1

Recruitment and Selection
Best Practice Guidance Handbook

R & S Best Practice Guidance January 2016

Version 7.0 08.01.2016

2
Contents
1.

Introduction

2.

Identifying the Vacancy
2.1
Job Description
2.2
Task List/Role Profiles
2.3
Person Specification

3.

Obtaining Approval to Recruit

4.

Recruitment Timelines

5.

Attracting Suitable Applicants
5.1
Advertising
5.2
Recruitment Agencies
5.3
Immigration & the Resident Labour Market Test

6.

Short Listing

7.

Selection Methods
7.1
Panel Interviews
7.1.1 Panel constitution
7.1.2 Interview preparation and format
7.1.3 Effective questioning techniques
7.1.4 Interview notes
7.2
Selection Tests
7.3
References
7.4
Final selection for employment

8

Appointment Process

9

Induction

10

Equality and Diversity
10.1
10.2
10.3

11

Forms of discrimination
Positive action
Disability Discrimination Act
10.3.1 Two Ticks Policy
10.3.2 Interviewing a disabled applicant
10.3.3 Duty to make adjustments

Appendices
10.1
10.2

Institutional Statement
Academic Appointments: good practice on interview days and induction

R & S Best Practice Guidance January 2016

Version 7.0 08.01.2016

3

1.

INTRODUCTION

The purpose of these guidelines is to provide advice for recruiting managers on how to adopt a best
practice approach to recruitment and selection. They detail how to comply with University procedures
and legislative requirements and provide guidance on how to conduct an effective and fair recruitment
and selection process.
If you have any questions or require any further information please contact a member of the
Recruitment Team in the Human Resources Department. Contact details are available on the Human
Resources website. The Human Resources Department run regular Recruitment and Selection Training
and Interview Skills training.
Dates can be found here:
https://www.royalholloway.ac.uk/humanresources/organisationdevelopment/events/home.aspx
2.

IDENTIFYING THE VACANCY

Before recruiting for a new or existing role, it is important to review information about the nature of the
role, for instance:





The content of the role (e.g. tasks)
The outputs required by the role holder
How the role fits with the departmental and/or faculty structure
The skills and attributes needed to perform the role effectively

For positions within Faculty administration, please ensure you contact your Faculty Manager or
Assistant Faculty Manager as soon as you have identified there is a vacancy.
The information from this analysis should then be used to form the basis of the job description and
person specification.
There may also be the opportunity to review the role in line with current and future changes in the
workload of the department/faculty, the introduction of new technologies or to improve efficiencies by
considering the following:








Is a direct replacement needed?
Can the work (or part of it) be re-allocated?
Could the role be done on a part-time or job share basis?
Is the post correctly graded in accordance with the HERA scheme?
Could this role be a development opportunity for internal applicants?
Could this role be a suitable alternative employment opportunity?
Do future changes or uncertainty mean that a fixed term appointment should be considered?

2.1
Job Description
A job description is an outline of the role that is to be performed. This should be a straightforward
description of the key duties and responsibilities associated with the role. Ideally, it should state the
reporting lines that the job will have reporting into it and who the role holder will report to. The job
description should be unambiguous and avoid jargon and abbreviations. Care should be taken to ensure
that the role is not defined too tightly as an element of flexibility is required.
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Drawing up an accurate job description is crucial to the success of the recruitment process as it will give
applicants clear information about the role. It should neither overstate nor understate the
responsibilities of the role as it will play an important part in an individual’s decision whether or not to
apply. In addition, the job description indicates the expectation of performance of the role holder once
in position.
A job description template is available on the Recruitment Team webpage of the University website at
http://www.rhul.ac.uk/humanresources/recruitmentteam/randsgsandts.aspx.
2.2

Task List/Role Profiles

A task list is an outline of the duties that are to be performed by the post holder. This should be a
straightforward description of the key duties associated with the role and should only be used where
agreed role profiles are in place, confirming the allocated grade. The tasks should be unambiguous and
avoid jargon and abbreviations. Care should be taken to ensure that the role is not defined too tightly as
an element of flexibility is required.
Role Profiles are standard documents that have been assessed by HERA to have their grade confirmed.
These set the levels of responsibility expected for the post at the grade indicated. There are approved
role profiles from RHUL 2 – RHUL 6 for administrative roles in the Faculty Administration, please contact
a member of the Recruitment Team for these.
Academic departments should contact their relevant Faculty Manager to obtain the current task list for
replacement posts. If a new post is being created then the Faculty Manager should be involved in the
creation of a new task list to allow for consistency and equality across the grades and departments
2.3

Person Specification

Once the role has been defined it is necessary to consider the key skills, experience and qualifications
required to perform the role successfully. The use of a fair and objective person specification that can be
measured/tested in the recruitment process will minimise the risk of subjective judgements in the
decision making process later on and therefore the potential for discrimination. It is a useful tool to
ensure that the final selection decision is an objective one which can be fully justified if challenged.
The criteria should be:
 Genuinely relevant and necessary for the performance of the role. If at this early stage of the
recruitment process, inappropriate or unnecessary criteria or conditions are attached to the
person being sought, this could in certain circumstances constitute indirect discrimination a
Protected Characteristic (see 9 “Equality and Diversity”)




Measurable; this may be done via the application form, questioning in the selection interview or
by other selection tests. It is pointless to include any criteria that cannot be tested and it is
important to be clear as to which criteria will be assessed from the application form, tests and
from the interview. The university now undertakes online shortlisting and the criteria that you
state is measurable at the application stage or application/interview stage will be added to the
application form. All applicants are expected to complete an online application and respond to
the criteria, demonstrating how they meet it.

Classified as either ‘essential’ or ‘desirable’. Essential criteria are those elements that are
indispensable if the role is to be carried out to the required standard. They specify the minimum
standard required and should be used in the shortlisting process as a basis for the rejection of
unsuitable applicants. Desirable criteria are those that would enhance the applicant’s ability to
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carry out the role but a lack of these would not mean that the applicant could not carry out the
tasks in the job description. Desirable criterion will act as a basis for final selection.
Care should be taken to avoid overstating or understating the qualifications and experience required to
perform the role. If the person specification is too vague, it will not assist the selection process, whilst if
it is too prescriptive it will difficult to find applicants who live up to exhaustive expectations.
In addition, criteria that may have a disproportionate adverse impact on a particular group should be
avoided unless the particular criterion is capable of being justified as being appropriate and necessary for
the role. For example, a requirement to work overtime could be indirectly discriminatory against women
who are more likely than men to be unable to meet this requirement due to childcare responsibilities.
There are certain defined exceptions in discrimination legislation known as genuine occupational
qualifications (GOQ’s), where the job can be performed effectively only by a particular group. The list of
GOQ’s is finite and limited in its scope. One example would be where a role requires either a man or a
woman for reasons of physiology or authenticity e.g. modelling job. Instances where a GOQ would
apply in the University are likely to be extremely rare and recruiting managers should seek further advice
from the Human Resources Department before including a GOQ in a person specification.
A person specification template is available on the Recruitment Team webpage of the University website
at http://www.rhul.ac.uk/humanresources/recruitmentteam/randsgsandts.aspx.
Criteria are separated into the following elements:


Qualifications
Avoid listing qualifications that are not specifically required to do the role. For example, seeking
graduates for administrative roles might not necessarily be essential. In addition, previous
relevant work experience may have given an applicant without a degree the equivalent skills.



Research Experience
For those roles that require evidence of research activity



Skills, Experience & Knowledge
Previous relevant work experience may be paid or unpaid. For many roles, knowledge of the
type of work that needs to be carried out is important, although if training is available then this
requirement might be desirable rather than essential.
Skills and aptitudes relevant to the role could be acquired through qualifications, work
experience or even be developed within a domestic environment. They include such skills as
teaching, technical, keyboard, report writing, organising and such aptitudes as problem solving
and the ability to be quick and accurate with administrative work. Where possible, identify the
actual level of ability required and try to be precise when dealing with special skills by specifying
the level in measurable terms, e.g. ability to take dictation at the rate of 60 words per minute.



Personal Qualities
This area of the person specification can be very subjective and so extra care should be taken. It
is best to concentrate on the tasks to be done and then consider the behavioural traits needed
to carry out the work. For example, some roles are not closely supervised and the role holder will
be expected to work very much on his or her own initiative, whilst other jobs are more repetitive
and routine.
Criteria referring to personal qualities will be difficult to assess with any reliability during the
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selection process and should therefore be used sparingly. Using a job-related form of wording
will help clarify the requirement, e.g. ‘ability to remain calm when handling with difficult
interpersonal situations such as....’ Avoid including personal factors such as ‘outgoing
personality’, ‘good sense of humour’ as they are particularly difficult to assess or measure
against the requirements of the role.


3.

Circumstances
Applicants should be made aware of any special circumstances pertaining to the post. It is
therefore important to specify at an early stage, i.e. in the advertisement and person
specification, whether the post involves such conditions as regular travel; overseas travel, car
driving, CRB clearance etc.
OBTAINING APPROVAL TO RECRUIT

From the 1st August obtaining approval to recruit has been taken online through Stonefish which links
with our existing online recruitment module. This system replaces the previously used Establishment A
and C forms. The system allows the recruiting manager to log into the system and place requests and to
view progress through the system.
A straight forward request to recruit would go through the following process on Stonefish. At the point
that you are notified that approval has been obtained for the role you will be asked for more information
so that the Recruitment can be undertaken.

R & S Best Practice Guidance January 2016

Version 7.0 08.01.2016

7

Guidance for accessing and using the online approvals process can be obtained here. Stonefish is
accessed using your username (e.g. abcd123) and password. User profiles have been created for
members of staff who regularly submit staffing requests. If you find that you cannot access the system
please e-mail Selfservice-hr@rhul.ac.uk who will look at this for you.
You will be asked to submit the following documents (online). Job Description (this should already be
attached), Person Specification, and advert for the role. The latest blank templates for these to be used
can be found here. You will be asked to confirm who will be on the recruitment panel with you and for
how long and were you wish the advert placed. The Recruitment Team can advise on placement of the
advert if required.

4.

RECRUITMENT TIMELINES/STONEFISH RECRUITMENT SYSTEM

All recruitment is undertaken through our online Recruitment System “Stonefish”. Guidance on the
system can be found here. The system allows recruiting managers and panel members to shortlist
applications online as and when they are received and the Chair of the panel is required to then submit
the final shortlist and interview details for the Recruitment Team to then action. Following on from
interviews the Chair of the panel is able to submit interview decisions and complete an online offer form
for the successful applicant.
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Within 5 working days of approval being confirmed through Stonefish the recruitment team will place
your advert for the role. This is providing that the team is in receipt of the HERA’d Job Description,
Person Specification and advert. There will be delays should this information not be provided and/or it is
sent in the wrong current formats.
All roles are placed on the College website this gives internal members of staff the opportunity to apply
for roles within the University due to a possible change in their circumstances or career progression. If
your role is deemed suitable for a member of staff that is “currently at risk of redundancy” you will be
contacted by a relevant Human Resources Officer.
You are notified as soon as the first application is received through the online recruitment system and
will then be able to log onto the system and start the online shortlisting process. This process should
take place as soon as possible after the closing date.
Interviews should take place no sooner than 5 working days after shortlisting is submitted through
Stonefish to the Recruitment Team, this ensures that the invites can be sent out and that applicants are
then able to make arrangements to attend and prepare for the interview and any tests/presentations
required. In order for interview invites to be sent out the Recruitment Team you must ensure that you
complete the online interview arrangements form. Delays in completing this online could mean that the
interview date will need to be re-scheduled.
The Recruitment Team will invite applicants and where possible request references. The Chair of the
panel is able to view references that have been received back by selecting the applicant and clicking on
the references tab.
The Recruitment team will provide all panel member with a panel pack (interview pack) via e-mail as
soon as possible but normally after confirmation of attendance from all the applicants. We are no longer
able to provide hard copies of these packs.
.
During the interview process notes should be taken on each of the applicants. You will then be required
to confirm your interview decisions on the Stonefish system. You are required to confirm the outcome
from interview for each of the applicants that attended providing justification to why they are/are not
suitable for the role.
The system will ask you to complete an online offer for the applicant who you offer the role to. You will
also be required to upload your interview notes/interview questions testing for our records. No offer
letters will be drafted/sent until this information is provided.
Panel members are reminded that no comments should be written that you would not wish to be
disclosed to applicants. An applicant can request to see this information through Data
Protection/Freedom of Information.
5.

ATTRACTING SUITABLE APPLICANTS

Having defined clearly the type of person you are seeking to recruit, the next stage is to identify
methods of attracting a pool of suitable applicants.
5.1

Advertising

There are many ways to advertise a vacancy including on-line advertising. The benefits of advertising
on line include:
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The job advert can be live within 48 hours
Costs much less than printed media
No limit on content
24 hour access for applicants to apply
Employer branding opportunities

The University uses websites such as jobs.ac.uk, Reed, Guardian on-line, professional bodies’ websites,
and specialist websites as well as the University’s own website. All vacancies are posted on the
University website as a minimum.
The aim of advertising is to generate interest from potential applicants by attracting a sufficient number
of applicants who possess the necessary skills, experience and qualifications to do the role effectively. A
poor or vaguely worded advertisement may result in a large number of applications, many of which may
be unsuitable, thus wasting valuable time and resources.
The advertisement should always be drawn up with reference to the person specification and the job
description. The job title will target the audience and therefore should be appropriate and easily
recognisable. An advertisement should:














Create a positive impression of the University. Think about ‘selling’ the University/the role, what
we can offer (career prospects, training and development, scope for achievement, importance
of role)
Include an appropriate job title – make sure the target audience will understand the job title
Include the job tenure (e.g. permanent, fixed term) the reward package, job location
Provide a clear and accurate picture of the job duties and level of seniority,
Outline the type of applicant you are seeking. Describe the necessary and the desirable criteria
for job applicants (to limit the number of inappropriate applications received)
Be pitched at the right level to appeal to suitable applicants
Make it clear how applicants should apply and the closing date
State the expected interview date/s.
Give an indication of the timing for interviews/selection testing
Be honest and truthful
Avoid being written in a way which might be, or reasonable be interpreted as, being
discriminatory
Be written in plain, conversational English.
Be personalised as much as possible so that it reads as if it is speaking directly to the potential
post holder, e.g. ‘You will be responsible to...’, and ‘You will need to have ...’

The Recruitment Team will liaise with the recruiting manager to agree:









The content of the advertisement
The content of the application pack (e.g. job description, person specification, organisation
chart, departmental information etc.)
Where the advertisement will be placed
The timetable e.g. date the advert appears, the closing date, the dates for short listing and
interviews. applicants
The location for interviews
Any other selection methods to be used and the arrangements for these
The names of the short listing and interview panel members
Any other particular arrangements/requirements
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The Human Resources department will pay for the cost of advertising the post on jobs.ac.uk and in one
publication or website, any additional advertising will need to be met by the recruiting department.
5.2

Recruitment Agencies

Agency fees can be expensive and so generally positions will be advertised directly by the University.
However, in some circumstances, for example when it has not been possible to find a suitably qualified
or experienced applicant or for a particularly specialist or senior role, it might be appropriate to engage a
recruitment agency to assist with filling the role. The University participates in two consortiums to
benefit from competitive agency rates and so recruiting managers should liaise with the Recruitment
Team if seeking to use a recruitment agency.
5.3 Immigration & the Resident Labour Market Test
If an applicant does not have the “Right to Work” in the UK the University can apply for a Certificate of
Sponsorship (CoS). This would be subject to the following requirements being fulfilled whilst advertising
the post.
The UK Visas and Immigration (UKVI) determines the skill level and salary requirements for roles where
a CoS can be obtained. These roles must then be matched to an appropriate Standard occupational
classification (SOC). The Recruitment Team will advise if there is a suitable SOC that the role fits into.
Once a Code has been identified the University is required to ensure that we meet the Resident Labour
Market Test (RMLT). This test requires the University to prove to the UKVI that there is no suitable
settled worker who can do the job.
The RMLT requires all adverts to appear to settled workers for a minimum of 28 days and as a minimum
the advert will typically need to appear on www.Jobs.ac.uk, Universal Job Match (Job Centre
Recruitment page) and our own Recruitment pages.
It is a requirement of the RMLT that all adverts state the following:


Job title



Location of the job



Salary range, or indication of salary package



Any terms of the offer, e.g. fixed term, part-time



Main duties and responsibilities of the job (job description)



Essential skills, qualifications and experience required to perform the role. It is critical to identify
all requirements which will be used as grounds for making an appointment. This can include
criteria such as leading international academic excellence in a subject area. If the requirement
cannot be justified, it should not be used as selection criteria or be included in the advert.



The closing date for applications

Please note that that UKVI states the following in regard to any appointments “Where we refer to a
suitable settled worker, we mean any settled worker who has the skills and experience you are
seeking. If you find that you have more than one applicant who has all the necessary skills and
experience that you advertised for, where one of them is a settled worker and the other is a migrant,
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you must appoint the settled worker even if the migrant is more skilled or experienced than the
settled worker. The only exception to this rule is if the job falls within one of the PhD SOC Codes
listed in paragraph 251, when you can appoint a migrant if they are the most suitable applicant.”
In order to provide evidence to the UKVI that we have tested the market the following needs to be
returned to the Recruitment Team prior to any written offers being sent out.






Completed online shortlisting forms that clearly identifies why an applicant has not been
shortlisted for a role.
Complete the online interview decisions, confirming why applicants have or have not been
successful after interview. Completed interview forms providing evidence related to the
selection criteria on which the decision for the applicant being successful or unsuccessful at the
interview stage is based. You are required to upload interview notes, on the offer section of
Stonefish.
Evidence of the interview questions or area of questioning during interviews and any scoring
matrix that has been used
Details of any testing/other selection methods undertaken by applicants with the results and the
scoring system used.

In addition to the above the University are required to retain copies of all the shortlisted applicants
applications on the employee file for the duration of the contract at the University.
Once all the evidence has been collated the Human Resources Department will then look at the type of
application required for a CoS.
Timing
In the majority of cases, a restricted or unrestricted CoS number must be assigned by the Human
Resources Department within 12 months of the date the advert first appeared on Jobcentre Plus, not the
closing date to meet the resident labour market test. This is dependent on the SOC code and for some
roles the time reduces to 6 months. Once issued, a restricted or unrestricted CoS number has a 3 month
‘shelf life’ during which time the migrant must apply for and receive their visa and endorsement to their
passport. When the visa endorsement has been received, employment must commence within 3 months
of the date when endorsement was given.
The number of Tier 2 certificates of sponsorship that the University has is restricted. Recruiting
managers should therefore take advice from the Human Resources Department prior to advertising if
they believe a Tier 2 certificate of sponsorship may be required.
Further guidance on the relevant codes of practice (including where vacancies should be advertised and
for how long) are available from the Recruitment Team in the Human Resources Department.
6.

SHORT LISTING

Shortlisting is carried out online using our recruitment system Stonefish. All panel members are notified
when the role they are advertising receives its first application and at this stage you are able to start the
shortlisting process.
Shortlisting is a sifting exercise to decide, based on a comparison of the job applications against the
criteria (that you have said is measurable at the application form stage) which applicants you wish to
invite for interview/testing. Short listing should be carried out objectively and consistently by comparing
the relevant information in the application with the criteria detailed in the person specification as being
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measured by reviewing the application form to establish whether, on paper, the applicant has the type
of experience and skills that are necessary or desirable for the job and will minimise the risk of any bias
and potential for unlawful discrimination. At no stage during the recruitment process should recruiting
managers conduct searches on prospective employees on social networking websites.
All roles close at midnight on the agreed closing date and shortlisting should be completed as soon as
possible after this date. Short listing should be carried out by the same individuals who will form the
main interview panel, it is suggested that all panel members score applicants however as a minimum the
Chair of the panel will need to complete the scoring and make the shortlisting decisions.
Where a large number of applications are received it may be appropriate to have a reserve short list
which can be referred to if an appointment is not made following the initial interviews.
Short listing should take place as soon as possible after the closing date to ensure that sufficient notice
can be provided to applicants who are invited to interview. In addition, long delays in the selection
process may mean that strong applicants secure employment elsewhere. All applicants should be
notified of the outcome from shortlisting however, all applicants are advised if they haven’t heard from
the University within six weeks of the closing date then they should assume that they haven’t been
shortlisted.
Once the Chair of the panel has completed the scoring for applicants, they need to complete the
interview decisions and interview arrangements through the Stonefish system. Please remember that
when deciding on an interview date a minimum of 5 workings days from receipt of the shortlist to the
recruitment team is required. The recruitment team are then notified that this has been completed and
will check through the shortlisting to ensure that it has been carried out fairly and consistently before
confirming the decisions.
Once the shortlist has been confirmed and if all the required information is present to create schedules
and invites the recruitment team will create and invite the applicants. The system is set up so that at
1am the morning following confirmation of the shortlisting all applicants who have been set to reject are
sent an e-mail to confirm that they have not been shortlisted for the role. Anyone who has been marked
as a reserve is informed that the shortlisting decisions have not yet been completed and that we will be
in touch again and those invited (if they have not already has an invite from the recruitment team during
the course of the day) will receive an e-mail to say that they have been shortlisted for the role and that
we will be in touch with further details as soon as possible.
7.

SELECTION METHODS

The next stage is to carry out a selection process so you can establish which of the shortlisted applicants
is most suitable for the role. Interviewing is the most commonly used method of assessing prospective
employees and all selection programmes must include a panel interview as a minimum. There are other
methods available to assist the decision making process, for instance, psychometric testing, aptitude
tests, presentations, teaching demonstrations and work based exercises e.g. typing exercise, data entry
or creating a spreadsheet.
7.1

Panel Interviews

The Recruitment team will prepare an interview schedule, invite applicants for interview, take up
references and prepare interview packs for the interview panel. The interview packs will be sent via email include:


Interview schedule

R & S Best Practice Guidance January 2016

Version 7.0 08.01.2016

13



Application forms
An interview notes form for each applicant (based on the person specification)

Panel members should note that this is personal, sensitive data and should be held confidentially and if
you choose to print this (we no longer provide hard copies) it should be returned to the Recruitment
team for processing at the end of the interview and selection process.
The interview itself has at least three main purposes:


To collect information about the applicant in order to find out how well the applicant fits the
requirements of the job, this is the key purpose. The information collected will assist with
assessing the skills, experience and general background of job applicants in order to make a
decision on which applicant is the most suitable.



To give information to the applicant about the University and the post applied for



To leave all applicants with a positive view of the University, and to ensure that all applicants
feel that they have been given a fair hearing.

7.1.1

Panel Constitution

Normally all members of the interviewing panel will be senior to that of the role being filled and there
should be at least one male and one female member on the panel. Wherever possible, the immediate
supervisor should be involved in the selection interview.
It is not usual practice for the outgoing role holder to be included in the interview panel. An opportunity
to meet with other staff in the section as well as the outgoing role holder can be useful but it should not
be conducted or treated as mini-interviews.
To help ensure effective and non-discriminatory interview practice, all panel members are required to
have attended the University’s Recruitment and Selection Training and where this is not possible, as a
minimum, it is essential that the chair of the interview panel has attended. It is recommended that
refresher training is undertaken every 3 years to keep abreast of any University procedure and legislative
requirements changes.
Academic appointments at Chair/Readership level:
The Principal
Three external advisers including one from within the University of London
The Dean of Faculty
The Head of Department
A senior academic from the recruiting department
A senior academic from another department
Other academic appointments:
The Dean of Faculty
The Head of Department
A senior academic from the recruiting department
A senior academic from another department
Non-academic appointments
The Head of Department
The line manager
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One other member of the department
Where applicable, a member of another department who is either a service user or has appropriate
knowledge of the duties of the post
Administrative Faculty appointments:
The Faculty Manager
The line manager
One other member of the department
Where applicable, a member of another department who is either a service user or has appropriate
knowledge of the duties of the post
7.1.2 Interview preparation and format
In advance of the interview the panel should:









The Chair will need to read through the Discrimination Institutional Statement for meetings to
ensure that all panel members are clear that they are responsible for ensuring that
discrimination does not occur (Appendix 1)
Undertake careful and well thought through preparation: re-read application forms, recapping
on the strengths of the various applicants against the selection criteria
Plan the structure and content of the interview. Prepare questions based on the criteria set out
in the person specification (see below “Effective questioning techniques”.)
Decide the roles of the various panel members; agree who is going to ask which questions
Decide who will be the appropriate Chair of the panel. The Chair’s role is to control the interview
and steer the discussion in an appropriate direction. They will ensure that the interview runs
smoothly by introducing the panel; keeping the panel to the agreed timescale; linking one
section of the interview to another; summarising where appropriate and closing the interview.
Prepare the information you are going to provide for the applicant
Make sure the venue is organised and the environment is right, turn of work phones and refrain
from looking at e-mails during the interview process

The panel should endeavour to put the applicant at ease from the start. As most applicants are likely to
be nervous, one way to alleviate the initial tension is for the chair of the panel to start by offering the
applicant refreshments, asking about their journey and introducing the other panel members. The aim is
to make the applicant feel at home and relaxed to assist them with performing at their best.
The Chair of the panel should explain the format for the interview and the likely length of the interview,
followed by some background information about the department and the post. The Chair should outline
the order of the interview and explain that the panel will be making notes and confirm that there will be
an opportunity at the end of the interview for the applicant to ask questions they may have regarding
the role, the University or the conditions of service.
Finally, applicants should be given advice on the next stage in the selection process and be given an
indication of when and how they will hear about the outcome of their interview.
7.1.3

Effective Questioning Techniques

Having prepared your questions, it is important to check that they are put to the applicant in an effective
way in order to elicit as much useful information as possible from the applicants.


Design questions to check facts, obtain relevant information about each applicant's
background, test achievement and assess aptitude and potential. This approach ensures
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consistency and fairness because all interviewees will be given an equal opportunity to sell their
skills and abilities. Managers should not, however, restrict themselves to asking only these
questions, as there will also be a need to ask questions that are specific to a particular applicant,
for example to clarify something vague or ambiguous on an application form or ask about a gap
between jobs. In addition, at the interview itself, further unplanned questions will be necessary
in order to follow up or probe any relevant matter raised or hinted at by the interviewee.


Ask specific questions on matters such as the applicant's work experience, qualifications, skills,
abilities, ambitions and strengths/weaknesses.



Ask questions that are challenging, but never ask them in an intimidating manner.



Ask questions that require the applicant to give examples of real situations that he or she has
experienced.



Questions should be open ones, encouraging the person to give extended replies. Open
questions are those to which a person cannot just answer yes or no and they usually start with;
why, where, how, when, what, which or who. Examples of open questions include:
“Please tell us about your previous job”
“How did you manage to...?”
“How did you feel about this?”
“Tell me about a time when…?



Panel members should not be afraid to probe and re-phrase questions. An important
questioning skill is to be able to ask ‘follow up’ questions once an interviewee has started
talking, either to get further information, to clarify a point or to check your understanding of the
situation. By probing further, the interviewer will be able to delve deeper into an issue and gain a
greater understanding, e.g. “can you give me an example which shows how you were able to use
this skill?” or “what exactly did you mean when you said that you had responsibility for that
particular function?”



Avoid questions that relate to family, health, race, religion, sexual orientation or age.

7.1.4

Interview Notes

It is essential that interview panel members keep notes of the interview and afterwards to make a record
of the rationale behind the selection decision, i.e. to note the key reasons why the successful applicant
was selected and the other applicants rejected. Note taking is important as it assists panel members to
accurately recall applicant responses, especially when several applicants have been interviewed over
separate days.
Interview notes may also be called upon should the University be questioned about recruitment
decisions, and therefore should be clear/readable. If no records are created and one of the rejected
applicants subsequently brings a tribunal claim alleging discrimination, it is unlikely that panel members
will be able to recall the precise matters that were discussed at the interview or the way in which
questions were phrased.
Managers should be aware that any record created about an individual and placed in a structured file (or
input to a computer) will give rise to individual rights under the Data Protection Act 1998. Specifically job
applicants will have the right, upon written request, to be given a copy of their own file. Interview notes
should therefore be compiled with this in mind.
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7.2

Selection Tests

If any type of selection test is to be used it should be fundamental to the job and careful consideration
should be given to which of the criteria defined in the person specification will be assessed. All
applicants should be told in advance what form the test will take. There are various selection tests that
can be used in addition to panel interviews and the Recruitment Team can explore these further with
recruiting manager. Selection tests could include:




Aptitude tests
In tray exercises, for example a typing test or administrative exercise
Presentations

For academic appointments it is normal practice to invite applicants to make a presentation on an
agreed topic (e.g. on recent or forthcoming research or on curriculum development). A member of staff
who has attended the recruitment and selection training must chair the presentation panel, attending all
the presentations and be available to feedback to the interview panel.
7.3

References

Referees will not be approached without the applicant’s permission and this is clearly stated on the
application form. As references are necessarily subjective by nature, they should be used primarily to
confirm or refute the information given by the applicant during the interview.
Any references that have been received prior to the interview can be viewed by the Chair of the panel on
Stonefish. It is important that all references are treated in strictest confidence and should be carefully
destroyed by the panel members after the interview or returned to the Recruitment Team for shredding .
The successful applicant should not start work without references being obtained first, except in
exceptional circumstances, and with the approval of the Director of Human Resources (or his/her
representative), in which cases continuation in employment will be subject to the receipt of satisfactory
references.
7.4

Final Selection for Employment

Having held the interviews and carried out any testing, the final stage is for the panel to evaluate the
information gathered on each applicant and compare this to the requirements in the person
specification defined at the start of the recruitment process.
One method which you may find helpful is to rate each applicant against each of the criterion you are
measuring, for instance:
1=
2=
3=
4=
5=

Weak, fails to meet the criterion
Marginal, meets some of the criterion
Meets the criterion
Strength, provided clear evidence of meeting the criterion
Outstanding, provided multiple evidence of meeting the criterion

It is important to make sure that every selection decision can be justified on objective grounds unrelated
to disability, gender reassignment, pregnancy and maternity, race- this includes ethnic or national
origins, colour and nationality, religion or belief, sex and sexual orientation and prevailing legislation and
that the decision is supported by the evidence gathered during the selection process.
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8.

APPOINTMENT PROCESS

It is important to note that offers of employment can be made verbally or in writing, therefore, care
should be taken in raising expectations at interview or in discussions after the interview.
It is standard practice at the University for offers of employment to be made subject to:





ISA registration/CRB clearance (where required),



The prospective employee having the necessary permission to work in the UK, in accordance
with the Asylum and Immigration Act. The Asylum and Immigration Act makes it a criminal
offence for an employer to recruit an employee who does not have the right immigration status
to work in the UK. If the employing department wishes to appoint someone who has indicated
on their application form that they do not have permission to work in the UK, the HR team will
work with the recruiting manager and the prospective employee on the individual’s application
for permission to work in the UK
References that are satisfactory to the University.

The Recruitment Team are responsible for sending the formal offer of employment to the successful
applicant on behalf of the University and will be prepare this based on the information provided in the
“Offer” that the Chair of the panel is required to complete online in Stonefish.
For the role of Professor the panel are also required to complete an assessment of the applicant in
regard to the University’s Professorial banding scales (See HR page of University website for current
Professorial Pay Scales here: http://www.rhul.ac.uk/humanresources/payandbenefits.aspx).
Please note that offers letters are subject to references (if they have not already been received) and
confirmation of the applicant's eligibility to work in the UK. These checks need to be carried out 24 hours
prior to the individual commencing work with the University, please bare this in mind when confirming a
start date.
Along with the letter of appointment, the prospective staff member is also sent the terms and conditions
of employment applicable to the post, the Health and Safety Policy Statement, details of the
superannuation scheme where relevant and any other documentation specific to the post.
The successful applicant will be informed of the result either by the Recruitment Team or by the Head of
Department/Panel Chair. Unsuccessful applicants will normally be sent a ‘regret’ letter by the
Recruitment Team unless other arrangements have been explicitly agreed.
Letters of appointment are sent from the Director of Human Resources and can be signed on his/her
behalf by the Deputy Director of Human Resources and Human Resources Managers. The exception to
this is for Chair appointments that are sent from the Principal and can be signed on his behalf by the Vice
Principals and the Director of Human Resources.
In line with the UKVI’S regulations the University is required to check the applicants proof of right to
work in the UK at least 24 hours prior to them commencing work and therefore the applicant will be
asked to bring in the following documentation (included with the offer of appointment) prior to their
start date:
 Passport and where appropriate visa details or UK Birth Certificate (Full)
 P45 from previous employer (a P46 will be provided in the absence of a P45)
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Student card (if a full time student)
National Insurance Card
Certificates for any qualifications of degree level or above and any academic teaching
qualifications.

Managers should be aware that unsuccessful applicants might wish to receive feedback on his/her
application after the interview and this is particularly helpful in the case of an internal applicant who
might wish to re-apply for a similar post in the future. It is therefore important to ensure that you have
completed the interview decisions tab on Stonefish and provided clear notes about each applicant’s
interview performance and the subsequent panel discussion. Where you have provided clear notes the
Recruitment Team will be able to pass on the feedback accordingly to the unsuccessful applicant. If this
information is missing, further clarification will be required from the Chair of the original interview panel.
If the offer of appointment is declined, the panel may have already determined the details of a ‘reserve’
applicant. Otherwise, the panel should be reconvened to discuss action to be taken.
9.

INDUCTION

An effective programme of induction will help to ensure that new employees settle in well and gain an
understanding of the organisation and its policies, procedures and culture as early as possible. It also
gives them a full opportunity quickly to become effective and motivated team members. If induction is
left to chance, it is likely that a new employee will end up ill-informed about, and poorly trained in, the
organisation’s policies, procedures and practices. The likelihood of the employee leaving within the first
few months of employment will also increase.
The College’s staff induction framework sets out the roles and responsibilities of staff in making sure
high quality induction takes place. Recruiting managers are responsible for ensuring that

arrangements for the new starter’s arrival are made in a timely manner and communicated
with them; identifying who will act as induction facilitator; and releasing staff to attend
induction events and essential training. The induction facilitator completes an induction
checklist with the new starter within the first two weeks of employment and ensures that
arrangements are made prior to the new starter’s arrival.
For more information, including a full explanation of roles and responsibilities, induction
checklists and the dates of the next staff induction events, please see the ‘new staff’ section of
the staff intranet.
10.

EQUALITY & DIVERSITY

The University’s recruitment practices outlined in these guidelines aim to support recruiting managers to
find the right person for the job regardless of age, disability, gender reassignment, pregnancy and
maternity, race- this includes ethnic or national origins, colour and nationality, religion or belief, sex and
sexual orientation. These are classed as protected characteristics.
Rejection for employment is also unlawful if it is on the grounds of a applicant's past or present trade
union membership or, with some exceptions, on the basis of a 'spent' criminal conviction.
The University would be liable in law for any discriminatory actions perpetrated by its staff in the course
of their employment. This means that if a manager who, for instance, is conducting recruitment
interviews behaves in a way that could be construed as discriminatory; the University will be potentially
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liable to pay compensation to the individual if a successful complaint is subsequently made to an
employment tribunal. It is irrelevant whether or not discriminatory treatment is intentional.
A job applicant who believes that he or she has experienced discriminatory treatment during the process
of recruitment has three calendar months from the date of the discriminatory treatment to lodge a claim
with a tribunal. It is important to note that a claim can be submitted to the Tribunal at any stage of the
recruitment and selection process, including before the advertisement has been placed.
There is no limit on the amount of compensation that can be awarded by tribunals in discrimination
claims.
10.1

Forms of Discrimination

There are various types of discrimination:


Direct discrimination
Occurs when someone is treated less favourably than another person because of a protected
characteristic. For example, an employer unjustifiably inviting applications from female
applicants only. Direct discrimination can also occur when a person is treated less favourability
because of a protected characteristic even though that person does not have the characteristic.
For example because they are linked with someone who has a protected characteristic.



Discrimination by association (excluding pregnancy & maternity and marriage & civil
partnership)
Direct discrimination against someone because they associate with another person who
possesses a protected characteristic For example, not short listing an applicant because they
mention that they have a child with a disability.



Discrimination by Perception (excluding pregnancy & maternity and marriage & civil
partnership)
Direct discrimination against someone because others think they possess a particular protected
characteristic. For example, not appointing a applicant who the panel believe might be gay.



Indirect discrimination (excluding pregnancy & maternity)
Can occur when you have a rule or policy that applies to everyone but disadvantages a particular
protected characteristic. For example, an unjustified requirement for applicants to speak or
write English to a standard of fluency. This criterion would discriminate indirectly against people
who come from a country in which English is not the first language.



Victimisation
Victimisation occurs when someone is treated badly because they have done something in
relation to the Equality Act. For example, they have raised a grievance about discrimination and
you decide not to appoint them on this basis



Harassment
Harassment is “unwanted conduct related to a relevant protected characteristic, which has the
purpose or effect of violating an individual’s dignity or creating and intimidating, hostile,
degrading, humiliating or offensive environment for that individual”.

10.2 Positive Action
Under current legislation, employers are able to encourage applications from individuals with protected
characteristics in order to address serious under representation in the workforce. However, at the point
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where the selection process takes place, the member(s) of the under-represented group should be
assessed on the same terms as the other applicants. If an employer attempts to appoint on the grounds
of gender, race or ethnicity, this is positive discrimination and is unlawful in the UK. This does not apply
under the Disability Discrimination Act where an organisation can take positive steps to improve the
numbers of disabled people in its workforce.
10.3

Disability Discrimination Act

The above Act makes it unlawful for an employer to discriminate against a disabled person for a reason
which relates to the disabled person’s disability in respect of an application for employment, or during
employment. The Act does not require employers to change their arrangements to accommodate
anyone with any sort of disability but rather the law says that if a disabled person applies for a position,
then the employer should make all reasonable efforts to enable the disabled applicant to attend for
interview, and if appointed, to actually carry out the job by making reasonable adjustments where
necessary. It would also apply to an existing employee who becomes disabled during employment.
A person has a disability if he or she has, or has had, a physical or mental impairment which has a
substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities.
10.3.1 Two Ticks Policy
The University is committed to the principals of promoting disability equality, preventing and
eliminating unlawful disability discrimination in Employment. As such we have been awarded the Two
Ticks/Disability Symbol for demonstrating our commitment to being Positive about Disabled People in
employment, recruitment, retention and career progression.
In acceptance of the two ticks scheme the University has agreed to:






to interview all disabled applicants who meet the minimum criteria for a job vacancy and to
consider them on their abilities
to discuss with disabled employees, at any time but at least once a year, what you can both
do to make sure they can develop and use their abilities
to make every effort when employees become disabled to make sure they stay in
employment
to take action to ensure that all employees develop the appropriate level of disability
awareness needed to make these commitments work
to review these commitments every year and assess what has been achieved, plan ways to
improve on them and let employees and Jobcentre Plus know about progress and future
plans

The Stonefish system will automatically highlight applicants who opt into the scheme and who meet the
minimum criteria for a role.
10.3.2 Interviewing a Disabled Applicant
There is no duty on job applicants to volunteer to disclose a disability to a prospective employer,
although applicants are encouraged to contact the Recruitment Team if they have any special
requirements. Questions should not be asked at interview about an employee’s health as part of the
selection process. However, questions can be asked to establish whether any adjustments to working
practices or premises would be necessary to support the disabled applicant should he or she be
appointed. Such questions are permitted, but it will be important to ask them in a positive way, and they
should only be asked after seeking advice from the Human Resources Department
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10.3.3 Duty to make adjustments
Where a disabled person is placed at a substantial disadvantage by an employer, it is the organisation’s
duty to make adjustments to remedy the situation. This requirement applies to recruitment decisions
and decisions relating to employment, promotion, transfer, training or any other benefit. Some possible
remedies are set out below:
 providing aids/adaptations
 alterations to plant and machinery
 providing a reader or interpreter
 altering company policy
 granting leave
 providing supervision
 providing flexible working hours to accommodate special transport needs
 changing the place of work
 re-allocating some of the disabled person’s duties to another member of staff (where
reasonable)
 modifying procedures for testing or assessment
 special arrangements for training
It is expected that the employer will not be required to make adjustments that are unreasonable and
such considerations will include the value of the adjustments to the disabled employee, disadvantages
caused to other employees and the costs involved.
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11

Appendices

Appendix 1

Institutional Statement

ROYAL HOLLOWAY
University of London

Discrimination: Institutional Statement for Meetings
The following statement should be tabled at the beginning of meetings, groups and committees
where staffing decisions are considered. This will include meetings to discuss pay, redundancy, job
evaluation (HERA) and recruitment interviews.

The University is an equal opportunities employer and will not tolerate discrimination on the grounds of
legally protected characteristics (age, disability, gender re-assignment, marriage and civil partnership,
pregnancy and maternity, race, religious belief, sex and sexual orientation).
All members of this group/panel/committee are responsible for ensuring discrimination does not occur.
Any concerns should be raised, as they occur, to the chair.
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Appendix 2

Academic Appointments: good practice on interview days and induction

Academic appointments: good practice on interview days and induction
The process for recruiting, selecting and appointing staff involves a complex range of activities starting
with making the decision that an appointment needs to be made and culminating in inducting the
chosen applicant successfully into employment at the University. Advice on best practice for a number
of these required activities is available from HR, for instance, the HR Department have produced a set of
guidance notes covering best practice in recruitment and selection processes i.e. Recruitment and
Selection Best Practice Guidance. Section 6 of this document offers advice on processes in the areas of:
 Identifying the vacancy
 Drawing up of job descriptions and person specifications
 Obtaining approval to recruit
 Attracting suitable applicants including advertising and use of recruitment agencies
 Dealing with immigration issues and the resident labour market test
 Short listing
 Selection methods
 Running interview panels including, panel constitution, interview preparation and format,
effective questioning techniques and the keeping of interview notes
 Selection tests
 Obtaining of references
 Final selection for employment
 Making the appointment
 Induction
 Equality and diversity
and is available on the University web-site at:
http://www.rhul.ac.uk/personnel/documents/BestpracticeguidanceRecruitmentandSelection1.pdf
Recruitment and Selection Best Practice Guidance is now supplemented by this document giving advice
on the sort of experience individual departments should be expected to provide for applicants on their
interview day. Job applicants should be made to feel welcome and it is in the best interests of the
Department to impress rather than intimidate. It is not considered appropriate, for example, simply to
invite applicants to the Department, ask them to wait outside the interview room, call them in for a
formal interview and send them home. Most departments also ask applicants to make a presentation.
Below are listed examples of good practice as currently used by a number of academic departments:





A timetable is drawn up tailored for each applicant including a tour, presentation, lunch and
interview and applicants are told beforehand what to expect on the day;
Each applicant is assigned a member of staff as a ‘guide’ for the day. The guide should be a
relatively disinterested party with no part to play in the assessment of the applicant. The guide
is responsible for keeping the applicant to time;
Applicants are asked to report to the Departmental/School Office at a designated time to meet
their guide;
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The guide shows the applicant around the department visiting relevant spaces for the post eg.
teaching spaces, labs (research/teaching) and other areas across campus as time allows;
If time allows and, if appropriate, the applicant is introduced to staff holding key positions in the
Department either individually or in pairs eg. Director of Research, Director of Teaching, Senior
Faculty Administrator and Technical Operations Manager for brief discussions;
The applicant is prompted to request to see particular areas/facilities of interest eg.
library/computing facilities, potential office;
The guide is invited to answer any non-HR questions the applicant has;
Guides, collectively, take applicants to lunch. This should ideally be a buffet attended by other
members of the Department;
Each applicant gives a presentation of their research work or on a specified theme to the rest of
the Department and answers any questions. The type of job dictates the length and style of the
presentation. The audience includes academic and non-academic staff (including those
members of the Department on the interview panel). The applicant leaves the room to allow
discussion between all members of the Department. The Head of Department must ensure
appropriate discussions are held eg. contributions from staff who have not heard presentations
from all applicants must be treated with caution;
A formal interview normally follows the presentation;
The HoD holds an informal discussion with the potential post-holder selected by the Panel;
Before the official start date, the applicant attends a lunch and afternoon visit at the
Department including discussions with the HoD and the Academic coordinator to ensure a
smooth start.
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