is made.
Eligibility to work in the UK
51. The CNPA will not employ an individual unless they have a legal right to work in the UK. 

52. All offers of employment will be subject to the candidate providing the required original documents or the organisation being able to carry out a check on the Home Office online right to work checking service confirming their right to do the work in question. To enable us to conduct an online check, the candidate must share their right to work details using the Home Office prove your right to work to an employer online service. See Appendix 2.
53. 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.

54. Where the appropriate evidence has not been provided or if there is any doubt with regard to validity of documentation, a recommendation for and /or offer of employment should not be made. The responsibility lies with the employer to make sure, before it employs an individual, that the person has the right to work in the UK.

55. Where it has been agreed to allow recruitment through a recruitment agency, it should not be left up to the recruitment agency to undertake these checks.  The criminal liability still lies with the CNPA as the employer to ensure that checks have been carried out and are satisfactory.

References

56. HR is required to obtain two appropriate and satisfactory references prior to formalizing the contract of employment.  The purpose of seeking references is to obtain objective and factual information about an applicant’s suitability for a post and should inform and support appointment decisions.

Qualification and Driver’s License Checks

57. Where a specific qualification, membership of a registered body or equivalent alternative is required as a criterion for the job, including the requirement to drive to perform duties, evidence of this must be checked prior to the job offer being made.  A copy of the original certificate(s) and/or licence should be taken and retained on file.

Rehabilitation of Offenders Criminal Convictions 

58. If a post is exempt under the terms of the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003 (as amended), this should be made clear on the advert and the application pack.    The successful applicant will be required to satisfactorily complete a Disclosure Scotland pre-employment check. Information disclosed through this process will be assessed to consider the appropriateness of any appointment.
59. The CNPA will take into account the following when considering an applicant with a criminal conviction:

a) Whether the conviction or other matter revealed is relevant to the position in question

b) The seriousness of any offence revealed

c) The length of time since the offence or matter occurred

d) Whether the applicant has a pattern of offending behavior or other relevant matter

e) Whether the applicant’s circumstances have changed since the offending behavior or other relevant matters

f) Are the applicant’s references satisfactory?

60. Normally, no decision will be taken on whether an applicant should be appointed until a meeting has been held with the applicant, the relevant manager and HR, unless the information contained in the record is clearly irrelevant to the decision to appoint.
Disclosure Checks (Basic, Standard, Enhanced & PVG SCHEME)

61. Should the position be classed as regulated work, or a post requiring a Standard or Enhanced pre-employment check, it will state clearly in the job description that the successful candidate will be required to obtain scheme membership/certificate before starting in role.  All other externally recruited posts will require a satisfactory Basic pre-employment disclosure check to be carried out.
62. For posts which require membership of the PVG scheme, contracts of employment will be sent to successful candidates with the wording ‘subject to being a member of the Protection of the Vulnerable Groups Scheme and receipt by the CNPA of a satisfactory PVG scheme record’.
63. For posts which require a Pre-employment Check, contracts of employment will be sent to successful candidates with the wording ‘this appointment is conditional upon satisfactory completion of a Disclosure Scotland pre-employment check.
64. As well as new employees, the CNPA will require all existing employees who transfer to a new role which involves those undertaking duties which fall into the scope of regulated work, or a post that has been identified as requiring a Standard or Enhanced pre-employment check to become members of the PVG scheme/satisfactory completion of the appropriate level of Disclosure.  

65. Guidance and an application form will be provided to individuals joining the PVG scheme/ required to complete a pre-employment check.  This will be issued alongside the recommendation of appointment letter.
66. If a Basic pre-employment check is required, it will be for the individual applicant to complete the relevant check and provide a copy of the disclosure certificate the HR.  If a Standard, Enhanced or PVG Scheme check is required, it will be for the CNPA to apply on the applicant’s behalf.  The applicant will have to complete an application form and provide the necessary Identification documents.

67. The fee for carrying out the Basic pre-employment check can be reclaimed by the Applicant through expenses.  The fee for a Standard, Enhanced or PVG Scheme application / record update will be paid direct to Disclosure Scotland by the CNPA.

68. No individual should commence work until PVG membership has been confirmed.  If exceptional circumstances require that the individual commences work before the PVG membership has been confirmed, advice should be sought from HR.

69. No individual should commence work until a satisfactory Pre-employment Disclosure check has been completed and confirmed. 
70. Further information can be found in the CNPA PVG Policy and related Appendices.

Unsuccessful Outcome of Checks

71. Where the outcome of any pre-employment check (including references) results in the decision not to make a formal offer of employment, HR will advise the candidate accordingly.
RECRUITMENT ADMINISTRATION
IT Equipment Form
72. Once the successful interviewee has returned the signed Acceptance form, HR will ensure that all appropriate administration is completed to facilitate the set up of the new employee with Payroll and the new line manager must complete a New IT User form and forward to IT (Appendix 3).

Data Protection Act 2018
73. Under the Data Protection Act 2018, an individual has the right to request access to any personal information held about them in a manual or computer-based file.  Thus a job applicant (whether successful or unsuccessful) may submit a request, in writing, to the CNPA for access to any file containing data about him or her, for example interview notes.  Individuals who present a valid written request must be provided with copies of the relevant data within one calendar month. A record of every recruitment interview will be retained for two years (in compliance with requirements for accreditation with the Civil Service Commission).

74. Further information regarding the processing and handling of personal data can be found in the Recruitment Privacy Notice and the Data Protection Policy.
Induction
75. All employees should be inducted into CNPA from the first day of employment.  The department they are working for should be responsible for this, with support from HR.
Secondary Employment
76. There may be instances where a second job would place such a strain on the employee that the standard of work would suffer, or where the duty of trust owed to the two employers is likely to lead to a conflict.  Bearing these factors in mind, together with the Working Time Regulations 1998, which state that adult workers have the right not to be employed for more than 48 hours a week on average, there may be occasions where the Authority would not support an employee working for a second employer.

77. Employees should notify their Line Manager and HR about other work they currently have elsewhere and/ or notify if they subsequently get work elsewhere.  The Notification of Other Work form should be used for this purpose.

Declaration of Interest
78. As set out in the code of conduct employees should ensure that any possible conflicts of interest are identified at an early stage and that appropriate action is taken to resolve them. Anyone who feels that they, or someone closely related to them, has any outside interests which could be perceived as giving rise to a potential conflict should inform HR.
SECONDMENTS

79. The CNPA is keen to support both inward and outward secondment opportunities for staff, particularly where these provide career development opportunities for staff.  
INTERNAL SECONDMENTS
80. An internal secondment is a short term development opportunity that allows staff to experience work in a different department or function within the Authority and to return to their substantive post once the secondment has ended. Secondments should not exceed two years, unless otherwise agreed, at the outset, by the Chief Executive.

81. Permanent members of staff may choose to apply for a fixed term post.
Right to Return to Substantive Post

82. All permanent staff have the right to return to their substantive post at the end of the secondment.  If, during the term of the internal secondment, organisational change results in the original post being substantially altered or made redundant, the guaranteed right to return will cease to apply. In the event of this happening the employee will be consulted on any changes and will have the opportunity to be considered for redeployment opportunities, including the post seconded to.
83. If the secondment post is at a higher salary than that of the substantive post, the salary will temporarily increase for the duration of the secondment, and revert to the original salary level when the employee returns to their substantive post.
Fixed-Term Employees

84. If a fixed term employee applies and is successful in securing a secondment opportunity, the post will be offered on the basis of a normal fixed term contract. The officer has the right to return to the initial fixed term appointment, provided that appointment has not reached its end date.
During the Secondment

85. The employee will be paid the evaluated rate for the job provided he/she is carrying out the full range of duties to an acceptable standard.  There is no salary protection if the secondment is at a lower grade then the individual’s substantive post. For the duration of the secondment the terms and conditions of that post will apply.
End of Secondment

86. The secondment may be terminated early by either party giving notice appropriate to the grade for the job.
87. At least four weeks prior to the end of the secondment the employee will be written to and advised that the secondment will end and the arrangements for his/her return to the substantive post.  Liaison should take place between the appropriate managers to ensure a smooth return.

Secondment Opportunity Becomes an Established Post

88. If a secondment opportunity subsequently becomes an established post - the individual can be confirmed as permanent in that position so long as:

a) They have been through a competitive interview for the post;
b) There has been no significant change to the job since they were interviewed for it; and,
c) They have no disciplinary record and have satisfactory attendance and performance.
EXTERNAL SECONDMENTS

89. To be eligible to apply for a secondment to another organisation the employee must be:

· On a permanent contract or be on a fixed term contract which extends beyond the length of the secondment;

· Have satisfactorily completed 18 months service; and,

· Have a satisfactory record of attendance, performance and conduct.

90. Where a vacancy arises within another organisation and there is a willingness on their part to offer the vacancy as a secondment, the individual may apply on this basis if they meet the criteria above.  They should discuss this possibility with their line manager at the earliest opportunity in order to allow an early analysis of whether the CNPA will be able to support such a request.

91. It may be appropriate to discuss the desire to seek a secondment opportunity during an appraisal, so that if the manager is keen to support this request, they can actively seek out suitable secondments within other organisations.  

92. When on secondment to another organisation, the individual remains an employee of the CNPA.  The CNPA will continue to pay their salary and the pension arrangements remain the same.  Any difference  in salary will be paid by the CNPA through the normal payroll process.  Many of the terms and conditions of employment will remain the same, but the individual will be line managed by an employee of the host organisation.  A contract setting out the terms of the secondment will be drawn up between the host organisation and the CNPA to set out the finer details of the secondment, and a letter setting out the relevant elements of this passed to the employee.

INWARD SECONDMENTS

93. Where a temporary vacancy arises, the CNPA will consider advertising this as a second-ment opportunity, and advertising this direct with relevant partner organisations.  Inward secondees will remain employees of the organisation from which they have come, but will be line managed by an employee of the CNPA and will normally work from the CNPA offices for the duration of the secondment.
FIXED TERM EMPLOYEES
94. Fixed term employees engaged directly with the CNPA, under the Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002, will be entitled to terms and conditions of employment that are no less favourable, on a pro rata basis, than the terms and conditions of a comparable permanent employee, unless there is an objective reason for offering different terms.
95. The use of successive fixed-term contracts is limited to four years, unless justified on objective grounds. If a fixed-term contract is renewed after the four year period it will be offered as a permanent contract.  
96. Employees engaged directly on a fixed term basis will be encouraged to apply for permanent vacancies and will be informed of all available vacancies as they arise.
97. If a fixed term contract lasts two years or more and the contract is not renewed by reason of redundancy, the employee may have the right to a statutory redundancy payment.
98. When someone is on a fixed term contract and it has been decided that the post is to be made permanent, the individual can be confirmed as permanent in that position so long as:

a) They have been through a competitive interview for the post;
b) There has been no significant change to the job since they were interviewed for it; and,
c) They have no disciplinary record and have satisfactory attendance and performance.
99. Where there is a significant change to the job, it will be subject to the normal recruitment and selection procedures and the individual will have to compete for the job.
RETENTION

100. The CNPA puts a lot of time and effort into recruiting the highest quality staff and is therefore keen to retain these staff in employment.

101. Staff turnover levels vary considerably from one industry to the next, with the highest levels of turnover being found in the private sector..  It is difficult to determine at what point turnover starts to have a negative effect on employment, but the CNPA has a relatively low staff turnover.  Up to a point and in some instances there are benefits to staff turnover, for example in allowing the organisation some flexibility in how posts are replaced, and in allowing career progression into vacancies created by turnover.

102. By contrast, where skills are relatively scarce, recruitment is expensive and where particularly key members of staff leave, turnover can be damaging to the organisation, unsettling for staff and bad for morale.

103. In order to reduce unwanted staff turnover, it is important to be aware of the reasons behind the turnover.  There are a number of reasons why people leave organisations, and therefore a number of ways in which turnover can be reduced.
At the Recruitment Stage

104. The CNPA will give prospective employees a 'realistic job preview' at the recruitment stage.  We take care to ensure that job descriptions and person specifications are accurate and give a clear and fair picture of what the job will entail.  Interviews are also designed to ensure that we recruit the right person to the post and that we have a good understanding of their abilities and previous experience.

Line Manager Accountability
105. The CNPA will ensure that line managers have been trained in management skills.  The performance management system should be used to allow discussion between staff and line managers about any problems with the work or development needs.

Career Development and Progression
106. The CNPA will seek to maximise opportunities for individual employees to develop their skills and move on in their careers.  Where promotions are not feasible, we will look for sideways moves, internal and external secondment opportunities that vary experience and make the work more interesting.  Consulting employees – the CNPA will ensure wherever possible that employees have a 'voice' through the Staff Consultative Forum, regular appraisals, attitude surveys and grievance systems.  We are keen to maximise opportunities for employee engagement. 
Flexibility
107. Wherever possible, the CNPA will accommodate individual preferences on working hours and times.  The flexitime system is used to facilitate this, and we have extended our consideration of requests for flexible working options (job-share, part time working and career breaks) beyond the legal requirement to consider requests from those with caring responsibilities for children.  The CNPA is committed to considering all such requests and accommodating them where possible.
108. For more information please see the Flexitime and Work Life Balance policies.
Discouraging a Culture of 'Presenteeism'
109. Where people feel obliged to work longer hours than are necessary simply to impress management. Evaluation of individual commitment should be based on results achieved and not on hours put in.  Staff are encouraged to use flexi-time and TOIL they have built up, and excessive build up of additional working hours is followed up with line managers.

Job Security
110. The CNPA is committed to providing as much job security as possible.  Fixed-term contracts are only used where there is a specific reason for the duration of the post to be finite (e.g. due to project funding or Maternity/Career Break cover).  The Redundancy Policy sets out what the CNPA would do if faced with a redundancy situation, and the focus of this policy is to work with the Trade Union and staff reps to try to avoid compulsory redundancies except as a last resort.
Equality & Fair Salary
111. The CNPA will not discriminate against individual or groups of employees.  A perception of unfairness, whatever the reality is a major cause of voluntary resignations.  A system of job evaluation is used to ensure that the salary level for different jobs is evaluated objectively and consistently across the organisation.  The CNPA also assesses market rates as part of our business case to Scottish Government each year for our pay award settlement.  The systems in place are also designed to ensure that there is no gender related pay-gap between salaries, and this is audited on a regular basis to satisfy the requirements of public sector pay policy.

Disability and Ill Health
112. If a member of staff has a long term illness or becomes disabled during their employment at the CNPA, every effort would be made to retain them as an employee.  The CNPA has a sick leave policy which allows up to six months on full pay and six months on half pay subject to provision of the required medical certification.  The HR Manager and line manager would work together to establish what support can be provided by the CNPA to facilitate a return to work in line with advice from Occupational Health advisers and the individual’s GP.

113. In the case of an employee becoming disabled, the CNPA will work with the individual employee, the local Disability Adviser and/or a relevant expert identified by the employee and any other relevant specialists to assess what adjustments could be made to the workplace.  This will include assessment of working patterns, IT equipment, office furniture and communications generally, as well as any other issues highlighted as specific to the individual case.  The CNPA will work closely with Job Centre Plus to apply for Access to Work assistance if appropriate.  If, having assessed this, we find that the individual is not able to return to their current job, we would consider re-design of their job to make it possible.  If this is not practical, but there was another post available, the disabled employee would be considered for this post as a priority, and training provided if necessary.
114. If none of these options are available and it is not possible to retain the employee, we would liaise closely with Job Centre Plus and contact our partner public bodies to try to access vacancies which may be appropriate.
Employee Assistance Programme
115. This is available to all staff and their immediate families and provides information and advice on a range of issues.  There is also a facility for telephone or face-to-face counselling if required.  All staff have immediate access to this online and via a free-phone number, it is completely confidential.

Values, Conduct and Dignity at Work
116. The CNPA is keen to promote a supportive work environment where all staff are treated with respect.  In cases where staff feel that they are not experiencing this, they are encouraged to approach their line manager, the HR team or Corporate Services Director.  There is a Bullying and Harassment Policy in place to support this, as well as a grievance procedure, equality statement and Code of Conduct.  Discrimination on the grounds of race, gender, disability, sexuality, age, religion or belief will not be tolerated and any reports of this will be investigated, with action taken as appropriate.

Exit Interviews
117. All staff who leave the CNPA are offered an exit interview.  The information gathered in   an exit interview is used by HR to assess whether there are trends in peoples reasons for leaving, and to pick up issues which may cause more people to leave.

LAWS RELATING TO THIS DOCUMENT

118. Immigration, Asylum and Nationality Act 2006

Equality Act 2010

Equality Act 2010 (Specific Duties) (Scotland) Regulations 2012 (SI 2012/162)

Equality Act 2010 (Specific Duties) (Scotland) Amendment Regulations 2016 (SI 2016/159)

Equality Act 2010 (Specific Duties and Public Authorities) Regulations 2017 (SI 2017/353)
Working Time Regulations (1998)

Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002
Data Protection Act 2018

General Data Protection Regulation (2016/679 EU)

MONITORING AND REVIEW
119. The CNPA will monitor and review this procedure to reflect organisational needs, experience and statutory obligations as necessary.
· Final Policy Adopted on 13 February 2013
· V2.0 adopted in February 2018 to account for introduction of PVG Policy and amendments to Disclosure checks as a result – paragraphs 24 and 58 to 69
· V3.0 adopted in January 2019 to meet requirements for accreditation with the Civil Service Commission – amendment to para 5 (merit, fair, open); amendment to para 24 (recruitment by exception to short term posts (6 – 24 months); amendment to para 72 (document retention for 2 years); addition of para 45 (right of complaint)
· V4.0 – reviewed March 2020 to update changes to internal recruitment advertising procedure with EELG para 20; Eligibility to work in UK para 51 & 52; Certificate of sponsorship procedure para 56; Removal of requirement for completion of Criminal Convictions Declarations form para 60; Further explanation of requirement for pre-employment checks paras 63 & 66; Update of Data Protection Act 2018 para 75 & 76; Inclusion of Laws Relating to Document; Removal of Criminal Convictions Declaration Form at Old Appendix 2; Update of Eligibility to Work in UK Documentation at New Appendix 2; Update of IT User Form at New Appendix 3.
· V5.0 – Update to Eligibility to Work in UK Documentation (Appendix 2)

· V6.0 – Updated June 2021 - to include section on Secondments and Retention from Staff Handbook. Reformat of IT User Form (Appendix 3)
· V7.0 – Updated Aug 2021 – update to section on Eligibility to Work in UK (paras 52 & 53), removal of Certificate of Sponsorship section and update of Evidence of Right to Work in UK documentation (Appendix 2)

· V7.1 – Updated May 2022 – Update to Right to Work in the UK documentation (Appendix 2) to remove biometric residence permits and frontier permits as acceptable documentation. 
       APPENDIX 1
JOB DESCRIPTION
	Job Title:
	
	
	Hours per Week:
	

	
	
	
	
	

	Directorate:
	
	
	Programme Team:
	

	
	
	
	
	

	Job Location:
	
	
	
	

	
	
	
	
	

	Responsible to:
	
	
	Position:
	


KEY PURPOSE

KEY RESPONSIBILTIES:
PERSON SPECIFICATION
	Assessment Area
	Essential Criteria 
(The attributes that are essential to carry out the job effectively)
	Desirable Criteria 
(The attributes that would help the applicant perform the job more effectively, but they are not fundamental requirements of the post)

	Relevant Experience
	
	

	Specific skills, abilities and qualities
	
	

	Required qualifications
	
	

	Any additional job related requirements
	
	


APPENDIX 2
ELIGIBILITY TO WORK IN UK DOCUMENTATION

All potential employees are required to provide evidence of entitlement to work in the UK and the offer of employment that the organisation has made to you is conditional on you being able to satisfy this requirement.

Please provide this evidence as soon as possible by:

· using the Home Office prove your right to work to an employer online service; or

· providing the required documents.

Home Office online service
You will be able to use the Home Office prove your right to work to an employer online service if you have:

· a biometric residence permit;

· a biometric residence card;

· status issued under the EU settlement scheme;

· status issued under the points-based immigration system;

· a British National Overseas (BNO) visa; or

· a frontier worker permit.

When using this service, please insert hr@cairngorms.co.uk when asked to provide details of the employer with whom your right to work details should be shared.

Required documents
Alternatively, please provide documentation from the list below. Due the coronavirus pandemic, the usual requirement to provide original documents has been temporarily adjusted so you can send scanned or photo versions of original documents. The organisation will need to verify documents with you via a video link and we will contact you to arrange this when we receive your copied documents. The list of documents is as follows:
List A documents showing indefinite right to work in the UK
· Your current or expired passport showing that you are a British citizen or a citizen of the UK and Colonies with a right of abode in the UK.

· Your current or expired passport or passport card showing that you are a national of the Republic of Ireland.
· A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that you have been granted unlimited leave to enter or remain under Appendix EU to the Immigration Rules for the relevant Crown Dependency.

· Your current passport endorsed to show that you are exempt from immigration control, allowed to stay indefinitely in the UK, have the right of abode in the UK, or have no time limit on your stay in the UK.

If you do not have one of the above documents, we can accept one of the documents from the list below provided that it is produced in combination with an official document issued by a government agency or a previous employer giving your name and permanent national insurance number:

· Your current immigration status document issued by the Home Office with an endorsement indicating that you are allowed to stay indefinitely in the UK or have no time limit on your stay in the UK.

· Your birth certificate issued in the UK.

· Your adoption certificate issued in the UK.

· Your birth certificate issued in the Channel Islands, the Isle of Man or Ireland.

· Your adoption certificate issued in the Channel Islands, the Isle of Man or Ireland.

· Your certificate of registration or naturalisation as a British citizen.

List B documents showing time-limited right to work in the UK
If you do not have any of the above documents from List A, we will accept documentation showing time-limited permission to work from the list below (Group 1):

· Your current passport endorsed to show that you are allowed to stay in the UK and are currently permitted do the type of work in question.

· A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that you have been granted limited leave to enter or remain under Appendix EU to the Immigration Rules for the relevant Crown Dependency.

· Your current immigration status document with a photograph issued by the Home Office with a valid endorsement indicating that you can stay in the UK, and are allowed to do the type of work in question. However, this document must be produced in combination with an official document giving your permanent national insurance number and your name issued by a government agency or a previous employer.

If you are unable to provide List B documents from Group 1 above, and are able to provide only the following Group 2 documentation:

· a document issued by the Home Office showing that you made an application for leave to enter or remain under Appendix EU to the Immigration Rules on or before 30 June 2021, together with a positive verification notice from the Home Office employer checking service.

· A certificate of application (digital or non-digital) issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the Immigration Rules on or after 1 July 2021, together with a Positive Verification Notice from the Home Office employer checking service.

· A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man showing that the holder has made an application for leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules, together with a Positive Verification Notice from the Home Office employer checking service.

· an application registration card issued by the Home Office stating that you are permitted to take the employment in question; in which case the employer must also be able to obtain a Positive Verification Notice from the Home Office employer checking service.
· A Positive Verification Notice issued by the Home Office employer checking service to the employer or prospective employer, stating that the named person is permitted to stay in the UK and do the work in question.

Your employment is conditional on the organisation being able to obtain a Positive Verification Notice from the Home Office Employer Checking Service before you start work. This will permit you to work for only six months initially while your application, appeal or review is being considered.

In any case, where you are unable to evidence a permanent right to work in the UK, you will be required to provide ongoing evidence of your right to live and work in the UK prior to the expiry of the right to work document provided at the outset of your employment or, where applicable, the organisation will be required to obtain a further Positive Verification Notice.

Failure to provide satisfactory evidence of your right to work when requested to do so may result in your employment being terminated.

Data Protection
The CNPA will ensure that the documents that you provide and the personal data that it obtains from them, including information about your racial or ethnic origin, will be handled and processed in accordance with our Data Protection Policy.
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APPENDIX 3
CAIRNGORMS NATIONAL PARK AUTHORITY

 A NEW USER/ REMOVAL OF A USER/CHANGE TO EXISTING IT SERVICE

This form should be completed at least 5 working days prior to any change(s) required and e-mailed to the IT helpdesk (helpdesk@cairngorms.co.uk) for action.
	Type of Request:
	NEW USER / CHANGE USER / REMOVE USER

	Date of Change:
	


	Name of User:
	


If a New User – this will be the person’s login name and e-mail address. 
If removal of a user please provide name of person to be given access to existing e-mails, any new e-mails and their Z drive.  
	Name :
	


	Job Title:
	

	Line Manager
	

	Directorate:
	

	Is the User a CNPA Staff member?
	YES / NO


Please set the New User up with the following:

	Laptop with ZScaler
	

	Any additional Software Required? If so, specify
	

	Mobile Phone Required?
	

	Skype/Lync Phone Number Required?
	

	Appraisal Folder (R Drive)

Only HR team, individual and line manager to have access to view, create and save in folder
	

	New start is a line manager – needs:

Line Manager Appraisal Folder (R Drive)

Set up and move following members of staff to under it

Only HR team, individual and line manager to have access to view, create and save in individual staff folders
	

	Any other specific IT requirements *:

Please note: 

All Seasonal / Trainee Rangers should be given a MSOffice E1 Licence
	


* Unless otherwise stated a new user will get standard access to the Company Drive (No Access to HR/ Finance/ Board)

	Requested by (Head of Service):
	Kate Christie

	Date:
	


	LEAVERS – The user can be permanently deleted after the following length of time

	Band A - C
	Band D - E
	Band F & Above

	1 month
	3 months
	6 months


FOR IT TEAM TO COMPLETE:

	Date work completed:
	


	IT to advise HR Team (hr@cairngorms.co.uk) of the following:

	Date email address set up
	

	Phone number for new start
	

	Mobile number for new start
	

	Date appraisal folder(s) set up
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